C.H. Robinson

Carrier Load Paperwork Submission Guide

C.H. Robinson provides carriers with fast and simple  paperwork submission options , so you get paid fast.
Submit your load paperwork seamlessly using a computer, tablet, or mobile phone app.

1. Navisphere® Carrier Mobile App 0 Snap an image of your paperwork and submit on the go

2. Navisphere® Carrier Website 8 Scan and upload on the web

3. LoadDocsd Email paperwork on the go

Did You Know? C.H. Robinson processes over 100 millionload paperwork documents annually and offers the easiest and
fastest methods for submitting paperwork so that you can get paid.

When Should Carriers Submit Load Paperwork ?
Submit your Signed BOL and Load paperwork promptly after delivery to ensure timely payment. When paperwork is missing

for a delivered load:
A QuickPay Carrierswill receive alate email notification 24 hours after load delivery to submit missing paperwork

A Standard PayCarrierswill receive a late email notification 5 days after load delivery to submit missing paperwork
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Load Submit Legible, Signed BOL Get
Delivered AND Load- Specific Paperwork Paid!
within 24 h ours

Top Tips for Timely Payments
A Submit completed and signed paperwork  within 24 hours following delivery.
Always submit for every load and stop:
\/ Legible signed Bill of Lading (BOL)signed by the receiver for each stop

AND when load-specific paperwork applies:
Carrier company Invoice (required for Domestic Air, TONU, Intermodal and International)

Unloading/Lumper receipts (Shipper utilizes 3™ party for unloading cargo) e.g., accessorials

Weight Ticket
Proof of Delivery (POD)3 deliver 2" leg of IMDL load
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When to Expect Payment
Documents are processed and payments are released based on carrier payment settings:

A Quick Pay Carriers: Paperwork is processed, and payment is releasedvithin 2 business days from last receipt of
required documents. For more information and to sign up please click here.
A Standard Carriers: Paperwork is processed, and payment is released 20 days from last receipt of required

documents.
A Factored Carriers: Paperwork is processed, and payment is released 30 days from last receipt of required

documents.
Note: Payment terms can be found by accessing youraccount in Navisphere Carrier.Paperwork received after 12pm CSTwillbec | assi f i edthas or «
following day.
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https://www.chrobinson.com/en-us/-/media/chrobinson/documents/quick-pay-setup-packet-v2.pdf
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SUBMITTING LEGIBLE PAPERWORK

When submitting paperwork, ensure the documents are completely visible and legible. Below are examples of paperwork
that may be deemed illegible.

Good Paperwork Example
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Paperwork is too light to read
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NAVISPHERE CARRIERMOBILE APP STERBY-STEPCARRIERPREFERRED

The Navisphere® Carrier App has been enhanced to not only give you the simplest and fastest method 2. Download on the

for submitting paperwork to get paid, it also provides you with visibility to see your load payment status

& AppSstore

all in one place. To access Navisphere Carrier app, click here ascan the QR code using phone. | > Google Play |

Begin in the Navisphere
Carrier Mobile App.
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My Loads Find Loads

® ASSIGNED IN TRANSIT

Tap the menu bar
on the top left
corner 3 bars

) STATES
BAHAMAS

GUATEMALA
WONDURAS
®Maps

Missing
Document |

LOAD #348950543.
View Load Detail

Submit Missing Document

Cancel |

11:61 12:224
CHR Live Test Carrier

wirier Advantage Carrier Advantage
[LEL-H] Loads
Drivers Drivers
Load History Billing Status
Post Trucks Post Trucks
Contact Support Contact Supp)
Settings Settings
Feedback —

Either 0
Hi storyd
Billing
will appear. Tap
to submit
paperwork

Loads will appear
on your screen.

n. AL - Sanford, NC
Delivered: 3/1/2110:13 AM

Tap on a load.
B [ oads with an
€ | exclamation

Delive

point require
Maryvi

(G paperwork.

Processing

#3 El Paso, TX - Sauth Boston, VA

4
@ Delivered: 311/21 12:00 Ph

Processing

Documents

Load # 365489767

Tap on Add

Take Photo of your documents
or Select Photo

To submit
paperwork,
tap Select
Photo or Take
Photo

Upload Document From

Select Photo

Take Photo

| Cancel
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https://www.apple.com/app-store/
https://play.google.com/store
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Tap on Document Type and Stop

Tap on Document
Docoetl s Type to identify the
document you are
submitting.

Indicate which stop
the paperwork
applies to

AN )

Upload both sides separately.

V' When taking a photo, ensure
paperwork is completely
visible and legible.

Invalid document -> if document is Upload is successful Repeat until
illegible, re-upload image of all paperwork is submitted
document
If invalid document, Do Detail Documents

resubmit document.
Either document type

not selected correctly \/

or illegible paperwork.

Repeat until all
Document Uploaded Successfully .
B —— paperwork is
Load status may not update immediately. .
submitted.

Invalid Document

Other

Other

Upload Doeument From

Select Photo Select Photo

Take Photo Take Photo

| Cancel | | Cancel |
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NAVISPHERE CARRIER STEBY-STEPCARRIERPREFERRED

Navisphere® Carrier has been enhanced to not only give you the simplest and fastest method for submitting paperwork to
get paid, it also provides you with visibility to see your load payment status all in one place. To access Navisphere Carrier
log into http://www.n avispherecarrier.com

Step 1: Access loads at the top of the screen, click on My Loads [My Loads

Find Loads v  Past Trucks \.,Ld:‘.. Tenders  Accounts Receivable v L}
.
Click on My Loads
My Loads
* 03/07/2021 - 04/08/2021 Load Filter: CHRW & TMC  Status: Al Statuses ClICk On MOdIfy SearCh to
expand list of loads 5 .

(%2 CH. ROBINSON

Step 2: Find the load # to submit paperwork: type load # or use the date range to search, and click Search

My Loads

ovce ‘ Search for Load # by
using a date range

B Tip: Ensure O0All Statu

o = —
— e i - Or type Load #, found on C.H. Robinson Contract
= Addendum and Carrier Load Confirmation
B3 - B Click Search
Load # ¢ Stawse  Driver Traller # ¢ Origin = Pick Up ~ Destination ¢ Dellvery Date ¢ Pick Up # Delivery # ¢ Reference & i.o: Bill To Ref # Book Type ¢ Carrier 1D +

=Imi=in al
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Step 3: Select yourload # to submit paperwork

My Loads

v 03/07/2021 - 04/08/2021 Load Filter: CHRW & TMC Status: A

Date Range.

~ e
o ciia's Pickup =~ DelveryDates  PickUp® Dewery#s  References  Pros  BiToRets  BookTypes  CamieriDs
g . [ 1 = ' Tas
Click on Load e ! i
(&3 1. ROBINSON Privacy Notice | Terms of Use | C.H. Robinson £2000- 2021 3. Rabinson W
Step 4: The Load Details screen will appear. Click Upload Document to upload your paperwork

8 Load Owerview - Mavisphere® Carrier - Google Chrome - O ®
- navispheracarrier.com/load-datails/ 3435448257 bookType=TL&carnerCode=T4487216 a

Load Number: 324571892¢ Feedback  Print All
WINOMA, MN, US - LYNCHBEURG, VA, US

* Check In
* In-Transit Check Call
* pickup: Bay State Milling

* Drop Off: Flewers Baking Co.

¥ Documents
& Prnt
Load Documents
Created Date Document Number Document Type Status

Download A02021 719 AM 582515951 BO I

Dawnloan 2A0/2021 719 AM 532515385 Other [OTHER] Compilete

Dawnload 2372021 1259 FM 531256986 Rate Confirmation Unkrown

Download 1 GAZ015990 Invoice Complete
Adobe Acrobas Resder is required (o view some gooumenss

:mtach.nn.curmnts
Click Add Document s
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Step5:Cl i ck 6Document Type6 dropdown for the type of document
stops apply. Click upload. Using the rate sheet as your guide to required paperwork, Repeat until all required documents
have been uploaded

£ Load Overview - Navisphere® Carrier - Internet Explorer = fu] X =
= npe navispherecarrier.com/load-details/ 245137554 7book Type= Tl &carrierCode=TA87215 al - @¢  Search. D~
. .
Upload Bocumen: In dropdown, click
on document type —
Accessorial Create a Check Call
BOL
ve your files -- and restarts when you Modify Search

Weight Ticket

Other will be processed the following business day

Ocdometer kends or holidays

Alr way Bill Results per page | 25 V. #=Grid wmcard & Download

ryDate *  Pick Up # Delivery # ¢ Reference# Pro# BillToRef# BookType*  CarrierID +
Cancel Upload 1021 8505284039 View 8505284039 TL T4487216

Results per page | 25

s5on ©2000 - 2021 C,H. Robinson Worldwide, inc.
R00% - Al rights reserved

If more than one stop
‘ applies, select Stop

e N

Repeat until all
paperwork is submitted.
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