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What is CoPilot?

CoPilot is Pilot’s Online Shipping Tool. The CoPilot system is available for
shippers that already use Pilot Freight Services for their shipping needs. If you
are notalready a Pilot customer, please consult the Locations tab on the Pilot

Home page (http://www.pilotdelivers.com) for the Pilot Station nearest to you, or
call 1-800-HI-PILOT (1-800-447-4568) for assistance determining your control
station.

CoPilot allows Pilot’'s customers to use just one login to gain access to all their
shipping tasks, even at multiple sites.

Features of CoPilot include:

Simple Registration and Login

Easy online Airbill creation with the benefit of an address book and catalog
Extended line items on each Airbill

Shipping Reports

Shipment Alerts

Tracking with features that include filtering, grouping, and sorting

Quoting and the ability to convert guotes into shipments

Do | Need to Install Anything?

Viewing and Printing

CoPilot uses Adobe Acrobat to display many documents. This is especially
critical when printing. On the CoPilot login page there is a link at the bottom of
the screen to download Adobe Acrobat if needed. This is provided as a
convenience and Pilot has no control or liability regarding content reached via
this link. If you are unsure of your company’s policy regarding downloads,
consult your IT staff before downloading.
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Registering for a CoPilot Account

Registration

If you already ship with Pilot, the first step in using CoPilot is setting up an
account. Contact your Pilot Sales Representative directly and they will be

happy to assist you. Alternatively, you may set up your own account:

1. Gotothe TRACKING
copilot.pilotdelivers.com / - kit e
page and look for the PHST"  sionin s o
Register button in the lower . S L roH R T
right corner.
2. Enter your current email N CETT— e
G = Fiind™s sifline slig{en) selamom is

Coniec! Filof

— ey o nevape S e Bl el

address and click on the
Continue button.

—
" ek guoba s Boakahipneenta. Faal
Bl l13ckinD Carwerience, securiy and

i canfidance: Esperiencs e wase of

. SoFilot Bidk you baokansthing,
el bresd span TS TSR T
hlpdhoand Fou | aniy simper
arbdle Witual by unbmiesd sdoress brake Pus, sulomatc 2 mall
akits o shigmem stas. i i This and mors, CoPiois a
tiraid apet. CHk ek b raglsien, oF otk on the plet fora
4o e v enviea ol sl el G oFtiokcan do lorwu (Renunes

3. You will need to complete a
few fields: Contact Name P —
(preferably your full name), e s
Password, Confirm
Password, and Phone
Number. Once this data is

AEGISTER

complete, click on the Continue button.

Note: Be sure to include complete and verifiable contact information. An
individual CoPilot account will generally be activated within 8 business
hours. Pilot may need to contact new CoPilot users at either the email and
phone number listed in the registration. If this information is incorrect, or
we are unable to contact the registree, the account request will be purged.

4. You will need to read Pilot's Rules Tariff Number 2. When finished, click
on the | ACCEPT box, then on the Continue button.

5. In order to actually ship using CoPilot, you will need to also Add a
Location. If you do not have this information (Master# and Site#) it is

available from your Pilot Sales Representative.

6. Once you have the correct Master# and Site#, enter them under Add a
Location and click the Verify button.

7. Confirm the correct address information appears next to the Master and
Site fields.

8. Scroll Down and click the Add Location button.
9. Confirm the location appears on the list below "Your Locations."
10.Click the Submit Registration button.

A confirmation email will be sent to you upon approval (usually 8 hours).
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Loqgqging in to CoPilot

Logging in

1. If you already have a CoPilot account, go to the page
copilot.pilotdelivers.com. You can also click on the CoPilot icon on the
Pilot home page (www.pilotdelivers.com).

2. Inthe upper right corner, you will see the words Sign In next to boxes
labeled E-mail
Address and
Password. Enter your
e-mail address and
password in the

respective boxes. P!'l_ gr SignIn  [reetra@plotar cor e sstmes
Fumok Fagpmsni? Huq Pagsword Lagin

3. If you forget your
password, or if you get
an error message at
login, click onthe
Forgot Password?
button (located below
the Sign In button)

Wiy Regrster with CoFilat®

Plert's: i slupparg solrfisa iz
s i be iensgale B eves befee!

Take Dur Survey

Gk quokes. Book shipments. Fast
" — tr=cking. Corwenience, secunty amd
g coifilence Erpererce the easeof
Ledrn what subkea CoPIoL IL ket you Eook srwthing,
CaPdota breed apert. ERERTETEREN LR T T

. . . LM (DS Bioodhound. Foull anjop simgder
which will email your CaPhil Bashig althils. Wiualy unlngad addrass bonks Plus, sitnmatic & ma)
L . P alerts on shipmam shatuz With s s and rom, CoPIkes &
paSSWOrd within S S biraad apar. Ciick below 1o registar, or click on e plclura for @
. ) guick wideo ovanagw of =l that & oPiled can da forpou [Faquins
minutes. Elg=h’
REGISTER

4. If you have logged on
successfully, you will be at the CoPilot home page, and see your name. In
the top right of your screen the default current location will be visible.

5. Navigate as needed, clicking on any of the CoPilot links to continue.
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Locations

Locations control access to information and allow you to choose which site you
intend to ship from or bill to. You may only have one location if you only ship from
one site. If you create airbills for more than one physical location you may need
more than one site. The same applies if you do Third Party Billing. You will need
to switch locations when you intend to create an airbill for those other sites.
Locations are also important when tracking shipments or running reports.

Switching Locations

1. Click on one of the blue Switch Locations buttons, located in the upper
right-hand corner or mid-right on your CoPilot screen.

LN

I O LE SiREP RN G

Welcome MR. SHIPPER

Current Location: NASAfJOHNSON SPACE CENTER - 9999999-1234 iienliong

Toarerse | N/ hat'e MNawr at

AL ©=SNTER - 9999999-]

SUNTCH LOCATIONS

PEST NI Rep T | aes | e |

2. From the Available Locations field, click on the drop-down arrow and
select a location.

3. To temporarily
change your
location, click on
the Set as
Current Location
button. a new location, cick on the “Add Hew Location” ink below . Hew locailg
edistely avalzble.
Add Mews Lacakiog

Or

Avallable Lacabans j
To permanenﬂy R R Sed a= Oedadt Location el &= Current Location |
change your MASLIOHNSDMN SPACE CENTER
| fi lick 100 Outerspaca Place
ocation, click on Mars. MA 00000
the Set as

Default Location button.
Location details will change, and your listed location will change in the top
right of the CoPilot screen.

4. Click on any of the links to move through CoPilot as needed.
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New Locations = e

Friday, Jaruary L4, 2005

6.
7.

. Click on the Switch

Locations button.

In oroer to add a new [oeaton, dick onthe “add Naw Lacation™ link balow , Nes lacatians

C||Ck on the Add New may rot be immediataly avaiable,

Location button, located P
on the Switch Locations /

page.

You will be prompted as to whether:
“Yes, | know Pilot's customer number for my location. “
“No, | don't know Pilot's customer number for my location.”

NOTE: Your GO# (location) is available from your Pilot Sales
Representative. If you don’t currently know your location, select the
“No” option and follow the prompts.

If you do know the correct Master# and Site#, enter them under Add a
Location and click the Verify button.

If your correct address information appears, scroll down and click the Add
Location button.

Confirm the location appears on the list below "Your Locations."
Finish by clicking on the Submit Registration button.

A new CoPilot account location will generally be activated within 1 business
day. Pilot may need to contact CoPilot users at either the email and phone
number listed in the registration.
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Airbill

Entry

Shipping

For most CoPilot users, shipping functions will be the most frequently used
features. These features can be reached via the Airbill Entry icon on the CoPilot

home page or by choosing Ship from the CoPilot link menu.

New Airbill

1. Log into CoPilot and click on the Airbill Entry icon.
The SHIP, New Shipment window opens and a new
blank airbill appears.

2. Confirm that the (Ship) Date, Tariff Name (if used).

R_eady Time, and Close Time are correct.

Airbill

Entry

Enter a new shipment with
our quick fill entry page.

IS.-"SU?DDS vl

DATE | ORIGIN

Tariff Name:

SFO INATIONAL DOMESTIC RATE ;I

s

Ready Time: I16:EIEI R—
Close Time: I2D:DD

3. Enter applicable information in the FROM, TO, and THIRD PARTY (if

applicable) areas.
Note: See the section of this manual on Using Your Address Book (on

page 10) for information on making airbill entry even easier.

4. If there are any Special Instructions or Services, select them.

5. Enter your Line Items up to 30 characters long.
Note: If you have a Products Catalog, select an item from that catalog,
or Enter Product # and then click on the Load Product button.

6. Click the Add button.
Note: If you have correctly clicked the Add button, you will see the sum

symbol, =| will have a total piece and weight count in the same row.

| Products Catalog I Enter Product #:I

x Quantityll Load Product

|

| Add

Pieces

Description wieight Length whidth Height

1| 4000 Big Dog Biscuits

2 Turned Alurninum Dog Bowl 50 24
3 430

24 io

7. Enter any Extended Services, as needed (this feature is currently only

e — Validate Airbill |
ime: (12:00
ne;: |1?:EIEI (nOted |n RED)

AL L . P L A L L
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available when a tariff is applied).

8. When you've creating your airbill,
click on the Validate Airbill button.

This will check your entry and ask
you to fill outincomplete fields
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9. If you need to make changes,

choose Edit Airbill, or click
4 Submit Airbill if you are ready to
— ship.
we: [EREREE |_Subrit aisil_| Note: Once submitted an airbill
ne: [Sro0i00 FM Edit Airbill | cannot be changed online. Call
I FAMNEWEUEE S BECCOENAE MR — your Pilot station to make

changes at this point.

Editing An Unsubmitted Shipment

CoPilot stores a record of shipments that have not been submitted for five days.
You may edit or duplicate these shipments.

1.

2.

3.

4.

Click on the CoPilot tool bar Ship, Shipments.
Your unsubmitted shipments appear in a list.
Double-click on the shipment.
A new Airbill appears.

Edit the Airbill and then Validate it.

Note: For details on Airbill editing, see the New Airbill guide (on page
Click the Submit button.

FYI: Once an airbill is submitted, it cannot be edited via CoPilot. Contact
the controlling station for that shipment to edit or cancel!

rEeT I [ ouote | teack | kebor | aieers |

Y CWLINE SHNPRING

These shipments have been stored by CoFilot and have NGOT been submitted. Double click a
shipment to load it. To Delete a shipment, highlight the row and press your delete key, Once itis
submitted, it is removed from this list,

ProductsfCatalog | New Shipment Manifest Address Book

Details Consignee

Ship Date Pieces Weight Ref# Name Address City

N

r|

| | | | | | D E—

Duplicating An Unsubmitted Shipment

1.

From the CoPilot home page, click on Ship,
then Shipments on the menu.
Your unsubmitted shipments are listed.

Highlight a shipment by single-clicking on it and Clone Selected Shipment |
then click the Clone Selected Shipment button.
A new Airbill appears.

Edit the Airbill.
Note: For details on Airbill editing, see the New Airbill guide (on page 7).

Click on the Submit button.
Note: You may also Clone a shipment via the Ship, Reprint menu.
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Printing an Airbill, Label or Manifest

1. After you have clicked Submit Airbill you will immediately be given links
to Print Pro (print Airbill), Print Labels, or Create Manifest at the bottom
of your screen (unless you have changed your defaults).

Reprint an Airbill, Label
1. Log into CoPilot.

2. Select Ship, Reprint on the CoPilot menu bar.
The Reprint window appears.

3. Find the line entry of the airbill or label that you wish to reprint.
4. To reprint an airbill, click on Print Pro.
5. To reprint a label, click on Print Label.

Sorting Reprints

To sort by any field, click on the header. To search for specific entries type text or
numbers below the header titles and press the Enter key on your keyboard,

Example:

a. To sort by ship date, click on the Ship Date box on the Details header.
The shipments are sorted in Ascending order.

b. To sort by Descending order, click on the Ship Date box again.

Details
Print Pro Print Label Pro Mumber Ship Date Pieces Weight Ref#

| | | | | | |

c. Inany of the blank spaces to the right of the funnel icon, type some
details to filter by.

Example:
a. To find shipments with 2 pieces, type 2 in the Pieces field.

b. Press the Enter key.
Only shipments with 2 pieces are displayed.

c. To display all shipments again, click on the 2 that you typed in step 1.

Details

ner Ship Date Pieces Weight
2| &

y ||:|1,-f23f2|:||:|5 |2 10000
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Using Your Address Book

Edit Your Address Book via an Airbill
1. Click on the Airbill Entry icon.

2. Click onany Address Book button.

" DATE | ORIGIN
--G Ready Time: |12:DD

I 1/13/2003 :'] IAH Close Time: |1?:DD
PILOT ACCOUNT NO._| SHIPPER'S REFERENCE NO. " FILOT AGCOUNT NO. | "CONSIGH
Addresz Book | |r»f|\,r Current Location ;I M save Addraszs Book | l-SELECT-

3. Double-click on an entry to edit or delete it.

Create a New Address in Your Address Book
1. Goto Ship, Address Book

2. Click on the Add New Address button.

3. Enter a nickname or key name that will appear in the pull-down menus on
the airbill —this will allow this new addressed to be easily found later!

4. Type the rest of the address information.
5. Click on the Save Address button.

Create a New Address in Your Address Book via an Airbill
1. Click on the Airbill Entry icon.

2. Create a checkmark by clicking next to the Save box next to any new

address entry.
Note: Checking this box will also make the adjacent pull-down editable.

3. Next to the checkmark, enter a nickname or key name that will appear in
the pull-down menus on the airbill

4. Type the rest of the address information.

Copy a New Address from Your Address Book via an Airbill
1. Click on the Airbill Entry icon.

Click on the Address Book link.
Double-click on an entry.
Edit the address as needed.

a ks DN

Important: Click in the Copy to New Address box to place an “X” in the
box.

6. Click on the Save Address button.
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Alerts

Receive email alerts through your email or send to others.

Create a New Alert
1. Go toAlerts, Alert Settings CoPilot menu bar.

2. Inthe Pilot # field, type the PRO or Pilot number, and then click on the
Add Shipment button.
Note: To enter multiple shipments, repeat this step.

3. (Optional) To add an alternate email address to this alert, type the
address, and then click on the Add Email

Add ress bUttOﬂ Confirm your Location before submitting aberts!
Note: To enter multiple addresses, LS E— LT
repeat this step. i e

4. Click on the Submit button.
A confirmation window appears.

5. Click OK. R T e

View or Edit Alerts
1. Go toAlerts, Alert Settings CoPilot menu bar.

2. Click on the Edit Alerts link.
Your current alerts appear. You can view them in this window.

3. (Optional) To delete an alert, click on the Remove Alert link.
A confirmation window appears.

4. Click OK.

Change Auto Alert Settings

Pilot has added an option for customers to receive "automatic email alerts."
- Automatic Pick-up Alerts: Email you when your shipment is attached to a

master airway bill.
Automatic Reverse/Out for Delivery Alerts: Email when your shipment has
arrived at the Pilot destination (or at Customs in the case of an
international shipment).
Automatic Delivery Alerts: Pilot will email you when your shipment is
delivered and has been signed for.

To change your Alert settings:
1. Click on the Alerts icon.
2. Click on the Alert Settings link.
3. Check or uncheck any automatic alerts you want to receive.
4. Click on the Save button.
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Mobile Alert Settings

Mobile Alert Settings allow you to send email alerts to your cell phone or PDA.

1. Choose Alerts, Alert Settings on the CoPilot menu bar.

2. Select at least one choice from Mobile Alert Types and then check the

specific fields you want to be included in your notlflcatlons

it fLis Frrsightl - Ol o0 Wit Sesttings - MRt Bsbesnet Esploess il
B B New  Fyeies Tk Bdp Qi = 0 - (=) [E] Sewch - Feites 45 &
| Befdrmn |l';ﬂl:-|'|'-:wlcd ko, oo L L RS 5 S e e AR 105 T T E| £l I

Bert Subfect 2 [“Hara- - =]

o yoii can sand your emal akits to 4 mg
chiscess the data (terea that wou wish
nak aleer mars than 150 dhar

e shillity to see a s & message bekow.

Mebdk Alert Types ™ Autormiatic Pickup Slats

" Automatc Delvery Serts

e kke pour osll phane or PLv, Fleage
A I YoLE el messads, MOst mobile dewices do
text ba be nduded N8 messsae 5o we Dews gheen yol

I Eurbomstc Reverse /Ot For Deleery dlerts

Motk Addressas: |

I Pigt® " Con=igres= Reference Humber I Status Tme
I” shpper bame I” Pichup Date I” signaturs
I™ Shippar City, State, 2 I Sarice Laval I Estimated Delivary Dats
" Shoper Referance Humber T Pires ™ De=criobon
I" Consignas Mama ™ gt
I~ Consignes Ciy, State, Tio T Atans Dats
Tamplke Message [ S

Tokal Lenigth: O

2l man st Hey

ant

| ' Save Alet Settinge |

=

3. Click the Preview button and make sure that you are at 150 characters or

less (the limit of many text message systems).

The link SMS Address Help provides a useful chart that list the required
format of phone numbers for email alerts for a variety of major cell phone
providers.

Enter your mobile device number in the correct format that your provider
requires (see SMS Address Help for assistance), and click the Test

button to be sent a sample message.

When finished, click on the Save Alert Settings button at the bottom of
the screen.
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Quick Quote

Quoting is available for domestic shipments when a tariff is linked to a given
Master/Site in CoPilot.

Create a New Quick Quote
1. Click on the Quick Quote icon, or click Quote, New Quote on the CoPilot

menu.

2. Select aPilot Tariff Name from the pull-down if more than one tariff is
available for your location.

3. Type the Origin Zip Code.

4. Type the Destination Zip Code.

5. Enter the item details:

a.
b.
C.
d.

Type the number of pieces.

Type adescription.

Type the weight, length, width, and height ininches.
Click the Add button.

6. Selectany Extended Services.

7. Click on the Submit button.
The Quote Details appear.

Review an Existing Quote
1. Click on the Quick Quote icon, or click Quote on the CoPilot menu.

2. Click on the Review Quotes link.

3. Double-click on a quote to view its details.
Note: To sort the quotes, click on the field you want to sort by.

Create an Airbill from a Quote
1. Click on the Quick Quote icon, or click Quote on the CoPilot menu.

2. Click on the Review Quotes link, and then select a quote.

3. Click on the Ship It! link.
Note: Be sure to fill out the remaining information (see the New Airbill
guide on page 7).
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Reports

Create a New Report

New reports you create are sent to the email address in your profile, and you can
send a report to another email address. You can choose multiple outputs for your

reports, including Microsoft Excel and Adobe Acrobat.

1. Log into CoPilot and click on the Reports icon.

2. Enter the timeframes for the report. Select the Save As Defaults | _Reset to Defaut |
Report Type (ex: All Shipments) and Select the
Reporting Options:
a. To move all fields from n
. Report Options:
Available to Selected, . . . .
. Choose from the following options, in the order you would like them
click on the >> button. to appear in the report. Use the Up and Down buttons to properly
. place options.
b. To move a few fields Available selected
from Available to ——
o MNUMmDer -
Selected, select the Shipper Cust Nurm. :I >
fields you wish to move ||SfiPper Ste Hum
? ipper Mame
and click on the > Ship. Address Line 1 > Up_|
Ship Address Line 2
button. Ship. City, State, £ip
- Ship. Ref. Nurmb
C. TO remove a specn‘l_c Colrﬁ)s_gir?ee (%Lnst?raum. ﬂ M
field, select it and click EOHS!gnee alte Num.
onsignes MName
on the < or << button. Cons.gAddress Line1 =l j
3. (Optional) Click in the Show
only active shipments box ™ Show only active shipments,
to see only undelivered Report Output Format
shlpments. © MS Excel® compatible format
© XML docurment
4. Select a Report Output & Text, comma delimited
Format.
5. Click on the Submit button.

The report is emailed to you.

Report Date Range:
Please enter the date range as selection criteria fol

Beginning:
Ending:

(mmy/dd/yy)
(mm/dd/yy)

Note: Enter another email address to mail your report to someone else.

Create or Edit an Auto Report
Log in to CoPilot and click on the Reports icon.

1.

ok 0N

Click on the Auto Reports link.

Click on the Add Report button (or Edit/Delete if editing a report)
Complete the report fields (for details, refer to the Create a Report guide).

Select a Report Frequency and Click on the Submit button.

The report is added to your Auto Reports list.
6. To delete a report, click on the Delete button.

© Pilot Freight Services 2009
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Tracking and Printing PODs and BOLSs

Track a Shipment by Shipment Number
1. Log into CoPilot and click on the Tracking link or icon.

2. In the window, type the Shipment Number.
Note: If you have more than one Shipment Number, separate the
numbers by a comma or space.

3. Click on the Track button. The results appear.
4. To view details, double-click on the Shipment.

5. If paperwork has been scanned, you will see a blue “Click for POD/BOL
Image!” link that may be clicked on for details. If not, there is a link to
follow to request a POD/BOL Image.

Track a Shipment by Reference Number
1. Log into CoPilot and click on the Tracking link or icon.

2. Click on the By Reference # link.

3. In the window, type the Reference Number.
4. Click on the Track button. The results appear.
5. To view details, double-click on the Shipment.

Track a Shipment by Date W @ vou: | sue | ouwore |ommack | reoxt | [
1. Click on the Tracking link or icon. B RuSimment | Bcisferanced |
2. Click on the By Dates link. Track your shipments by Date

. To track by date range select a start date and end date, Time
3. Inthe left calendar, click on the Start span must be less than 31 days.
Date for the range yOU Want tO traCk' Select start date: Select end date:
Note: To change months, click on B 5 A "
the < or > buttons. Sun Mon Tu i sat I Sun Mon TU
27 28 2 4 =
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=
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4. In the right calendar, click on the
End Date for the range you want to
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track.
Note: The tracking range cannotbe |L= 2 = & 2 8 =
more than 31 dayS @ o)l shipments O mctive Shipments O Delivered Shipments | Rasat Track

5. Select one of these options: All
Shipments, Active Shipments, or
Delivered Shipments.

™ only Track for "Current Location"

6. Be sure to select the “Current Location” checkbox if you wish to only track
for your Current Location.

7. Click on the Track button. The results appear.
8. To view details, double-click on the Shipment.
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Settings

Set Location Defaults and Current Location

CoPilot users with access to more than one location can temporarily switch
locations or control which location CoPilot defaults to a login. For details on Airbill
editing, the Switching Locations guide (on page 7).

Shipment Defaults

Setting Shipment Defaults allows you to set specific information on an airbill.
1. From the CoPilot menu, click on the Settings link.

2. Click on the Shipment Defaults link.

3. Make your changes, selecting from options under Default Addresses,
Shipment Options, and Special Instructions.
Note: The options that you choose to change will change the default data
that appears when you open an airbill. These choices frequently include
drop-down fields to assist you.

Save Defaults when you are finished making changes.

Changing Your Password

Setting Shipment Defaults allows you to set specific information on an airbill.
1. From the CoPilot menu, click on the Settings link.

2. Click on the Change Password link.
3. Enter your Current Password.
4. Enter your New Password.

Repeat your New Password in the Confirm New Password field.
Your Password is changed. .
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International

Overview

Highlights of CoPilot International include an expanded airbill that enables
shippers to select shipment type --- air or ocean, and service required --- door-to-
door, door-to-port, port-to-door, or port-to-port. CoPilot also provides a link to
Incoterms and assists shippers with international documentation, through access
to a host of forms, including Shippers Letter of Instruction, Proforma Invoice,
NAFTA Certificate of Origin, Bill of Lading, Packing List, and Schedule B Lookup.

Shipping

Steps for Shipping covered in earlier in this manual (beginning on page 7)
generally still apply. Some additions/exceptions include.

1. Choose a non-US/Canada Country under From or To on the Airbill.
SPECIAL INSTRUCTIONS / SERVICES change to reflect a Service Level of
International.
2. Choose a Shipment Type (Air or Ocean).
3. Choose a Service (Examples for Air: Door to Door, Door to Airport).
4. State Incoterms (see Help for an explanation of terms).
5. State a Customs Value.
NOTE: All other Steps for Shipping generally still apply, including using the
Validate Shipment button. Once you have done this, if you need to make
changes, choose Edit Airbill, or click Submit Airbill if you are ready to ship.
6. You will be guided to a Shippers Letter of Instruction to complete the
online component of your shipment. Schedule B must be completed for
all shipments US$2500 or greater. Line items under US$2500 do not
require an SLI and will appear on the detailed manifest.

Documentation

A standard Import/Export documentation packet must still be included with each
shipment. Many needed documents are available under Home, Documents,
these include:

Shippers Letter of Instruction (Fill Out and Print)
Shippers Letter of Instruction (Print Only)
Proforma Invoice(Print Only)

Packing List(Print Only)

NAFTA Certificate of Origin 434A*

NAFTA Certificate of Origin 434*

Bill of Lading

Schedule B Lookup
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Appendix

Manifest

The Manifest option allows you to select shipments that you would like include in
your manifest by selecting individual shipments.

1.
2.

3.

From the CoPilot menu, click on the Ship link.

Click on the Manifest link.

Select individual shipments by clicking the checkbox in front of that line, or
select all shipments by clicking the checkbox at the top of the header
column (next to Pro Number).

4. Choose either a Detailed or Summary manifest in Manifest Type.

5. Check the box, Email This Manifest to receive the manifest via email.

Service Guide

CoPilot's Service Guide will assist you in finding the best available service from
point to point.

1.

a bk b

From the CoPilot menu, click on the Quote link.
Click on the Service Guide link.

Enter your Origin Zipcode.

Enter your Destination Zipcode.

Click on the Get Service link.

Results appear including best service available, primary airports servicing
the destination, and which Pilot Station(s) will be involved in your
shipments.

Products / Catalog

CoPilot allows you to store the products that you ship in an online catalog for
easy airbill entry. Products are referenced by the "SKU" or "Key" that you assign.
You can add new entries to your catalog and edit or delete existing ones.

N o gk e

Click on the Ship link on the CoPilot menu.

Click on the Products / Catalog link.

Click Add New Product.

Complete all Line Items, then click the Add button.

Click on Save Product.

Once entered, edit a product by double-clicking its row in the catalog.
To delete a product, select the product and press your delete key.
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