LP Invoice Preparation

Quick Reference Guide

OneRaill

PURPOSE:

The following provides instructions on how to run the invoice data report in ORD and use it to create
invoices in the correct format to ensure prompt and accurate processing.

CREATING THE INVOICING DATA REPORT
In OneRail Driver, go to Reporting tab:
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1. Select INVOICING DATA.
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2. Select the Date Range.

* Use the previous Sunday through Saturday date range.

EXPORT THE DATA
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3. Select the three dots (+« ») above Payout for more options.

4. Select Export data.
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LP Invoice Preparation

Quick Reference Guide

OneRaill

PURPOSE:

The following provides instructions on completion and submission of your accurate invoice to ensure
correct and prompt payment. The LSP Invoice Submission Template can be opened in Excel or Google
Sheets. Only invoices submitted in this template will be processed.

CREATE YOUR INVOICE

Only use the LSP Invoice Submission Template to create invoice.
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2 accounting@anerail.io .
OneRail
3 Bill To: Billing Contact: I t il o R I
5427 Southpark Circle, Orlando, FL 32819 —J aeonnec @onerailio . X . ne . a I_

& 407-488-4936 - Monday-Friday 9am-4pm Eastern Time Final Mile, Delivered
5 Company Name (DBA Name) Invoice Date Dates of Service Invoice Total
7 Inveice Number $0.00

Instructions:
& 1. Only Use This Invoice Form: This invoice form is adaptable ta both Excel and Google Sheets. Ensure you have access ta one of these platforms to praceed. This sheet can be downloaded and edited in Excel or uploaded to Google Drive
s and edited in Google Sheets.

2. 1dentify Completed Deliveries: Find all deliveries that have been completed within the specified invoice time frame. These are the deliveries you'll be documenting in the table below.
1 3. Enter Accurate Delivery Information: For each completed delivery, input the necessary infa into the table. Include information for each delivery including the FULL OneRail Order ID (no partial or abbreviated Order IDs). Deliveries lacking
n the required FULL OneRail Order ID numbers won't be eligible for payment.

4. Use Accepted Formats: This provided Excel or Google Sheets format will anly be accepted. PDF, handwritten, scanned, or image invaices will not be accepted or processed for payment.
12 5. Send Invoice to OneRail: The completed invoice must be sent to BOTH accounting@anerail.io and Ipconnect@onerail.io. Failure ta send both will result in the invaice not being paid.
13
4 OneRail Order ID # Date of Delivery] shipper Name [ Delivery Cost] Misc. Charges Delivery Total [Delivery Cost +Misc. Charges) [Misc. Charges 1 Misc. Charges 2| Misc. Charges 3] Misc. Charge Details
15 50.00- -
1 $0.00]-
17 $0.00|-
18 $0.00]-
19 50.00]-
0 $0.00-
21 50.00-
2 $0.00-
Fz] $0.00]-
2 50.00-
E=] $0.00|-
2% $0.00]-
7 50.00-
2 $0.00|-
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1. Enter Company Name, Invoice Number (this is new each invoice), Invoice Date, and Dates of
Service (Date Range).

2. Open exported INVOICING DATA report in Excel or Google Sheets.

3. Transfer appropriate data into the LSP Invoice Template. Only use the LSP Invoice Template to
submit invoice.

4. Identify completed deliveries.

NOTE: Billable items have the following Status in the Invoicing Data Report—Delivered, Cancelled
by OneRail & Cancelled by Shipper with a DRIVER NAME ASSIGNED and Arrived for Pickup.

4. Complete information, including any Misc. Charges cost, the Misc. Charges # category from the
drop down and Misc. Charges Details as needed.

5. Verify all information.

6. Send Invoice to BOTH accounting@onerail.io & I[pconnect@onerail.io.
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