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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

Sample image — your screen may not have all of these icons
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The Main Page in eBILL® will open with the Tool Bar at the top
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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,

Commodities, 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 Billto

e Shipper

e (Consignee

e Maintain Commodities
e Maintain Hazmat

E e  Main  Config Reference  Car Management
a;_ [} additional Addresses  {{ [ Suppiers
] ] [[)Freeform Address  (K)Ralroads

Bl to Shipper Consignee
2l Contacts

Reports
& Maintain HAZMAT. ..
B Maintzin Odor Rates...

& DOT Dest Temp... @ —‘|

Partes Products Geography  Measure BOL Codes
When the Get Data box opens:
e Click “All” to see all of the records in that category
<0Or>
e Enter the appropriate search criteria to find a specific record
G:I:Da’bfor"ahlhilﬁmshwae
1 =] cerssociat| | savesenp | peletesenp |
Column Where value
|Cansignes Na =ll- = @
I Consignee Name L” = LI I
| Care OF Mame xl|= =l |
IShipTDCity ;”: ;I I
!ShlpTDState L": ;l I
- ~ _ Add | Delete |
ok | ®Wa | wew | [ cancl |

The default view in 12.7 will be a split screen as shown below with the list view at the top and the detail screen of

the selected item below.



Maintain Consign:

<980 [0 £ L $ =X EH S5 B e a roull of 1 B BE
Sort By Column Asc Find Column Where Value And/Or
[ = |care Of Mame =ll= =l x|fand =]
Add Delete | Sort Add Delete y Reset Save Select
Consignee City/ST
BOURQUE LOGISTICS HOUSTON TX  CUSTOMER
Cust No.: FOURQUE Cust Type: ICUSTOMER ;l
Cust Mame: SOURQUE LOGISTICS Phone: {(ooo) 000-0000 Ext:
Cust Name2: Contact Type: LI Fa:|(000) 000-0000
Care Of Party Name: Cont, First Name:
Care Of Party Name2: Cont. Last Name:
Freight Bill To Mo.: Cont. Email:
Ship To Sold To
Address Line1: Address Line1:
Address Line2: Address Line2:
Address Line3: Address Line3:
City: _ [rousTon City:
ST/Zip: _ ™ | ST/Zip: =l |
SPLC: = 4300 9 Digit SPLC: W
Rail Details
Shop Y/N: |no x| Canadian ER Plan No.: |
DLV Road: DLV Status: I 'l Canadian ER Phone: I
Expec. Hold Time: Active: YES | Comments :
Rail Station:
Rail Sub Station:
Rail Siding:
EDI ID Code:
EDI ID Type: |
Car Weight Limit: UM: =

You can change your view settings as desired with the below view options.

E‘[’j Maintain Consignee 3

a
@ §EI . %
b Split
Screen

: View
View only View item

in List detail only

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

@-‘_!] Maintain Consignee X

WPODL2ARNE-XHE S/2Blreq rowfr of 1 B Bl |
Sort By Column Asc Find Column Where Value AndfOr
= o ICareOfName ﬂ|= ﬂl ﬂl.-'-\nd _vJ
pdd | Delete | sort | add | Delete | Apply | Reset | Save | select |




[ Specify Sort Columns
Drag and Drop items
Source Data Columns Ascending

Aok Accept/Reject -

BOL Ma.

BOL status

i

Bill Type _I
Billlo Edi Contact Code L4 |
Billko Edi Contact Email

Billto Edi Contact Ext

4] | _’l_l Cancel |

Sort Pop Up Box

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

Ea Specify Sort Columns x|
Drag and Drop items

Source Data Columns Ascending
Ack Accept/Reject 4 | |Origin Code -
BOL status BOL Mo. i

Bill Type R |

Billta Edi Contact Code
Billta E di Contact Email v |

Billtbo Edi Contact Ext
Billto Edi Contact Fax

< | Lﬁl Cancel |

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

Column Chooser/Sorting
To change the columns in the eBill screen, right click on your column titles and select Setup Column

[ eBILLE - jamief @ (WODTRMSQLDEV1/CFI_SAP_TEST1)
E Fle Main Config Reference  CarManagement  Reports

@ offLoads SENRR List

@ BOL Exceptions FENRR Ack
RaigoL B0 Rail Emal  Alert
History @DQuekinfo... Acknowledgments Lt Redpients log Lleg
8oL BOL Utiities EDI Distribution

[MantainBoL x  [)BOLHistory X

AP0 L2EHALsF-eXBES B Y e (K- ~] |14 @ Rowli of 1 b Bl

=2
1%_“ Sort By Column Asc Find Column Where  Value And/Or
2 I =l [BOL e, | S | x[ad =
Bl = [olampeiedate == =]| =l[Aad =
[ = [BOL status == = =fand =
pelete | sort add Delete | Apply | Resat | Save | Select /

Rev BOL. EDL EDI Ack Rev. Waybill Car s “aion
i etup Coltmns

No. Status Status Sent Ind. Sent

In the Columns Manager, you can select/deselect which columns you prefer to see. (Please note these view
settings are user specific and will remember your settings each time you pull up eBill). Those items in Blue are

system required and cannot be removed.



1D. ‘ Column | Visible = |
Origin Code

BOL Mo.

Rev No. pu—
BOL Status
EDI Status
EDI Sent

Ack Ind.

Rev. Sent
Waybil No.
Car Init.

Car No,

Ship Date
Revision Date
Bill Type
Route Dser.
Customer Mo,

<

FREEREEEEEEREEEE

[y
oW

Shipper Na.

Bill To No.

Order No. O
20 BOL Compl. Date

=
b @

-

Restore defaults

Once you have the columns you wish to see, you can now drag and drop the columns so they are in the order you
want on the screen. In the below example, | am moving the “Bill Type’ column to now go after my ‘Car No.
column.

[EleBilL® - jamief @ (WODTRMSQLDEV1/CFI_SAP_TEST1)

E File Main Config Reference Car Management  Reports

j ™ (DoffLoads »ENRR List ; I &
@ BOL Exceptions “ENRR Ack

Rail BOL BOL ) Rail . Email  Alert
History @BQuick Info... Acknowledgments | i Redpients Log Log

BOL BOL Utilities EDIL Distribution

[|MaintainBoL % [)BOL History x

L epleHASRecXEBES EBE Y= & =] lna 4@ rowlt c
'\§_ Sort By Column Asc Find Column Where Value And/Or
z O EOL No. == = =] [and =]
k [ BOL completedate  w|[= =] ~|[and ]
| BOL status == =l ~][and +]
Add Delete Apply Reset Save Select

Rev BOL EDI EDI Ack Rev. Waybhill Car Car
No. Status Status Sent Ind. Sent No. Init. Ho.

Rev BOL EDI EDI
No. Status Status Sent

Ack Rew.
Ind. Sent

Wayhbill

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

Detail Control + D Set detail view

List Control + L Set list view

Split Control + T Set split view

Header F5 Show/Hide filter and sorting controls
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Creating BOLs in eBILL®

Loaded bills come into eBILL from the SAP interface. You can also manually create a Rail BOL to bill shopped cars
or to relocate cars or use a pattern to create a new BOL.

Open a New BOL

Click on the Rail BOL icon from the Main Ribbon menu

Main fig  Reference  Car Management  Reports

Off Loads et SENRR List ' I ‘ﬁ

& BOL Excceptions B FENRR Ack
Rail BOL BOL . Rail i B Emall  Alert
History €BQuick Info... Acknowledgments | i Redpients Log Log

BOL BOL Utlities EDI Distribution

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

Get Data For Maintain BOL

|5\‘5!I'EI‘-'I DEFAULT it | | Save Setup | Delete Setup |
Column Where Value
|Dligin Code :” = :J l
N - o |
|BOL status L”= @]
|EDI status code == = |
|Eal Initial L” = __vJ |
[Cate = o |
|Ship Date xl>= =l pp4jos/is = |
|5hip Date >|l<= =] jpojoojo0 = |
| Custamer Mo, == =@ ”
|Shipper Mo L"= ;l | /
|Freight Bilka Mo == = | P
|Eust0mer order Mo, LI = ;l |
pdd | Delete
g:;deah | CK | | all | | T : | Cancel |
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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.

H new BOL

BOL
] e 8

Q”C-c— ttErm
Save

DMuIt’pIe Entry

Bill Of Lading Exit
Header Infna Railcars al F'}é é.’rl Ruoute | Additional sddress i:]l Reference Mo, Jl F

BOL No.: MNEW Revision No: 0
Origin Code: ~| Pattern ID: x| ¥ ProcessInRT
Ship Date: n4/10/18 Order Mo.: @ ¥ Process In TP
BOL Type: R- REVENUE =] L/EIND: LOAD =] Comments
PMT Code: PREPAID x| FOR Code: =]
Rule 11: MO x| Section 7: YES =]
Third Party: | Multi-Car Y/M: hd
Unit Train No.: Mum of Cars:

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

3] New BOL
BOL
||_J| =i [
Save Q e
DMuIt'pJe Entry
Bill Of Lading Exit
Header Infuﬂ Railcars ﬂl Parties d.)l Foute El Additional &ddress Dl Reference No. ]
BOL No.: MEW Revision Ne.: 0
Crigin Code: ' 1013 vl Pattern ID: i\-f' Process In RT
Ship Date: .041‘ 10/18 Order No.: @l 31.425153| i ’7 Frocess In TP
BOL Type: R- REVENUE | LfE D LOAD =] Gt
PMT Code: PREPAID | FOB Code: B
Rule 11: MO x| Section 7: YES =l
Third Party: ¥ | Multi-Car Y/M: -
Unit Train Mo.: | MNum of Cars:

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.
11



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

BOL
g et 02
Q‘ = Htern
Save
[multiple Entry S pre
Bill Of Lading Print Exit

'}

Header Infa E Railcars |F‘arties ,g}}l Foute I Additional Address L:JI Reference Mo Lll Handling Code <) | Caniadian HAZMAT bll GL Criteria le StopOff =] |

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 selected on the first car, it will carry down to each additional

car once the Car ID is entered.

BOL No.: RevisionNo:  *+**New Car*** Weight Calc: [F705= DefaultUom:[8 I™ Record Seals
Load Form: |QUANT1T\‘ ;I Mo Of Cars: ll_ ActualfEst.: | Weigh COdE:I ’W‘
EDI Comp Mo, Mo, Seal Mo, Seal Type Load/Unload
Car ID Seq  Commodity ~Edit
er_Jol 1 ®
Quantity Unit: | ]met: | Gross: | Lbs/Gal 60: |
Weight Tare: I]—Net: hﬁm&s:
Car Transfer
Fleet ID: Car Order:
Bus. Grp: Car PO:
Equip. Type DOTE Over:
Car Owner: Car DOTE: I—
Copacity: | HAZMAT STCC: | |
Track: | Spot: |
Trip Ref #1
Trip Ref £2 ' £
Trip Ref #3
Trip Ref #4 m—

Railcars Tab

~Import

Load Seals

BOL
|T_'|'| 8
Lr ttern
Save
[muitipte Entr 0L
Bill Of Lading Print Exit

Header Infa E Railcars g

Parties é}l Route | Additional Address L::Il Refer

BOL No.: Revision No.: ***New Cart** Weight Calc
Load Form: [QUANTITY x| No of Cars: !3 Actual Est.: |
EDI {
Car ID Seq  Commodity il
(5] [T o] @
Quantity Unit:l ;I Met: | Gross:l Lbs/Gal 60: I
Weight Tare:l:l MNet: l:l Gross:l:l
(3] o R @ L
Quantity Unit: | | Met: | Gross: | Lbs/Gal 80: |
Weight Tare: 0 Net: p Gross: 0
o o F ] °
Quantity Unit:| ;‘ Met: | Gross:l Lbs/Gal 60: |
Weight Tare:p Met: p Gross:i:l

12



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 C(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

2] Select File (<]
Lok in: | ExEC j (€] By B
Mame =~ Ivl Date modified |vi Type

icons 1/2/2018 6:55PM  File folder

4| | i3
File name: | Open |
Files of type: | Comma Delimited Files ("CSV) =] Cancel |

The car information will load into eBILL.
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.

13



File

U 5 N [IQ
- ¥ Delete
Save
DMth’pIe Entry
File Print Exit
Route El Additional Address Dl Reference No. | | Handing Code <l | Canadian HAZMAT llll 5
Origin Code: I_ Pattern ID: I—
Customer/Consignee
Cust, No.: () BOURQUE Contact: |
Cust. Name: ) BOURQUE LOGISTICS Phone: | Fax: |
Cust, Name2: | Reference: | =l
Address: EDI ID Code:
3 EDI ID Qualifier: -]
I
City/sT/Zip:  HOUSTON =]
Shipper
Shipper No.:  [BOURQUE =] Contact: |
Ship. Name: (@ [BOURQUE LOGISTICS Phone: | Fax: |
Ship. Name2: | Reference: | ;”
Ak = STEAD COURT EDIID Code: |
EDI ID Qualifier: | =l
Org Code: [FouRQUE
City/ST/Zip: fro Fraan seic |
Freight Bilito
Eillto Mo.; [poURGLE x| contact: |
BillTo Name: (3 FOURQUE LOGISTICS Ehie: R |
BillTa Name2: Reference: L“
Address: 1 EDI ID Code:
EDI ID Qualifier: Ea|
Gity/STfzip:  [THE WOODLANDS | EI EEET

To modify information (NOTE: steps apply to any field that has the blue ‘i’ icon: Consignee, Shipper, Bill To, etc.)
1. 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
If the correct information is retrieved:
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.

14



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

BOL
E- B
_‘7 = @ oreatePatter
a2ty DMu\h‘ple Entry E L
Bill Of Lading Print Exit
Header Info EI Railcars nl Parties g]vl Fioute Additional Add“?“{-: IHefarence Mo, __| Handling Cods @U I Canadian HAZMAT I&Il
BOL No.: NEW Revision No.: 0
Address Code: [N ~ | contct ype: =
Reference: @] Contact:
Company Name: Fhone: Ext: l Fax:
Company NameZ2: Email:
Address: Reference: _vj|
EDI ID Code:
EDI ID Qualifier: =1
atyistizp: | [ =

Reference Tab

| sepot o |

Reference information like Purchase Orders, Sales Orders or Embargo Permit Number are entered in the

Reference Tab.

New BOL
BOL
g = ik
= Q s
o [multiple Entry (=6 BoL
Bill Of Lading Print Exit

I Header Infa ﬁl Railcars ﬂl Parties d:l Fioute E‘l Additional Address. [ Reference No. /] Handing Code <M | Canadian HAZMAT l&ll

BOL No.: NEW Revision No.: 0

Reference Code Reference Dscr Commodity

[————- | | I H

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

OTMAs — One Time Movement Authorization

|LT| i ik
i DMthpJeEnhy L
Bill Of Lading Print Exit
Header Info Ei Fiailcars ﬂl Parties d&l Fioute Di Additional Address L:i Peference Mo | Handling Code<™ | Canadian HAZMAT [tll 5 “'})I StopOff 5] |
BOL No.: NEW Revision Mo.: 0
New
ing Code Special Dscr
—— <]
OTHA Details Delete
Otma Code: _V_j Reference Dscr:i
Additional Dscr:
Protective Services
Rule:
ule: Ll Temperature New
Optimum: Origin:
Cude:l _:l UM: Road: @
=

[~ Pre-Cocled? [~ CeilingHeater? |~ Food? [~ Doorway Less 307 |City/State: (]

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

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

OTMA Details
Otma Code: I'l ference Dacr: r“'lD"ﬂNG PER FRA-

Additional Dscr:

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

OTHMA Details f

Otma Code; |2 ﬁﬁarence Dscr: i“‘IU‘-"ING 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.

OTMA Details /

Otma Code: |3 ﬁﬁarenoe Discr: ""ID‘J'ING PER 174.50:0TMA-3

Additional Dscr:
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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.
all BOLs are entered.
When all BOLs have been entered:
2. Click the Cancel Button

Click on the New BOL button (bottom left corner of Add BOL screen) and repeat the BOL creation process until

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

DMaimﬁinB_ .
“ﬂ{ﬁgﬁfz@}ﬁxE@.'ﬁ'@@ﬁ@@ﬂﬂﬂ't'-ﬁ"|

Sort By Column Asc Find Column Where Value And/Or
= |ack Accept/Reject == =l >||and ~|
= BOL Ma. == = ~|[ard =
= BOL status == = ~][and =]
Add Delete | Sort Add Delete Apply Reset Save Select
Origin BOL Rew BOL EDI EDI Ack Wayhill Car Car Ship RE\r_IS'H:Il-
Code HNo. Mo. Status Status Sent Ind. No. Init. No. Date Date

Maintain BOL screen (with no BOLs in list)

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
[SYSTEM DEFAULT =l [setasoeauit| [ savesemp || Dokt senp |
Column Where Value
| Origin Cade: == =]
[60L o B B |
|EOL status =ll= > @|
[EDI status code == = ]
[Car Initial == = ]
|Car No. == = |
|Ship Date xll>= =] [ppios/ts = |
|Ship Diate =ll<= =] pojpoojo =0l
| Customer No. == =@
|Sh|pper M. BB =
|Freight Billto Mo == = |
| Customer order No xll= =l |
add | Delete |
g::daah | oK | | | | Mew ‘ ‘ Cancel |

The Maintain BOL screen will open with new BOLs listed.
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Review the BOLs before Submitting
To review the information in each BOL:
1. Select the Split Screen Icon from the toolbar

[ ") Maintain BOL
«u‘::n-gamﬁzfﬁﬁ(%wxw E-TERER SENEERIE. B

Select the BOL you need to review from the list in the top half of your screen

On the BOL detail screen on the bottom half of your screen, click on each tab to review the information
Save any changes made by selecting the Save Icon from the toolbar

If more BOL’s need to be reviewed, select the next BOL in the top half of your screen

vk wnN

Preview/Print the BOL

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

[ Maintzin BoL ¢

ogm-BDeAksFexge MW Vaal-=-15-

Sort By Column Asc Find Column Where Value And/Or

= Ack Accept/Reject == = xl|and =]

Ra N BOL Mo, == = =][and =]

= BOL status == = =|[and =]
add | Delete | sort | add | Delete | apply | Reset | save | select

No. Status Status Sent Ind. Init.

Origin BOL Rev BOL EDI EDI Ack Wavblll Car Car
Code .
o e Lo s bios o _bevouse ]

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 Close button

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

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)

Check BOL import exception
If a BOL was imported from SAP check the import error.
1. Click on INC BOL (highlights the BOL blue)
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I LAURT LWL T U JLOLUS JLOLUD TIIL LI THL WOy LA i wan L N rave wavc LM 1y T

0101 87355339 0 EDI A X A
0101 87354912
0101 87359911

2. Click on the BOL exception button to see your import error

0 542054 SHPX 043818 08/16/17  08f16f17 REVEMNUE
UTLX 086219 08/16/17  08/16/17 REVENUE

M SHPX 203384 08/16/17 08f16/17  REVEMUE

- i e e e

[ = I
j H ] ®off Loads = JENRR List
BOL Excentiodle — "ETER =
Rail BOL BOL ’ Rail Email  Alert
History @BQuick Info... Acknowlegments Lk Recipients log Log
BOL BOL Utilities EDI Distribution

3. Import Error (There may be more than one error on a BOL)

Rev Error
BOL No. MNo. ProcDate Time MNo. Excep Message
Missing Customs Broker /Freight Forwal for cross border move, The Bill will remain in Incomplete status

87354912 0 08/16/17 12:00 1

Non-EDI BOLs
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 within the BOL in list view or detail view.
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 (image on page 19)
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[l eB1iL® - jamief @ (WODTRMSQLDEV1/CFI_SAP_TEST1)

E Fle ~ Main Config Reference  Car Management  Reports
\j (P off Loads = S NRR List Ld &
_ @ 50L Exceptions i< JENRR Ak :
Rail BOL BOL Rail Emal  Alert
History 0 Quick Info... Acknowledgments | Recipients Log Log
BOL BOL Utilities EDI Distribution
[ Maintain BOL X
dEeMm-lU2HEvEcXHE2Babdaw-
Sort By Column Asc Find Column Where Value Ar
> [ Ack Accept/Reject == i A
E N BOL Na. == = =[m
= BOL status == = I
Add Delete | Sort | Add Delete Apply Reset Save Select
Origin BOL Rev  BOL EDI EDI = Ack wWaybill car ship
Code No. No. Status Status Ind. No. Init. Date
1700 0000010y TEST 01/10/18
| 77407 |ooooo1Tx 216397 |02/22(18
1700 000000y GATX 216397 02f21f18
0000040V TEST 000025 04/02f18
Q000050DY TEST 000025 040218
0000080V TEST 000026 04/02f18
F7407  000009TX TEST 113322 12f12{17
0000 107X TEST 001122 01/10f18
F7406  000011TX TILX 500725 03/01/18

6 Create Pattern

(=3 Print BOL

|_:] Preview BOL

< Return Instructions
<E* EDI

c Pop Cut

Submit the BOLs

After all BOLs have been entered and reviewed for accuracy they need to be submitted to the railroad. This

Header |"f0a Railcars ﬂl Parties éll Route | Additional Address
BOL Mo.x 0000017 Revision No.: 2
Origin Code: 7707 x| Pattern ID: |
Ship Date: n2/22/18 ordernvo.: @[
BOL Type: R- REVEMUE =] L/ETMD: [loap
PMT Code: PREPAID = | FOB Code:
Rule 11: MO x| Section 7: YES
Third Party: Rd NO
Unit Train Mo.:
BOL Status:
Revision Date: EDI Send Date:
Complete Date: Emer. Phone:

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

[ 7| Maintain BOL 3¢

Dm0l HE

F I X HE =

SerMaan-=-a-[

Sort By Column

Asc
| =
| B[
| =
Add | Delete | Sort |

Find Column Where Value And/Or
Ack Accept/Reject _vJ | = L” LI |.¢\nd LI
BOL No. == =l =|land =]
[BoL status =ll= =l =l|and |
Add Delete Apply Reset Save Select

s s o o

sar—. Lzl sl —all o B

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>
20



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

Select
[a =
Origin____ # of EDI # of TRIP
Code BOLs BOLs
1704 5 5
1707 1 1
77407 1 1
[ ox | [BoLmpony | | cancel |

BOL Submission confirmation (per Origin)
A Shipment Confirmation pop up will appear, confirming the number of BOLs that were imported.

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

o |

Shipment confirmation popup
[ BoL updates

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

o |

TRIP Only Confirmation

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

[ |MaintainBOL X

a@m-BDORHL X BE.

Sort By Column Asc Find Column 1
I _vJ [ Ack Accept/Reject —vj!-
| =~ BOL No. =il
| BT [BoL status =I[:
Add Add | Delete |
e v,

O EDI  Ack
Code

Sent  Ind.

1700 31416557
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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.

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

<8

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’
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The EDI Sent Column will change from N to Y.
|| Maintain BOL ¢

AeEem-nlU2HE X BHE =

Find Column w
|Ack Accept/Reject

Sort By Column

BOL EDI
Status  Statu:

021350C0

Phase 3: The acknowledgments from the railroads run every 30 minutes at :15 and :45.
Refresh the system every 10 — 20minutes to update the EDI Status and Ack Ind columns.
| P e~
1706 30003007 0 REV ARY A 137023 UTLX 647633  01/23
g e
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 YH 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.

To open Explorer, select ‘View BOL explorer’ from the maintain BOL options and then select ‘BOL Explorer’.

[ maintain BOL X

Aaem-ORHASE-cXHES Basvdaul-= -

Sort By Column Asc Find Column Where Value Al
|l Ack Accept/Reject =] E W el Cars List

|| BOL Compl, Date =
—I @ View BOL and

- BOL Mo. r Railcars list

Add Delete | Sort | | Reset | Save | [ view BOL list

This will open a tab on the left side of your screen for you to expand when needed or pinned to your menu.

=

1alodxg oF

I< L]l
I< I< L«

[RN[RN[E

| | Maintain BOL

* 50 (L

dmojdxg
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| (d

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

[EB] Tree Filter Set Up X
" Refresh | " NewFilter | | Save | [J]Save As | E&'Set Current | ]jiRename | oz Delete | | P
Filter e | Acumulate Level Information (]

Available columns Level Settings Current level: 0

Column = Root

BOL No. o evel 1 ¥ [V] Summarize Sort

Rev. No. 1 Origin Code |Ascending [/

BOL status 2 Ack. Accept/Reject |Ascending Q

EDI status code

Car Initial

Car No. :

EDI Flag |_Add>> -

Filter Rev. Date [<<Remove| =

Add level | Delete leve!

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

e — L 3 U ST e
& | @ | [AKS

=2 Aacks

2. Origin Code= 1704 | Ack. Accept/Reject= NULL | Total = 1
%, Origin Code= 1705 | Ack. Accept/Reject=NULL | Total = 1
%, Origin Code= 1706 | Ack. Accept/Reject=NULL | Total = 1

| Add | Oelere || Apply | Reset | save | ¢

¥ Origin Code= 2016 | Ack. Accept/Reject= A | Total = 1 Origin  BOL Rev BOL EDI  EDI Ack Rev. w:vbill Car Car Ship Revision n
e Code No. No. Status Status Sent Sent Init. __Date _ Date
rigin = . AcceptReject=E | Total =
30057235 EDr l826558  [INTX lonanz2 01/24/13 | D1/24/15 REVENUE
g G 1306 | A A R | ol 2 —m------- 2 | ouaiss | ouH -

43 Origin Code= 1705 | Ack. A ject=R | Total = 4

2 Origin Code= 1702 | A« ptjReject=A | Total = 12
2 Origin Code= 17094 Ack. Accept/Reject=E | Total = 14
: 7 | Ack. Accept/Reject=E | Total = 19
2 origin = 1706 | Ack. Accept/Reject=C | Total = 20

2 Origin Code= 1706 | Ack. Accept/Reject=A | Total = 34
2. Origin Code= 1007 | Ack. Accept/Reject=A | Total = 36
2 Origin Code= 1020 | Ak, AcceptReject=A | Total = 36
¥ Origin Code= 3045 | Ack. Accept/Reject= A | Total = 65

M
i
=
e
g
2

Fastrac Report

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

To access a Fastrac Report from the data box, select the drop down menu and select the Fastrac Report you
would like to view.
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SYSTEM DEFAULT
SYSTEM DEFAULT
fT 31402868 EDI
fr CURRENT MONTH

Fr GATX SEPT POOL CHEM

Fr JHOHNS

Fr SEPT LAST WEEK

T Lad =T =1 T P i |
|5hip Date =lf<= =l |pofoojoo = |
| Customer Ma. == =l@]

|Shipper Mo, ;" = LI I

|Freight Billto Ma. _;” = ;l I
[Custamer Order No ~l= =]

add | Delete |

g:it:d[iﬁm | oK | | All ‘ | New | |Cance| |

To access a Fastrac Report from the Maintain BOL screen, select the drop down menu and select the Fastrac
Report you would like to view

@ eBILL® - jamief @ (WODTRMSQLDEV1/CFI_SAP_TEST1)

E File ~ Main  Config Reference Car Management  Reporis

] (@ offLoads =t AENRR List &
@ BOL Exceptions =i JENRR Ack

Rail BOL BOL Rail

) 2 . Email  Alert
History QQL"E“I”FDM Adnowledgments 1 Redipients Log Log
BOL BOL Utilities EDI Distribution
| Maintain BOL %
Agm-plrsEAveXHEaBobdaaE -0 F- I <4 Bt
Sort By Column Asc Find Column Where Value And/Or
= Ack Accept/Reject =i[= = ~l[and =]
= BOL Compl. Date == =] =][fd = CURRENT MONTH
&= [T 501 o, == = = [and 3 GATX SEPT POOL CHEM
— ! — — = JHONMS
sdd | Deete | sort | add | pelete | Apply | Reset | save elect
SEPT LAST WEEK
T T

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

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

5 - |

& Create Fastrac

j H' Manage Fastrac
[ I
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Once you create your report you can share it with users

[3] Fastrac Manager For Maintain BOL X
«FiRefresh | % RunFastrac (5] SaveAs [fiRename mgDelete [ Hide Detal il
Fastrac Report Hame Date Created Created By Shared Users
31402868 EDL 01/24/2018 11:56  jhonns oliviers
CURRENT MONTH 09/25/2017 10:55  jhonns
GATX SEPT POOL CHEM 11/08/2017 10:28  jhonns
HONNS 09/26(2017 15:30  jhonns
SEPT LAST WEEK 11/28/2017 13:33  jhonns
| | »
Fastrac Parameters | Get Data Parameters Filter Parameters Sort Parameters Add ‘ Delete
= # CLRRENT WEEK LD, wiozEr b
ALL
=g |Getdata
- salexander
@ Ship Date BE This Month AND beith
- @ Ship Date <= This Month AND abennett

abergeron

aflemmer

afritz

agriffin

agroh

ahamilton -

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
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BOL Status Indicators
To find out what the BOL Status Codes mean, click on the Quick Information lcon
E File Main  Config Reference Car Management  Reports

] H ] (M offLoads e SENRR List I &
4 501 Exceptions i—<i  JENRR Ack

Rail BOL BOL ) F/ Rail Z . Email  Alert
History eQUId‘IH 1 Acknowledgments | piRedpients 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

| EHQuick Info
: BOL BOL Status j ACK ACK Status 1=

i Status Description Status Description

| | COM COMPLETE 324 - ACK ACCEFTED

i EDI EDI C 324 - ACK ACCEPTED WITH CORRECTIONS

" mc INCOMPLETE E 937 - ACK ACCEPTED WITH ERRCORS

: REV REVISED R 824/397 WAS REJECTED

I LI X 997 - ACK ACCEFTED

EDI EDI Status -

Status Description 997 - ACK IDENTIFY THE STATUS OF TRANSMISSON. WITHOUT ==

RECEIFT OF AN 824, WAYBILL STATUS IS UNKNOWN,

'Q ACCERTEDIEY R ROAD 324 - ACK IDENTIFY BOL CONTENT FOR. CREATION

H 524 ALK FOR WAYBILL CREATION NOT RECENED OF WAYBILL. =l
R READY T SEND 404 404 Status

5 SENT T0O RAILROAD Status Description
| LI Y BOL TRAMSMITTED

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
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L EDI EDI Ack Revw. Wavblll
us Status Sent Ind. Sent

852173
902708
802405
302404
302403
851935
851934
851933

- = =< = = = =< = = =
CrfeEy CLEE] YRR C1EE A

302402

P » » > >+ 1 > @ P > > >» I I 4 >
2o 0 0O = 0 0 0 0 0 0 0 o o0

- = =< = =
m m m m O

A Y E il
Maintain BOL screen with multiple Status Codes

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:

Select Ack Accept/Reject for all “Find Column” rows
Tab over to the Value field and enter E

Tab over and change the And/Or to Or

Repeat for Cand R

P wnNe

i_‘] Maintain BOL

EMm-ulesHAEsEcXBEIS ok

Sort By Column Asc Fil Where Value
=™ WAdk Accept/Reject EAE E
= |Ack Accept/Reject
HIO T

5. Click the Save button
6. Give the Query a name (ACK STATUS, etc.)

Filter Name: |ACK STATUS|

oK I Cancel |

Query name creation box

7. Click OK to save
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To Run the Query

Open the Maintain BOL screen using the Get Data box and enter any parameters (date range, RR, etc.).
Once you data is retrieved, click on the “Select” button (red arrow) to view saved filters. Select the filter
you wish to run and select “OK” (green arrow).

[ maintainBoL X

ACM-DOLAATcXHESHebd@wE-E
Sort By Column Asc Find Column Where  Value LY And,
E2iN Ack Accept/Reject == =lE \ Ed rcT

B2l Ack Accept/Reject == =l \ ol !F

= (| Ack Accept/Reject =il= IR . W

add | Delete | sort | add | pelete | Apply | meset | save | |
i = o o a i w0 L |
el PO 3 scicct riter —pamtamsoL ____ FI A

02135000
—

»
e OK I Delete Cancel
I B Create Pattern Header Info &§

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 ~ Maim Config Reference  Car Management  Reports

] (DoffLoads g sl TE I &
4501 Exceptions (=i FENRR Ack

RailBOL  BOL _ Rail i Emal  Alert
History @B Quick Infa... Acknowledgments |1 Recipients Log Log
BOL BOL Utilities EDI Distribution

Rail Acknowledgment button

=3 Maintain BOL Acknowledgements  »¢

SO LAE X HE S % &~ =zl lia «
Sort By Column Asc Find Column Where Value And/Or
l ﬂ ] I.ﬁ.ck Accept/Reject :l = L” ;”And ;I
= BOL Mo, == = ~|[and =]
= Car Init == = =] [and =]
Add Delete Sort Add Delete Apply Reset Save Select

GAT= 063511 034847 07:2

Accepted.

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

E File ~ Mam  Config Reference  Car Management  Re

] H (F)off Loads = g SENRR Lis
< = ENRR Ad

Doyt
Rail BOL BOL Rail

History @) Quick Info.., Acknowledgments 15 Recipier
BOL BOL Utilibes EDI

[ Maintzin BOL 3

SdEM-a002HEs6XHES

Sort By Column Asc Find Column Wher
| [ Ack Accept/Reject ==
] [=i BC’Compl. Date =li=
= (gL vio. zli-
add | Delete | sort | 7& add | Delete | apn
Origin Bol Rev Bol EDI EDI Ack
Code No. No. itatus Status Sent Ind.
T I I
1706 021350C0 2EDI 5 b

Single click on the BOL to highlight it (blue) then click on the BOL History button in the icon bar.

A new window called BOL History will open with a line entry for the original BOL and each revision.
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[MaintzinBoL % ]| "JBOL History X

raeilleHEAEAs kX BES @Y s A
I Sort By Column Asc Find Column Where Value And /i
= BOL No. =l = =] [and”
Ed [ BOL complete date -||= > s [EF
[ = [BoL status =ll= = = [and
Add Delete | Sort I Add Delete Apply Reset Save Select
Origin Rev BOL EDI EDI  Ack Rev
Code BOL No. Mo. Status Status Sent Ind Sent Way Bill No. CarID
1706  021350C0 TEST 000025
1706  021350C0O 1 REW ¢ TEST 000025
1706  021350C0 2 EDI 5 ¥ TEST 000025

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 Rev BOL EDI EDI  Ack Rew

Code  BOL No. Mo. Status Status Sent Ind Sent Way Bill No. [ UserID )

1706 0213500 0 REV N oliviers '.:;.
1706 0213500 REV Y oliviers -,
1706 02135000 2 EDI 5 ¥ oliviers q}
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