Prrg

FASTEST WaAY

HRX customer portal

Quick Start guide

©HRX 2019



7

FASTEST WAY

Accessing customer portal

To access HRX customer portal point your web browser to address
https://hrxportal.eu/customer

Ordering system

Forgot your password?

Contact HRX sales for support or new account

You can change display language clicking on default English language.

At this page you can log in using existing account or reset your password if you have
forgotten it.

If you do not have an account with us, please contact our salespeople. Contacts can be
found on our webpage: http://www.hrx.eu
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Display language

After successful registration you can login with email and password you provided.

Depending on country used in registration form system automatically sets display language
which can be changed in settings.

Tellimused Jalgimine Aadressiraamat Seaded

O

Emaili aadress .

Nimi Riik &= Eesti v
Tanavaaadress ! Kontaktinfo

Postikood Telefoainumber ———

Linn Reg. number

Nimi Emalli aadress Aktilvne

Lsa kasutagaid

Koel Eosti keel v

Kinnituse e-mail English

Eestl kee
Suom

LatvieSu

Lietuviy
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Creating order

To create new order click on New order.
Please fill form with data.

You can use your data provided on registration by clicking Options + Use own data.
All fields will be filled automatically.

9 Address info

CONSIGNOR == — Options v

Name Use own data

) Save as new place
Country &= Estonia

Also you can save this data as new place. To do this click on
Options » Save as new place.

Save as new place X
Name Display in:
Consignor ¥/
Country &= Estonia v
Consignee
City . Loading
Street address | Unloading
Postal code Billing

Contact information

Reg. number

Save place

Very important! -make sure there is always a phone number of contact person!

©HRX 2019



7

FASTEST WAY

If you are paying for this order, then check the Payer field, if not then select Payer (incoterm)
by choosing from drop-down list.

Once everything is filled you can check estimated price by clicking ‘Check price’ in Delivery
options section.

W Oclivers cptices
Py tue norxy B after - 0 0 Payer (mrnterm) 042 (Consgrony
Femains Astrenad ogmenn .
Cavkrmdal
Cust aw m Cocurntn trevg mm
Crssuagun ref o
Crovmugws mf
Dangrrine ganlds
"

Once clicked, an info windows will open and show the price.

———— —
J Estimated price: 352.4 € X w
’

This price is estimation based on our standard price list and does not include any surcharges like fuel fee, marpol fee etc. [
Price estimation is based on information filled, if they are incorrect we reserve right to change the price accordingly

After filling form click on Order. You can also save order by clicking on button Save without
ordering.

You will see sliding text Order has been submitted, order saved and form is cleared.
3 new buttons appeared under form - CMR, Label and Label 10x14.
By clicking on CMR it opens PDF file which you can save or print.

By clicking on Label you can choose position of the label on sheet

Print label for CMR no. |

A pdf file will be opened.
Use pdf viewers print function

i Position | Bottom right 'l Open pdf

By clicking on Label 10x14 customer portal opens ready-to-print fixed size label in PDF
format.
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Viewing your orders

Click on Orders to view your orders.

”"/ Neworder Owders  Tracking  Address book  Poackages  Settings

Search CMR; Show by date: | untl ]
Recent orders ~
Do Show 200 :«mm! Sesrch
e ~ MR Tonvanor Toneiee Weight  Loading Unioading Owst.  Statun

You can also search orders by CMR number or filter by date.

You can select multiple orders at once time by selecting checkbox Select all or picking
them up manually. This allows you to print labels or CMR's for selected orders.

To change count of displayed orders change default Show 200 entries.

You can also export selected orders to Excel. For that select checkboxes of orders and click
Excel button. You will be then presented with usual save dialog window and can select Save
or Open.

By clicking on Options at right of Status, pop-up menu appears.

New Options
Can
View order
Can
Can

Can

Edit order
Print labels
Can Print labels 10x14

can Print CMR

By clicking on CMR number or View order (in Options) you can view your order information
in pop-up window.
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CMR no.

Status
Pick up

Order submitted o -

Consignor Consignee

Packages
Description Unit

1 H PLL

Total welght
Paid by # -
Incoterm:

Save as favorite - allows to save this order as favorite. Next time creating new order all

Loading

fields will be prefilled with this order data

#* Save a favorite
(Z Edit order
K Cancel order
B Print labels
& Print CMR
Unloading
Marks

Edit order - allows to edit order. After editing click on Order to save changes.

Cancel order - allows to cancel order.
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Tracking your orders

To track your orders point to Tracking.

”ﬁ, New order Orders Tracking

TRACKING

All recent events are displayed below.

,l,‘ New oeder Orders Tracking Adtress Book Senings

TRACKING

Recent events Soarch tatile

» Recont svents Evtmrllmo « CMR Event Notes

Todey's events No data avallabie In table
Recently delivered
Recently pkked up Showing O to O of O antries Previous Next

Datw ..}

i

You can filter events by date or search by CMR number.
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Address book

You can save addresses for further use in Address book.

Hﬁ/ New order Orders Tracking Address book Settings

ADDRESS BOOK

For adding new place click on Add new place button.

+ Add a new place

When adding new place pop-up will be shown, please fill form and select where this place
will be displayed. After that click on Save place.

Add a new place X
Name Display in:
‘ Consignor

Country Select a country v

' Consignee
City Loading
Street address Unloading
Postal code Billing

Contact information

Reg. number /

Also you can edit saved address by clicking on Edit button. You can change address details
and where it will be displayed.
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Settings

You can change your data on Settings page.

Customer data

Email address
Name

Street address
Postal code

City

Country W v

Contact information

Phone number

Reg. number

You can add subusers who will use this account to make orders by clicking on Add users

button. Pop-up will be shown.

Add a new user

Name
Email address
Password

Password again

X

Add

By checking checkbox Confirmation email you will recive confirmation email after you order

is added to system.

Confirmation email

©HRX 2019



