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PROFESSIONAL TRANSPORTATION SOLUTIONS
eBILL® is a complete railroad bill of lading (BOL) software system designed to provide
functionality for the easy creation, storage, retrieval, delivery and acknowledgement of BOLs
v . . . .
for railroad shipments. All BOLs generated in eBILL® meet the standard data requirements of
eBILL P 8 a

the rail industry which includes information such as shipper, consignee and billing parties;
routing instructions including proper switching information; multi-car entry; US and Canadian HAZMAT details;
and special reference codes. For additional expedience, repetitive BOL details can be saved in Patterns for easy
recall and reuse.

eBILL® has been designed to include functionality that supports the following capabilities:
¢ BOL Creation. Quickly and easily create, modify and send single or multi-car BOLs.

¢ BOL Patterns. Streamline the use of repetitive shipment information through the creation and storage
of BOL Patterns.

¢ BOL History. Maintain a historical BOL database through the storage of previously submitted and
revised BOLs. This function is useful when generating audits or performing analysis.

e BOL EDI. Export and EDI BOLs to the Railroads via value added networks such as Kleinschmidt.

There are many advantages resulting from using eBILL®:
¢ Simple creation of Railroad Standard 404 BOLs
e Complete interface with other BDS programs
¢ Excellent organization of BOLs, Patterns, Acknowledgements and EDI messages
¢ Fast and easy retrieval of all BOLs, Patterns, Acknowledgements and EDI messages
e Instant access to database information

¢ Easy generation of various reports, inclusive of custom reports suitable for printing. Data lists can also
be saved to PC formats, i.e., Excel or PowerPoint by performing the Save As function.

The Graphical User Interface (GUI) used by eBILL® is Microsoft Windows® based and provides you with easy
program navigation and a resourceful environment with which to manage data and create reports. Most records
can be easily printed, faxed, or saved into several PC database and spreadsheet formats for enhanced ad hoc
reporting.
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Access to eBILL®

Before you can use eBILL® (or any Bourque Logistics application) your User ID, temporary password and
application permissions must be requested in Access Control by your System Administrator. They will receive an
email from BDS IT when everything has been setup.

Since eBILL® is a billing system, it has a second layer of security that the other applications do not have, so a
second step must be taken to ensure the user can access information for a particular Origin or Origins. Once a
user has access TO the eBILL® application they will have the eBILL® icon on their Citrix desktop and will be able to
open the application. Once they are added to the appropriate Security Groups IN eBILL® they will be able to
create, modify, and view BOLs IN (depending on the User Role assigned).

If a user can open the application but cannot view BOLs or create one, this is the indicator that the second step of
adding them to the Security Group(s) within eBILL® has not been completed.

Logging in to eBILL®
1. Click on the link https://houcsg.railtrac.com/Citrix/MetaFrame/auth/login.aspx
a. User ID: combination of your first and last name (will be setup and sent to you)
b. Password: railtrac (you will be prompted to reset your password the first time)
2. Click “Log In”
3. Click Bourque Data Systems/Desktop/Citrix
4. Double click on the eBILL® logo to open the application

H ﬂ WI_xDYbEz2TNOC2whxR2ZR,31 - Citrix Presentation Server Client = | (=] _)5]

BBourque Logistics - Transpartatio =18 x|
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Sample image — your screen may not have all of these icons



The Main Page in eBILL® will open with the Tool Bar at the top (rest of screen is grey)
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eBILL® Ribbon Bar Reference

E File  Main  Confia  Referemce  Car Management  Reports

[Glﬁ EE [}y Additional Addresses [_%"3 Suppliers 2 Maintain Commodities. .. J._.. DOT Dest Temp... G o
I [EE]Freeform Address @ Railroads 4 Maintain HAZMAT. .. e — =
Bil to  Shipper Consignee :
= Contacts B Maintain Odor Rates...
Parties Products Geography | Measure BOL Codes

eBILL® Ribbon Management

E File  Main Config Reference  Car Management R
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Master Customer Data

The Master Customer Data must exist in the database before it can be used to create BOLs (or Patterns). This
includes Consignees, Bill To, Ship To, Additional Address, Commaodities, and Locations. Please note: Based on your
role, you may or may not be able to create, edit or delete certain records. Contact your eBILL® Administrator for
assistance with any changes to Master Customer Data.

Viewing Master Customer Data
From the Reference Ribbon Menu:
e Consignee
e Maintain Commodities or Maintain Hazmat
e Shipper
e Billto

When the Get Data box opens:
e Click “All” to see all of the records in that category



<Or>

e Enter the appropriate search criteria to find a specific record

Get Data

Cnr'nn_-||

Consiy Hame:|

Ship to City: |

|
|
|
Ship to State: | |

[l a [ | (oo |

Patterns Defaults System Distribution Security RailPort
{1 Meintain Consignee
ANMR LG EXHEGIEIBIMq o1 b M| 1
Sart By Column Asc Find Column Where  Value
[ MO ||coreofere W]= ]
| hcd | Deete | Sort | [ Add | Deete | Apoly | Reset | Save | Sekdt |
Consignee lNo. Consignee Name Consignee City/ST ~ Consignee Type  Consignee Phone  Care0f Name

BOURQUE LOGISTICS HOLSTON X CUSTOMER

Partial screenshot of Consignee List

The information will open in List view.
e Toview arecord, double click on it to open
e Click on the List icon to return to the List view

Sorting Master Data
The Data can be sorted so that it can be viewed alphabetically, by city, state, etc. The sorting options will vary
based on the data.



Click on the Sort Icon

BNMNR2 L MFXEHE G &IB1gq Rw[t  [of 233 b pil
Sort B\_rCaIumn ~ Asc Fmdta_lumn Wheri_: Value Am_i;‘i_}r
7 (| |Care Of Name = ] [+]1]and ]
Add || Delete || Sort Add || Delete || Apply || Reset | Save || Select |

@l Specify Sort Columns :
Crag and Drop items _

Source Data Columns Ascending
Care Of Mame
Conzighes Mame

Conzighes Mo,
Conzignee Phone
Conzignee Type
Ship Ta City

Ship To State

< > Cancel

Sort Pop Up Box

@ Specify Sort Columns Y

Drag and Drop items

Source Data Columns Ascending
Care Of Marne Consignes Ma.
Conzighes Phone Conzignes Mame
Conzighee Type
Ship Ta City :
Ship To State

< > Cancel

e Single click on Column and move it up (the selection will be blue)
<or>

e Single click on item in Source Data column and drag it to the right hand side, top spot to have data sort on
that variable.



E Specify Sort Columns >

Drag and Drop items

Source Data Columns Ascending
Care Of Marne Consignes Ma.
Conzighes Phone Conzignes Mame

Conzighee Type
Ship Ta City
Ship To State =

< > Cancel

e C(lick OK to sort data
The data will now display the Consignees in alphabetical order

Hot Keys in eBILL®

Command Shortcut Description

GetData Control + G Query Records

New Control + N New Record

Save Control +S Save Record Changes

Print Control + P Print Records

Header F5 Show/Hide filter and sorting controls

Creating BOLs in eBILL®

Loaded bills come into eBILL from the SAP interface. If a BOL needs to be created manually to bill shopped cars or
to relocate cars, Patterns can be created for these moves.

Open a New BOL
EB| eBILL® - aliviers @ 1

0 (WODTRMSQLDEV1/CFI_SAP_TEST1)

ain  Config  Reference  Car Management  Reports

b b (®offLoads — 4 NRR List | A4
) BOL Exceptions — “ENRR Ack -0 £
Rail BOL BOL ) Rail b Email Alert
History @ Quick Info... Acknowlegments |1l Redpients Log Log
BOL BOL Utilities EDT Distribution

Option A: Click on the Rail BOL icon from the Main Ribbon menu



When the Get Data box opens, click the ‘New’ button

Get Data For Maintain BOL

'SYSTEM DEFAULT SetasDefault | SaveSetup | | Delete Setup |
Column Where Value
Origin Code l |
'BOL No. | |
'BOL status I |
(EDI status code | |
Car Initial = | |
Car No. Bl | |
'Ship Date 0171017 [ |
'Ship Date <= 00/00/00 =l |
 Customer No. 0| |
'Shipper No. = M |
Freight Billto No =[] | |
 Customer order No. =[] | |

Add Deete |/
Lok | [ A [ New T | Concel |
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Creating a BOL from an Order

eBILL® Origins can be configured so that Order numbers can be used to populated the BOL. Otherwise a system-

generated BOL number is used.

Header Info Tab

1. Select the Origin Code from the drop down list then hit Tab key.

[EB| New BOL
[ IMultiEntry | © NewBOL | []Save | Create Pattern | PrintBOL | Preview BOL | PrintReturn | Return Instr
Header |"fﬂﬁ Railcarz g Parties &{;3 Hw Additional &ddress ] Reference Moo ] Handli
BOL No.: NEW fsion No.z 0
Cirigin Code; E_ R— Z ~ attern ID: o Process InRT
ship Date: 01/11/17 Order No.: [] Process In TP
BOL Type: R- REVENUE « | LfE TND: LOAD [ Gt
PMT Code: PREPAID « | FOB Code: ' v
Fule 11 N «w | Section 7; YES w
Third Party: _ | | Multi-Car ¥/M: e
Uinit Train No.: Mum of Cars:

2. Enter the Order Number in the Order No. field.

EB| New BOL
[ MultEntry | Mew BOL | Eﬁ]Save [

Header Info @& Railcars M Farties

Create Pattern | Print BOL | Preview BOL | Print Return | Return Instr

,‘d_‘.'}' Foute AddifEmarEes:

L] Reference Mo, o] Handi
7

11

BOL No.: MNEW Revision Mo 0 /

Origin Code: 815 Z + | Pattern ID: /_ ar Process In RT
Ship Date: 01/11/17 Order No.: 3 [] Process In TP
BOL Type: R- REVENUE w | LJEIND: LoaD [& Cormmcnbs
PMT Code: PREPAID . | FOB Code: ' e

Rule 11: MO «w | Section 7; YES v

Third Party: _ [ Multi-Car ¥ ™; [

Unit Train Mo, : Mum of Cars:



[EB| New BOL

[ IMultiEntry | Mew BOL | |_'-|§EJSE|'-.|'E | Create Pattern | PrintBOL | Preview BOL | Print Return | Return Instr

Header Info g  Railcars M Faties g% Foute .ﬂ.dditinnalASdress [ Befererice Mo, 2] H:

BOL No.: MEW Revision No.: 0

Crigin Code: 1815 | Pattern ID: ' ~ Process In RT
Ship Date: 011117 Order Mo.: _ 81425153 =" ] Process In TP
BOL Type: R- REVEMLUE w1 LJE IND: LOAD - o Eamichs
PMT Code: PREPAID « | FOB Code: w

Rule 11: NO [+ | Section 7: YES =

Third Party: w | Multi-Car ¥ /M; a

NOTE: the system will NOT prompt you to enter a BOL number if you forget to do it. A system-generated BOL
number will be used.

Creating a BOL from a Pattern
Patterns can be setup and used to populate BOLs when the majority of the master data (Consignee/Bill To/Ship
To/Commodity/Route) information is used consistently. To create a BOL from a Pattern:
1. Select the Origin Code from the drop down list
2. Select the Pattern from the Pattern ID drop down list
The BOL will now populate with all of the information saved to that Pattern.
Modifications can be made to the BOL and you will be given the choice to save them to the Pattern.

Creating a BOL manually

Railcars Tab

Single Car entry
e Enter the car ID then press the Tab Key
e Enter the Car number then press Tab Key
e Choose the Commodity from the drop down list

12



[E8| New BOL

MuliEntry | Mew BOL | |_'_§,7_]Save | Create Pattern | PrintBOL | Preview BOL | PrintReturn | Return Instr
Headerinfo gy Railcars MM  Paties £ Route Addiional Addiess [ RefererceMo. 2] HandingCode <1 CanadianHazMaT [ cna A | StopOff B
BOL No.: Revision No.: ***¥New Cart+* Weight Calc: z S | Default Uom; LE | [CIrecord seals
Load Form: QUAN'ITI’Y | Mo Of Cars: 1 ActualEst.: [ 'Weigh Code: ' o Find Car
EDI Comp Mo, No.  Seal Mo. Seal Type Load/Unload
Seq  Commodity Edit
1 _ @ Add Car
|~ fMet: | |Gross: Lbs/Gal 60:
Weight Tare: 0 Met: O Gross: 0 Delete Car
Car Trangsfer
Fleet ID: Car Order: ~ Delete Seal
Bus. Grp: Car PO:
Eguip. Type | | DOTE Over: HRl AR
Car Owner: Car DOTE:
Capacity: HAZMAT STCC:
Track: Spot:
Trip Ref #1
Trip Ref #2
Trip Ref 23 View Hazmat
Trip Ref #4 . [¥]
Import
Load Cars
Load Seals

Railcars Tab

Multi-Car entry — manual

If you have just a few cars to enter you can change the ‘No. Of Cars’ field to that number and the system will put
in blank entries for each car. Once the Commodity is chosen it will carry down to each car.

13



" IMultiEntry | Mew BOL | [‘é‘]SEVE | Create Pattern | PrintBOL | Preview BOL | Print Ret

Header Info @ Railcars ¥  Parties él' Route Additional Address ] Refers

BOL No.: Revision No.: **+*hHew Car*** Weight Calc:
Load Form: |RAILCAR WEIGHT ~|NoOfCars: 4 |Actual/Est.: |
EDI Cx
Car ID Seq Commodity ]
=tErslh il —— il
8 @ g _ : @
Weight Tare: 0 Net: 0 Gross: | 0
0| (1] |7 @
Weight Tare:| 0/ Net: | 0 Gross: | g L]
@ @ JIE @A
Weight Tare: | 0 MNet: 0 Gross: | o =
@ @ & @| B
Weight Tare: _ 0 Met: 0| Gross: a
Ti
Ti

Multi-Car entry - upload
You can now upload multiple cars into eBILL instead of manually entering each one.
Using the ‘eBILL Car Import Layout’ file, you will need to save the file in the Comma Delimited Files (*.CSV) format

and put in a folder on your desktop or shared folder.

To load multiple cars:
e Click on the ‘Load Cars’ button in the bottom right corner of the Railcars tab
e When the ‘Select File’ pop up box appears, click on the drop down arrow in the Look in field to find the
file.
e Select the file and Click OK

Eg Select File X
Look i [ [ e 2 e m-
Name a Date modified A

ACKS 7/7/2016 10:27 AM

Bluetooth Exchange Folder 6/8/2011 9:45 AM

conversion 11/16/2016 10:00 ...

Custom Office Templates 7/18/2016 3:57 PM

Data Move 7/7/2016 10:27AM
< >
File name: ] [ Open ]
Files of type: | Comma Delimited Files ("CSV) v Cancel

The car information will load into eBILL.
14



Modifications can be made to the information within the application if needed.

Parties Tab

The order or Pattern should automatically populate the Consignee, Shipper and Bill To information that is

contained on the Parties Tab. If for some reason the party information does not populated based on the party ID

that was received on the order this would suggest that the party does not exist in the master data tables. (Please

consult with a system administrator if this occurs)

Always check this tab for accuracy before submitting the BOL.

[EB] Mew BOL

[ IMultiEntry |

Header Info E Railcars  #ig Partiesé&:‘ Foute I:| Additional Address

[ Reference No.

Mew BOL | []Save | Create Pattern | PrintBOL | Preview BOL | PrintReturn | Return Instr

| Handling Code

) Canadian HAZMAT

M

BOL Mo.: NEW

Revision No.: 0

Cust. No.: {3 BOURQUE

Cust, Name: () BOURQUE LOGISTICS

Cust. Name2:

Address: 1610 WOODSTEAD COURT
SUITE 220

City/5T/Zip: (£ HOUSTON

Shipper Mo.: | BOURGQUE

Ship. Mame: ) BOURQUE LOGISTICS

Shipper Mame2:

Address: 1610 WOODSTEAD COURT
SULTE 220

City/ST/Zip: \‘é} THE WOODLANDS
Crg Code: BOURQUE

Bl ToMo.:  EEEEHE

Bill Ta Mame: () BOURQUE LOGISTICS

Bill Ta Mame2:

Address: 1610 WOODSTEAD COURT
SULTE 220

City/5T/Zip: () THE WOODLANDS

T

TX

Customer/Consignee

e | [77386

e 177380

[[TX [ {77380

Contact Type:
Contact:
Fhone:
Email:
Reference:
EDI ID Code:
EDI ID Qualifier;
Shipper
|+ | Contact Type:
Contact:
Fhone:
Email:

Reference:

EDI ID Code:
EDI ID Qualifier:
SPLC:

Freight Bill To

Reference;
EDI ID Code:
EDI ID Qualifier:

Ext:

Ext:

Ext:

Fax:

Fax:

Fax:

To modify information (NOTE: steps apply to any field that has the blue ‘i’ icon: Consignee, Shipper, Bill To, etc.)

1.

If the correct information is retrieved:

Single click on the Look Up icon (or right click in the field to be modified)

In the Look up Box:
1. Enter the search criteria
2. Click Search

15



1. Click on the information to make it blue
2. Click OK
The information will be saved in the appropriate section

If all of the information is correct, click on the Route Tab.

Route Tab

After entering the Parties, when you click on The Route tab a “Find Route Code” box will appear. It will putin the

Origin and Destination based on the Parties tab, and will give a list of available Routes. If none exists, they will
need to be created in Railtrac.

Additional Address Tab

Additional billing information like Ship From, In Care Of, Mexican and Canadian Brokers, and Freight Collect
Beyond are entered in the Additional Address tab.

1. Click on the Address Code drop down list to choose the Party Type

Click “New” for each additional party that needs to be added

|EB| Mew BOL
[MultiEntry | Mew BOL | (] Save | Create Pattern | PrintBOL | Preview BOL | Print Return | Return Instr
Header Infa ﬁ Railcars g Farties &",} Route E Additional Address [ Feference Mo. ] HandingCode M Canadian HAZMAT ["I 4E StopOff =]
BOL No.: MNEW Revision No.: 0
New
Address Code: W v | Contact Type: “
Reference: Contact: Delete
Company Mame: Phone: Ext: Fax:
Company Mame2: Email:
Address: Reference: w
EDI ID Code:
EDI ID Qualifier: e
City/ST/Zip: R
Reference Tab
Reference information like Purchase Orders, Sales Orders or Embargo Permit Number are entered in the
Reference Tab.
[EB| Mew BOL
[CIMuttiEntry | Mew BOL | (] Save | Create Pattern | PrintBOL | Preview BOL | PrintReturn | Return Instr
Header Info E Railcars g Parties ;_j.'r Route Additional Address [ Reference No. /|  Hardling Code M) Canadian HAZMAT HI ¢4 StopOff B
BOL No.: NEW Revision No.: 0
New
Refergnce Co_de Reference Dscr Commodity Date
»| pojoojo0

Delete

Click “New” for each additional Reference Code that needs to be added

16



Handling Code Tab

OTMAs — One Time Movement Authorization

CImultiEntry | New BOL | I|_E‘,__|Sen\u'e | Create Pattern | Print BOL | Preview BOL | PrintReturn | Return Instr
Headerlnfo @@ Raicars g Paties g8 Route Additonal dddress  [] ReferenceMo. 2] Handling Code )  Canadian HAZMAT Fl &4 StopOff 5
BOL Ho.: NEW Revision No.: 0
New
Handling Code Spec_iall-landling Dscr
Delete
OTMA Details Delete
Otma Code: Reference Dsor:
Additional Dscrs
Protective Services
Rules Te
o emperaMre B e
Optimurm: Origin: |
Code: | [UM: Road: @ Delete
[ PreCooled? [] Celing Heater? [ ] Food? [_] Doorway Less 302 (City/State: (@ v

Click on the OTMA Code box to choose the OTMA number.

OTMA Details e

Otma Code: | Perence Dscr: MOVING PER FRA-
Additional Dscr:

Choosing OTMA 1 will put “MOVING PER FRA-“ and you will be able to type the number at the end.

OTHA Details e

Otma Code: w ﬁence Dscr: MOVING PER. FRA-
Additional Dscr:

Choosing OTMA 2 will put “MOVING PER 174.50:0TMA-2". Nothing else is needed.

OTMA Details

Otma Code: ¥ . | Reference Dscr: MOVING PER 174.50:0TMA-2
Additional Dscr:

Choosing OTMA 3 puts “MOVING PER 174.50:0TMA-3” and the Additional Description field becomes
active so the description of the defect can be entered.

17



OTMA Details

Otma Code: « | Reference Dscr: MOVING PER 174, 50:0TMA-3
Additional Dscr:

Entering Multiple BOLs

Once the first BOL has been entered, the next BOL can now be entered without going back to the main screen.

1. Click on the New BOL button (bottom left corner of Add BOL screen) and repeat the BOL creation process until
all BOLs are entered.
When all BOLs have been entered:

2. Click the Cancel Button

The Maintain BOL screen will appear but the newest BOLs will not be there until the system is refreshed.

; S | s A | v
-ﬁ_ Sort By C{_:Ium_l_t Asc Find Ci_ﬂllm:l:t Where ‘.Falu:g 5m_ﬂ0r
= B O] Ack. Accept/Reject Sll= [= v | [And [o
- =l [ ] BOL Ma. = | v | [and [o
v BOL status K= & v | |and [
Add Delete Sort Add Delete Apply Reset Save Select
Drigin BOL Rev BOL EDI EDI Ack Rev. Waybill Car Car Ship Revision
Code Ho. Mo. Status Status Sent Ind. Sent No. Init. Ho. Date Date

Maintain BOL screen (with no BOLs in list)
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Refresh the BOL list

To see the BOLs that were just entered:

1. Click on the Get Data icon

2. Choose today’s date in the Ship Date >= field calendar (the system will default to the previous day)
3. Click OK

Get Data For Maintain BOL
SYSTEM DEFAULT v | |Setas Default Save Setup | Delete Setup
Column Where Value
Origin Code v = v |
BOL No. v il= v
BOL status v = v
EDI status code v|l= v
Car Initial vl = v
Car No. v = v
Ship Date vl>= |» 0110417 v
Ship Date vll<=  |[» 00/00/00 v
Customer No. v i|= v ®
Shipper No. vil= v
Freight Billto No vil= v
Customer order No. vl|= v
Add Delete
[Cox ] Al New Cancel

The Maintain BOL screen will open with new BOLs listed.

Review the BOLs before Submitting

To review the information in each BOL:

1. Double click on the BOL and the BOL details open

2. Click on each tab to review the information

3. Click on the List icon to return to the Maintain BOL screen

W MantanBoL
W 8 %0 (1%
<Or> -

1. Single click on the BOL
2. Click on the Preview BOL button and the BOL will open in print preview format

19



Edit the BOL

The information in a BOL (except BOL Shipment No.) can be modified before submitting to the railroad.

From the Maintain BOL screen:

Double click on the BOL (BOL details will open)
Click on the appropriate tab(s)

Edit the information

Click Cancel to return to the Main Page

ok wnNPRE

Click Get Data to refresh the system

Preview/Print the BOL

Click the Save button (or Save icon in menu bar) to save changes

Each BOL can be previewed and printed from the Maintain BOL screen.

EHY Y@~ Fr DS

oL B e 3IX  BE ST v| | B4 4 Row|l of 883 B B
g Sort By Column Asc Find Column Where Value And/Or
% 7 | Ack. AcceptfReject wl|= [ |~ |And o
s w1 |BOL Mo, o= [ | |And [
o BOL status = E ~][and [2]
| Add De_lebe Sort | | A_dd | De_lebe | A_de | Reset || Save || Se_lect
Origin BOL Rev BOL EDI EDI Ack Rev. Wayhill Car Car Ship Revision Bill Route Customer
Code No. Mo. Status Status Sent Ind. Sent No. Init. No. Date Date Type Dscr.
0050180 0EDI A ¥ A a 851707 GATX 202930 01/24/13 01/24/13 EMPTY BILLING UP-MEWOR-CSXT 0000055595 FRIT CAR INC.
0050190V 0EDI A 1 4 A a 851708 GATX 202972 01/24/13 01/24/13  EMPTY BILLING UP-MNEWOR-CSXT 0000055595 FRIT CAR IMC.
0080200 0EDI A ¥ A a 851807 GATX 023450 01/24/13 01/24/13 EMPTY BILLING up 00000556509 RESCAR
000210V 0EDI A 1§ A 0 851808 GATX 207351 EMPTY BILLING Up

To preview the BOL:
1. Click on the BOL (to highlight it)
2. Click on the Preview BOL button (red arrow)

To close and return to the BOL list:
1. Click on the Return To BOL button

01/24/13

01/24/13

To print the BOL (to the printer that your computer is already mapped to)

1. Click on the Print BOL button (green arrow)

Delete the BOL

0000050224 AMERICAM RAI

If a BOL was created and a YardMaster Order number was not entered, or the information is incorrect

for any reason, the BOL will need to be deleted and re-entered.

1. Click on incorrect BOL (highlights the BOL blue)

2. Click on the “X” icon to delete the BOL (Click “Entire BOL” when prompted)
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Check BOL import exception
If a BOL was imported from SAP check the import error.

1. Click on INC BOL (highlights the BOL blue)
I ANV T L = LU LR . SLaLUS JLaLu> oL AU DTIIL VWY LR s O L N Lravc aLT L a1y e
0101 87355339 0 EDI A Y A 0 542054 SHPFY 043818 08/16/17 0B8f16/17 REVEMUE
0101 87354912 i : UTLX 066219 08/16/17 08/16/17 REVEMUE
0101 87354911 M SHPY 203334 08/16/17 0Bf16/17  REVEMUE
2. Click on the BOL exception button to see your import error
M - meem mmmeem e e
lj ™ (BoffLoads = Ewerust
- B0L Exceptiogf t ETTE - e
Rail BOL BOL Rail 2 Email  Alert
History @BQuick Info... Adnowlegments Lt Recipients Log Log
BOL BOL Utlities EDI Distribution
3. Import Error (There may be more than one error on a BOL)
Rev Error
BOL No. MNo. Proc Date Time MNo. Excep Message

87354912 1]

08/16/17 12:00 1

Non-EDI BOLs

Missing Customs Broker fFreight Forwarder for cross border move. The Bill will remain in Incomplete status

If a BOL needs to be created so that the car information and movement can be tracked in Railtrac, but

not billed to the railroad, a non-EDI BOL needs to be created.

Create the BOL following the standard process, but before submitting:
1. Click on the “EDI” in the BOL Status column
2. Choose “TRP” from the list
3. Click the “Create EDI Data” button

The Confirmation window will break out the TRPs from the other BOLs (second image on page 18)

gEEXHE GBS w208 v| |84 4 Row|[t of 883 B b |
Find Column Where  Value And/Or
BOL El= [l ~||and [
BOL No. - M= & [][and [o
BOL stapef v & o 1[and o
Ak Delete Apply Reset Save S;Iect 7
Origin BOL Rev  BOL ’EDI EDI Ack Rev. Waybill Car Car Ship Revision Route Customer
Code No. Mo. Status Status Sent Ind. Sent No. Init. No. Date Date Dscr. No. I
0050 130Y A A a 851707 GATX 202930 01/2413 01/24/13  EMPTY BILLING UP-MEWOR-CSXT 0000055595 FRIT
0060150V ¥ A a 851708  GATX 202972 012413 01/24/13  EMPTY BILLING UP-MEWOR-CSXT 0000055585 FRIT
0050200 i A a 851307 GATX 023450 01/2413 01/24/13  EMPTY BILLING up 0000055609 RES
0060210V ¥ A a 851308 GATX 207351 012413 01/24/13 EMPTY BILLING up 0000050224 AME
0os0220Y i A a 851309 GATX 207438 01/2413 01/24/13  EMPTY BILLING UP-MEWOR-MNS 0000-452310 RES
1705 044290Y2 ¥ A a 953270  UNPX 121083 012413 01/24/13  EMPTY BILLING CN-MEMPH-UP 00000580118 TRA

See screenshot on page 18 for Shipment
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Submit the BOLs

After all BOLs have been entered and reviewed for accuracy they need to be submitted to the railroad. This
process can be done throughout the day, and is actually three phases:

Phase 1: Employee clicks the ‘Create EDI Data’ button to submit all BOLs that are in EDI Status

Maintain BOL

R B NEE[PORNL e [ v e | A (2013
= |l (] land V]
| v | [And |o ]
I [v][and [V]
| Add || Delete || || save | Select |
origin ML Rev BOL EDI  EDI  Ack Rev. Wayhill Car C.ar Ship
No. Status Status Sent Ind. Sent No.

Init.

Date

A Confirmation pops up with the number that will be submitted (multiple Origins will have a summary count).

4. Click ‘OK’ to confirm the BOLs to be submitted

<Or>

5. Click ‘Cancel’ to return to the Maintain BOL screen

EB| Create EDI Data Origins X

Select

— o
Origin # of EDI # of TRIP
Code BOLs BOLs

1700 12 12

1703 2 2

1704 1

1705 4 4

oK  BOLTRIPOnly | | Cancel |

BOL Submission confirmation (per Origin)

A Shipment Confirmation pop up will appear, confirming the number of BOLs that were imported.
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EB| BOL Updates X
A total of 1 Shipment record was imported in TRANSPay/RateServer.
1 Shipment record is ready for transmission.
OK
Shipment confirmation popup
EB| BOL Updates X

A total of 1 Shipment record was imported in TRANSPay/RateServer.
1 Shipment record is ready for transmission.

TRIP Only Confirmation

The Maintain BOL screen will refresh and the EDI Status will change from Nto S

Bl R By -XHEGSIEGW™

1

ﬁnrtﬁv(nlumn Asc Find Column
- B BOL status =
L0 BOL No, I~
0O BOlstatis  [w
add || Delete || Sort | [ Add || Delete |
Origin BOL Rew BOL EDI Ack
Ind.

Code Ho. No. Sent
ﬁ—-_ I

The data is now in a queue waiting to be picked up by BDS and sent to the railroads.

Phase 2: Bourque sends the data files to the railroads in 15minute increments (9:00, 0:15, 9:30, 9:45).
Please note: the system will not automatically show updates, it must be refreshed.
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EDI 404 Send/Receive Process

The time it takes for bills to be generated and sent to the railroads, and to receive the acknowledgments back, is
based on how the data is sent to Bourque.

SAP/Oracle or other customer billing system that electronically sends files to Bourque:

The Bourque job to look for customer files runs every 30 minutes @ :20 and :50

The EDI 404 job to send those files to the RR runs every 10 — 30 minutes (varies per customer)
The Acknowledgements job to get 824s back from the railroads runs every 30 min @ :15 and :45

9:42 am — Information is entered into SAP and submitted electronically to Bourque

9:50 am — Bourque picks up the file and imports into eBILL (you can now see the info in eBILL®)

10:15 am then 10:45 am — Bourque looks for acknowledgements from the Railroads (acknowledgment indicator of
H, or A and the waybill number are now in eBILL®)

Manual Entry Example:

9:42 am — Information is entered directly into eBILL® application and submitted to Railroad by clicking the ‘Create
EDI Data’ button and confirming the information

10:00 am — Bourque sends the data to the Railroad(s)

10:15 am then 10:45 am — Bourque looks for acknowledgements from the Railroads (acknowledgment indicator of
H for small railroads; or A and the waybill number for large railroads are now in eBILL®)

Refresh the Data

The system does not refresh automatically as data is entered, submitted or received, so it needs to be refreshed
at regular intervals in order to ensure the most accurate data is showing.
1. Click on the ‘Get Data’ icon on the Toolbar
@

The Get Data will open (and will default to the previous day’s date)

To view today’s BOLs:
2. Choose today’s date from the ‘Ship Date > =:- calendar drop down
3. Click ‘OK’

The EDI Sent Column will change from N to Y.
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S22 w3 XHBES EG® Ja
Sort By Column Asc Find Column Whe
el O BOL status [l (=
[ 100 BOL No. [&l[=
[ 7 |BDL status Ell=
| Add || Delete || Sort | | Add || Delete || App
ﬂrigin ﬂm Rev BOL  EDI 1 Ack Rev
No. Status Sta
i foosor | oo =

Phase 3: The acknowledgments from the railroads run every 30 minutes at :15 and :45.
Refresh the system every 10 — 20minutes to upda

1706 30003007

UTLX 647539 01423

The letters you want to see are A Y A O for the larger railroads (BNSF, CN, CPRS, CSXT, NS and UP). For smaller

carriers you will seeanH Y H O. If you see anything else, there may be an issue with some part of the BOL (data
or transmission).

Explorer Windows

The system allow you to use the explorer windows. You can pin and unpin the window per your preference.

Pin and unpin Menu
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il | L e

Explorer o x

W | G | [ACKS [+ ]
== acks
E]E Origin Code= 1704 | Adk. Accept/Reject= MULL | Total =
E QOrigin Code= 1705 | Ack, Accept/Reject= NULL | Total 5
IBE Origin Code= 1706 | Ack, Accept/Reject= NULL | Tatal =
E Origin Code= 2016 | Adk, Accept/Reject= A |Total =1
E}E Origin Code= 1705 | Ack, Accept/Reject=E | Total = 1
IHE Origin Code= 1706 | Ad:, Accept/Reject=R | Total = 2
E Origin Code= 1705 | Ack, Accept/Reject=R | Total = 4
EIE Origin Code= 1702 | Ack, Accept/Reject= A | Total = 12
E]E Origin Code= 1700 | Adk. Accept/Reject=E | Total = 14
E Qrigin Code= 1007 | Ack, Accept/Reject=E | Total = 19
IBE Origin Code= 1706 | Ack, Accept/Reject=C | Total = 20
[, PSSR R, S SR L VS I S DO SRR | SR B i R
| G

To bring up the tree filter you need to click this box

[EB| Tree Filter Set Up X
" Refresh | [/ NewFilter | | Save | []Save As | B&'Set Current | ]}l Rename | 3 Delete | |
Filter L | Acumulate Level Information ]

Available columns Level Settings Current level: 0

Column (= Root

BOL No. Lim = ¥ [V] Summarize Sort

Rev. No. 1 Origin Code Ascending [\ |

Eg:-sstz:'sscode ? BB pocendeg [ ]

Car Initial

Car No. .

EDI Flag | Ll -

Filter Rev. Date e Removel v

Add level Delete level

Base on your criteria you result will be filter on the maintain BOL screen

26




piorer cagn[ama fEXEREGEaP a5 F-] MR
| G | [ACKS SortBy Column  Asc ~ Where vale
o 1 [ 1 [ 5
={= Acks : e = —
= [ ~10O = Bl ||
=} E Origin Code= 1704 | Ack. Accept/Reject= MULL | Total = 1 ‘ = _J O = J | '—ﬂ! "
i ¥ el = oo L
2] E Origin Code= 1705 | Adk. Accept/Reject=NULL | Total = 1 ] H Dect ” Sort ‘ ™ Add H Deleta ” W‘! ” st ” “save ”» Sdect“
B, Origin Code= 1706 | Adk: Accept/Reject= NULL | Total = 1 -
5 3 e . Ntz o - ™ R R RS EE o =

B Origin Code= 1705 | Adk, Accey eject=E |Total = 1 I e e e e e e e
S — S T e S e e O R e [ R R
i Origin Code= 1705 | Ack. Acgppf/Reject=R | Total = 4

=3 E Origin Code= 1702 | A pt/Reject= A | Total = 12
IB-E Origin Code= 1 “Ack, Accept/Reject=E | Total = 14
-2 Origin Cod 7 | Ack. Accept/Reject=E | Total = 19
=2} E Origin = 1706 | Ack. Accept/Reject=C | Total = 20
B2, Origin Code= 1706 | Ack. Accept/Reject= A | Total = 34
&]E Origin Code= 1007 | Ack. Accept/Reject= A | Total = 36
EE Origin Code= 1020 | Ack. Accept/Reject= A | Total = 36
- Oricin Code= 3045 | Ack. AccentReiect= A | Total = 65

Fastrac Report
The system now allow you to run a Fastrac report from the maintain BOL screen and get data box.

Get data Box Fastrac Report

Get Data For Maintain BOL

'SYSTEM DEFAULT Set as Default | Save Setup | | Delete Setup

E’

Column Value

'Origin Code
'BOL No.

BOL status
:EDI status code

Car Initial
:Cal No.

:Ship Date
:Ship Date
:Customer No.

oAz ™
00/00/00 ™|

0

A v
n n

'Shipper No.
Freight Billto No

Customer order No. v

KRR R R R R R R R R
KRR BT TR

3

Delete

g
:
i

Maintain BOL Fastrac Report

27



<@z 2 1%

fEXKEHE S ES ﬁﬂﬂﬂﬂﬁ v | B 2013 v |ne @ Rr
Sort By Column Asc Find Column ".'lI‘IEE Value And/Or
I &0 |Ack. AcceptfReject  [w]i=  [v]] e [and [v]
[ | o oM Rl | == [ =1l BEal.a B

You can create a report from the maintain BOL screen by clicking the Fastrac report button f ~

You can either create a new report or access the Fastrac Manager

| A~ (2013

_ P Mew Fastrac

FT Fastrac Manager

i)

ol land TO

Once you create your report you can share it with users

Fastrac X
" Refresh | 3 RunFastrac (5] Save As ]} Rename o Delete |
Fastrac Report Name Date Created Created By [ Share with &ll users

e o Sresie

LAST QUARTER BY JS 11/2/2016 14:43:37 jhonns oliviers

YEAR TO DATE BY JS 10/31/2016 10:33:48 jhonns

< >

{Fastrac Parameters | Get Data Parameters ~Filter Parameters Sort Parameters

=-fr 2013 ,/
= gGetdata / | A Delete
. ® Ship Date >= 1/23/201300:00:00  AND Available Users A
... @ Ship Date i 1/26/201300:00:00  AND i
AHale
ALDavis
ATeschke
ATorres
Amanlas
BDobbin
BFischer
v

28



Monitoring BOLs

Depending on your company’s 404 job schedule, a response from the Railroads can take between 10 —
45 minutes to be received after the BOL has been sent. If you keep eBILL open you won't see the
Acknowledgements come in as the system is not actively refreshing. Follow the procedures above in the
Refresh the Data section to pull in the Acknowledgements and Waybill information.

Resubmitting BOLs

If a BOL needs to be resubmitted because the RR says they did not receive it, the BOL needs to be
modified in order to go into AFT status since it cannot be resubmitted ‘as s’. To make the system think a
change has been made, here is one way to ‘modify’ it:

Open the BOL

In the Header Info Tab either the Rule 11 or the Third Party fields can be saved to NO if they do not have
any information in them already (nothing showing).

If the Rule 11 says “YES” do not modify it. Instead change the Third Party field to NO

BOL Status Indicators
To find out what the BOL Status Codes mean, click on the Quick Information lcon

=] e - L L L O S e U St

E File  Main Config  Reference

Management Reports

- T @Gﬂ: Loads i ,E MRR. List 0 i
L] m—] ) 50L Exception = “ENRR Ack e
Reail BOL BOL : Rail 5 Email  Alert
History € Quick Infd® Acknowlegments | i Redpients Log Log
BOL BOL Utilities EDI Distribution

Quick Information icon

A window will open with all of the Codes and Descriptions for the four EDI Status Columns in the
Maintain BOL window: BOL Status, EDI Status, EDI Sent, Ack Ind
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[EB| Quick Info

Status Description

A ACCEPTED BY RAILROAD

H 824 ACK FOR WaAYBILL CREATION NOT RECEIVED
R READY TO SEND

S SENT TO RAILROAD

BOL  BOL Status A |ACK  ACK Status
Status Description Status Description
COM  COMPLETE A 824 - ACK ACCEPTED
EDI EDI C 824 - ACK ACCEPTED WITH CORRECTIONS
INC  INCOMPLETE E 997 - ACK ACCEPTED WITH ERRORS
REV  REVISED R 824/997 WAS REJECTED
>l x 997 - ACK ACCEPTED
EDI EDI Status A

997 - ACK IDENTIFY THE STATUS OF TRANSMISSON. WITHOUT
RECEIPT OF AN 824, WAYBILL STATUS IS UNKNOWN.
824 - ACK IDENTIFY BOL CONTENT FOR CREATION
OF WAYBILL.

404 404 Status
Status Description

) 4 BOL TRANSMITTED

[ ]

Quick Info popup window

Code Descriptions

There are several possible codes based on the success or failure of the transaction to the railroad.

The Quick Information! Icon will give you a basic description of the code.

A =824 — ACK Accepted

C = 824 — ACK Accepted with Corrections
E =997 — ACK Accepted with Errors

R = 824/997 was Rejected

X =997 ACK Accepted

Maintain BOL screen with multiple Status Codes
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L EDI EDI Ack Rew. 'Wa\rhill
us Status Sent Ind. Sent

I_--_

848433
g26606
852173
02708
802405
02404
802403
851935
851934
851933

-

% = = = =% = = = = =
g T o O e R e O e TR o O o TR o = I o

302402

> > »» » P» P> U1 B P> P P P I I I — >
o D0 0 0 B 0 0 920 00 0000 90O

- = = = = =
m m m m m &

Acknowledgement Query
One way to quickly see if any of the BOLs are in Accepted with Corrections/Errors or Rejected status is to
create a Query that can be saved and run at any time.

From the Maintain BOL screen:

SBllls A v X HBES EagE Yml~w~ F-
Sort H:v.Cnlun.m Asc Fmd Eﬂlumn Where ‘u’alug A.mifﬁr
| L] Ack. AcceptReject v l= v | | [And |7
ol 'BOL o, Rl o] &l Ad =
1O BOL status M= [ [and [
Add || Delete || Sert Add Delete Apply Reset Save Select

Default Maintain BOL screen
1. Click on the Origin Code drop down arrow and change it to Accept/Reject
2. Tab over to the Value field and enter E
3. Tab over and change the And/Or to Or
4. Repeatfor Cand R

Click the Save button
Give the Query a name (ACK STATUS, etc.)
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Filter Name: [I

[ ] | conce

Query name creation box

7. Click OK to save
Acknowledgement Query choices
To Run the Query

Open the Maintain BOL screen using the Get Data box and any parameters (date range, RR, etc.)
Click on the Select Button

AR EBEyE-XHESEBad Pl F-
EmrthCulumn Asc Fnui Column Where Value A.ndj'ﬂr
e O Ack. AcceptReject  [v][=  [w][ x| [And o]
10 BOL No vl= |v] ] [and [
| MO BREEE M=K ] [and [/]
Add || Delete | Sort | | Add | Delete | Apply | Reset | Save || Select |

Missing Waybill information

If the EDI Status is H and the Acknowledgment Indicator is X, the BOL was accepted but something happened to
receiving the Waybill number.

Contact the Railroad to ensure the BOL was accepted and to get the Waybill information.

Notify your eBILL Administrator so they can follow up with Bourque to determine the transmission issue.

E File = Main  Config  Reference  Car Management  Reports

: '] Ty ®offLoads ==
b BOL Exceptions o r:
Rail BOL BOL Rail 2 Email Alert
Histary €® Quick Info. . Adknowlegments i Redpients Log Log
BOL BOL Utilites EDI Distribution
K Maintain BOL
Pl E-XHdEe G HBaPdmlD-s-F-| v|lBa 4 Row[t  Jof s
-
-é_ Sort By Column ~ Asc Find Column ) Where Value B Andh)r
z L0 Ack. AcceptiReject  [U][= [V [ [and [V]
i Bl [BOL Na. = = [ ] [And | [~]
101 BOL stats o | [][and V]
Add || Delete |[ Sort  Add || Delete | Reset | Save | Select
Origin BOL Rev BOL EDI EDI Ack Rev. Wayhill Car Car Ship Revision Bill Route
Code No. No. Status Status Sent Ind. Sent No. Init. HNo. Date Date Type Dscr.
pooip Lo b i v s | oiasia | oveo
ANANTRMY 12443 Ni1f24M3  FMPTY RTH THG | IP-MFWOIR ST

Rail Acknowledgment button
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Nl B € =5 Maintain BOL Acknowledgements

#2R2EBHI-XKHE S| f| v g @ row[t  Jof 1
Sort By Column Asc Find Column Where  Value ___ And/Or
' 10 Ack AcceptReject  [v[[= [v] [v][and []
Add || Deete || Sort | " add | Delete || Apply || Reset || Save | Select
Ack

BOL No. Rev CarID Proc. Date Ship Date Ind Error Message
OOB01 70 2 i

Accepted

Notify your eBILL® Administrator of all Error messages so the appropriate information can be corrected.

Modifying BOLs AFTER Submitting to Railroad

1. If the railroad will accept an updated BOL
a. Callthem to cancel the current BOL
b. Open (double click) the record in eBILL® and modify the necessary information (the Save icon will
become active)
c. Refresh the system (click Get Data) and the record’s status in the BOL Status column will become AFT
d. Click on the AFT and choose EDI from the drop-down list
e. Click Create EDI Data button and submit the updated record
2. If the railroad will not accept an updated BOL
a. Callthem to cancel the current BOL and give them the correct information to process the BOL through
their system
b. Open (double click) the record in eBILL® and modify the necessary information (the Save icon will
become active)
c. Refresh the system (click Get Data) and the record’s status in the BOL Status column will become AFT

If the information pertained to the railcar, volume, or route, the information needs to be submitted to Railtrac:
1. Click on the AFT and choose TRP from the drop-down list
2. Click Create EDI Data button and submit the updated Trip record to Railtrac

If the information DID NOT pertain to the railcar, volume or route:
1. Leave the EDI Status as AFT

Reviewing Revisions
The original BOL and all Revisions to it are available to view in the Maintain BOL screen. If revisions have
been made there will be a number in the Rev No. Column (it will have 0 if no revisions have been made).
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S ED Uk e S A EE SR E] S e mE T T
Sort By Column Asc Find Column Where Value An
| 10 Ack, AcceptReject  [V][= |:!| [ | ar
I | O BOL No. = [ L] [Ar
| 0 BOL status bell= o]l ] [Ar
| Add || Delete || Sort | | Add || Delete | Apply || Reset | Save | Select
ﬂriljin nm Rev BOL EDI EDI Ack Rev. Waybil Car (ar
__No.  MNo. Status Status Sent Ind. Sent MNe.  Imit.  HNo.

Single click on the BOL to highlight it (blue).

|| Add || Delete || Sert | || | Add || Delete || Apply || Reset || -
Origin Rev BOL EDI EDI  Ack Rev
Code BOL No. Mo. Status Status Sent Ind Sent Way Bill No.

1704

30030874
30030874

452372

1704 0 REV M

Click on the BOL History button in the icon bar.

@ eBILL® - oliviers @ 1020 (WODTRMSCQLDEVT/CFI_SAP_TESTT)

E Fle  Main  Confia  Refer Management  Reports
D e | =0 SENRR List o i
BOL Exceptions = MRR Ack
Rail BOL BOL ) Rail Email  Alert
History @9 Quick Info... Acknowlegments EREGD'EH'ES Log Log
BOL BOL Utilities EDI Distribution

[ Maintain BOL

el AeE-XHESBawdaD-=-f-| v| 184 4 Ror
£ [SortByComn Asc |[Find Column_ Where  Value — Andjor
2 RO || [k AcceptReect [V]= [V [v]]and []

| ~0 || Eome. =& ] [and ]

[ ~|0  ||/otswes ElE_&| ] [and [7]

| Add | Deete || Sort | Add || Delete | Apply | Reset || Save | Select |

| Meinin 2 Tg 1] Rew R FT FNT ark Rear Wiavhill rar rar Shin R evricinnm Rill

A new window called Maintain BOL History will open with a line entry for the original BOL and each revision.
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EB| BILL ® - gliviers @ 1020 (WODTRMSCQLDEYT/CFL_SAP_TEST)

E File Main Config Reference Car Management  Reports

[ j (®)off Loads —:—u: #ENRR List 52 ﬁi
) BOL Exceptions — FENRR Ack .

Rail BOL BOL _ Rail = Email  Alert
History P Quick Info... Acknowlegments 1L Redpients Log Log
BOL BOL Utilities EDI Distribution
[ I Maintzin Bl X [ TeEIENEE
Al L By X HEIIgED =] || | B -
Sort By Column ) Asc Find Column B Where Value And/Or
w10 BOL No. ell=  [&d] || |And v
110 BOLcompletedate  [v=  [v][ [l [and [V]
. el BOL status [el= Bl 1 [v]
Add || Delete || Sort | Add || Delete || Apply || Reset | save |
Origin Rev BOL EDI EDI  Ack Rev Re
Code BOL No. Mo. Status Status Sent Ind Sent Way Bill No. CarID Ship Date De
1704 30030874 GATX 043144 0123413
1704 30030874 1 REV o A 452372 GATX 043144 01/23f13 {
1704 30030874 0 REV M GATX 043144 01/23/13 {

e Double click on the bottom row to open the Original BOL
e Double click on the top row to open the Revised BOL

Please note: There is no indicator to show you what was changed so you will need to review each tab.
Recommendation: It may help to print out each version to compare but not all information in a BOL prints on the
paper BOL.

User ID Indicator

If your data is sent over to Bourque Logistics via a data feed, the User ID on the initial data file will show “eBill”.

If users enter the BOL manually, or modify the data at any time, the User ID indicator will change to their Bourque
User ID. The example blow shows that the original BOL and the first revision came through a data feed, but the
second revision was made by a User.

Origin RevBOL EDI EDI  Ack Rey ¢ UserD

Code BOL No. No. Status Status Sent Ind Senl
1704 30030874 2 AFT N eBILL

1704 30030874 1 REV ¥ A eBILL

1704 30030874 0 REV N T

f
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