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Introduction: 
 
This is a comprehensive step by step instruction document explaining how to use the 
MCX Vendor Logistics Portal.  This document covers MCX order validation, Shipment 
Routing Request entry, edit features, BOL retrieval, and Location Management. 
 
*Before you can access the Vendor Portal to enter a shipment you will need your unique 
Location ID.   
 
Landair will provide your shipping location with your unique location ID to allow 
access to the Vendor Portal.   
 
If you have not received a Location ID then please call Landair at 866-404-8517 or 
email at mcx@landair.com  
 
Below is a screenshot of the Vendor Portal login screen.  It is suggested that your 
shipping locations bookmark the following link in their browser to access the site easily. 
 
 

http://landair.shipcomm.com/LogisticsPortal/vendor/ 
 

 
 
 
*Be sure to read all messages before requesting routing.  By signing into the 
portal you have agreed to all terms, conditions and messages outlined on this 
site and in the MCX Routing and Shipping Guide. 
 
When you have your entire shipment data ready, enter your Landair provided 
Location ID and click GO. 

mailto:mcx@landair.com�
http://landair.shipcomm.com/LogisticsPortal/vendor/�
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The first screen that populates is the Inbound Processing Management page. This 
screen allows you to add new Shipment Routing Requests (SRRs), edit existing open 
requests, and print Bills of Lading for collect/third party shipments that have been routed. 
 
The page will display the last 25 SRRs that the shipping point has entered.  
 
A SRR’s status can be viewed or modified from this page. Entries can be retrieved for 
editing prior to routing approval or reviewed for historical data by entering the SSR 
number, as previously assigned by the Portal, or can be accessed by entering in a date 
range search. 
  

 
 
 
 
 
 
Once the shipper has completed a SRR and has submitted it the status will say ‘open’  
 
Once the shipment is staged in the TMS for routing, the SRR status in the portal will 
change from ‘open’ to ‘closed’.  When the status is ‘closed’, you can no longer go in 
and edit the shipment.   
 
Once a SRR is tendered and accepted by a carrier, the status will change from ‘closed’ 
to ‘routed’.   
 
Once the shipment has been routed and the tender has been accepted by the carrier, a 
carrier name, ship date and BOL# will populate in the summary screen.  At this time the 
Bill of Lading (BOL#) link will be created for the SRR.  You can click on the BOL# link 
to view and print the Bill of Lading.   
 
To create a new entry for routing (collect/third party) or validation (prepaid) click on Add 
a Shipment Routing Request.  
 

Search 
Click to Add 
a Shipment 
Routing 
Request 

To edit an existing routing request, click on the SRR#.  
Only SRRs that are in an open status can be modified. 
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Creating a New Entry: 
 
When ‘Add a Shipment Routing Request’ is clicked the Portal advances to the Inbound 
Shipment Routing Request – Line Details page.  Here, you will enter the MCX order 
number(s) and additional line item information in each field. 
 
Valid MCX PO #: Enter each MCX order number; Purchase Order (PO), Direct Delivery 
(DD), or Open Purchase Order (OPO) as provided to you by MCX.  DD and OPO orders 
must begin with DD or OPO to validate. 
 
Cartons:  Enter the number of Cartons for each MCX order. 
 
Weight: Enter the total weight for each MCX order.  The Portal will then sum the weight, 
by Valid MCX PO Number line, for the total SRR.  
 
Freight Class: Select one of two available freight classes, by MCX order line.  If you 
have separate freight classes for product on a MCX order, enter the same MCX order 
number on multiple lines and then select the correct freight class code for each.  Please 
do not mix furniture product with non-furniture product on the same line. 
 
Product Description:  Enter a specific product description for each line.  If the product 
can be worn you may enter the word “Softlines”.  If an item is considered “Hazmat”, 
please enter “Hazmat” in this field. 
 
Site Number:  Enter the 5 digit code provided to you on your MCX order.  The 
combination of MCX order number and Site Number will identify a unique MCX Receiver 
location and the address will be shown on the next screen.   

Validity Checks: The Vendor Portal will validate the following inputs: 
1. PO number must be valid and assigned to the vendor location entering the request. 
2. No MCX order individually or collectively can be greater than 40,000 lbs. 
3. No MCX order individually or collectively can be greater than 3,700 cube. 
4. Vendor cannot mix PO’s destined to different MCX addresses on the same SRR. 
5. Vendor cannot mix prepaid and collect PO’s on the same SRR. 

Select Next 
once all MCX 
orders have 
been entered 

If you have 
more than 6 
orders to 
enter, click 
Add More 
PO’s 
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Once you have completed the information on the Inbound Shipment Routing Request – 
Line page and have clicked Next, the New Shipment Routing Request – Header 
Details screen will open. You will need to fill out and verify all fields.  
 
Available Shipment Window: This date range is the MCX PO start and stop dates from 
the line item orders you have entered (does not populate for DD and OPO orders).  You 
are required to select a ‘Date Shipment Available’ between these two dates and must 
request routing no earlier than 5 days prior to the PO start date and no later than 2 days 
prior to the PO stop date to avoid a routing error.  In the event you attempt to request 
routing without providing sufficient notice you will be directed to contact Landair directly 
for further assistance. 
 
Total Weight, Cartons, and Cube: Total weight, cartons, and cube are added together 
from the previous screen’s PO lines.  If these numbers appear incorrect then press the 
Back button to verify information entered.  Remember this is the total of each line entry. 
 
Non-Stackable: Click on the check box if the cartons or merchandise to be shipped are 
being shipped on pallets that are non-stackable.  
 
Palletized: Click on the box if the cartons or merchandise to be shipped are palletized.  
If selecting ‘Palletized’, you will be prompted to enter the number of pallets.  
 
Number of Pallets/Seats: Enter the total number of pallets for all line entries.  If you are 
a furniture supplier and are shipping unboxed furniture you are required to enter the 
number of “seats” in the pallet box field. 
 
Destination Location: The location will automatically default to the location found on 
the PO.  This cannot be changed or overridden.  For DD and OPO, enter the city the 
shipment is going to and select the correct destination from the drop down menu.  Any 
questions about changing the ship to location should be directed to your Landair contact. 
 
 

Optionally, you can add 
comments here on 
special requirements, 
instructions, or other 
information regarding 
the specific SRR.  
 

Your 
entry has 
now been 
assigned 
a SRR 
number 
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When the Shipment Routing Request – Header Details page is complete, click the 
Next button to continue.   The Inbound Shipment Routing Request – Freight Terms 
Details  page will display.  Select the correct terms, as agreed between your vendor and 
MCX; Third Party (Collect) or Prepaid, then click Next. 
 
Third Party (Collect): Select Third Party for all shipments where MCX is the responsible 
party for the payment and arranging of freight transportation.  
 
Prepaid (Prepaid with or without reimbursement): Select Prepaid for all shipments 
where the vendor is the responsible party for the payment and arranging of freight 
transportation.   
 

 
 
If the purchase orders entered on the SRR have prepaid freight terms the system 
will require the entry of minimal additional prepaid shipment detail information.  This 
shipment will be routed by you on your carrier of choice.   
 
Carrier Name:  Enter the full name of the carrier that you are using for this shipment. 
 
Tracking Number: Enter the complete carrier tracking number for this shipment. 
 
Tracking Number Type:  Enter the carrier tracking number type from the drop down 
options for this shipment. 
 
Click Next button if ready to submit (otherwise, click Cancel or Back to revise or change 
or withhold submittal). 
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The Inbound Shipment Routing Request – Contact Details page will display the 
current Location information from your My Profile setup.  All of your profile information 
can be seen on the My Profile tab.   
 
If this information is incorrect and needs to be modified, you must contact Landair 
directly 866-404-8517 or email mcx@landair.com   
 

 
  
Pick Up Appointment Required: Click to make sure the box is checked if a pick up 
appointment is required at your shipping location from the Landair tendered carrier. 
 
When the Inbound Shipment Routing Request – Contact Details page has been 
verified, click the Next button.   The Inbound Shipment Routing Request – 
Confirmation page will display. 
 
You must verify all of the data to be accurate.   
 
If the data is correct select Confirm.  Your request will be submitted for routing and you 
will be returned to the Inbound Processing Management page. 
 
If any data needs to be changed click Back to the appropriate page to modify or click 
Cancel to delete the request and start over.   
 
If the field which needs to be modified is a protected field, then select Confirm and 
contact Landair to make the corrections. 

Warning: you must click Confirm for the SRR to be submitted into the 
system.  If you click out of this screen the current shipping request will not 
be saved!  If there is no activity for 5 minutes, the system will time out and 

data will not be saved. 

mailto:mcx@landair.com�
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Inbound Shipment Routing Request – Confirmation page: 
 

 

 
 
To Modify Existing Shipment Routing Request:   
 

The vendor must 
click CONFIRM for 
the SRR to be 
submitted for 
routing. 
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To change (edit) or delete (cancel) a SRR, click on the SRR number of an existing 
request that is in an Open Status (closed status and routed status cannot be changed). 
 

 
  
 
The Inbound Shipment Routing Request – Summary page will open. 
 
Select either Cancel This SRR to delete the request or Edit to modify it. 
 

 
  
 
 
 

Click on 
the SRR# 
you wish 
to edit or 
cancel 
 



   
 

MCX Vendor Logistics Portal                     Page 10 of 15                       Modified 09 NOV 2010 
 

 

Editing Existing SRR:  
 
To change an existing SRR, retrieve the SRR records from the Inbound Processing 
Management home page.  This will open the Inbound Shipment Routing Request – 
Summary page and then click the Edit button.  The Inbound Shipment Routing 
Request – Line Details will open for you to review or update.   
 
To Add More orders to an Existing SRR:   
 
Retrieve the SRR records from the Inbound Processing Management home page.    
This will open the Inbound Shipment Routing Request – Summary page and then 
click the Edit button.  The Inbound Shipment Routing Request – Line Details will 
open.  Click the Add More PO’s button at the bottom of the detailed screen.  This 
function can also be used to add additional lines to enter more than 6 orders on a single 
SRR.  
 
Cancelled or Routed SRR Records:  
 
SRR’s that show a Cancelled or Routed Status (routed is when the SRR has been 
tendered to a carrier) can be viewed but no longer modified.   
 
Cancel This Routing Request:  
 
On any given SRR record, you can click Cancel to delete or void the SRR, if it has not 
already been staged, processed, or routed by Landair (in which case, it will show a 
Routed or Closed Status).  Contact Landair directly to Cancel a routed or closed SRR. 
 
If you are editing a routing request then you must click “next” through all the 
screens whether information on that particular screen changes or not.  You must 
click Confirm on the last page for the new information on the SRR to be submitted 
to Landair. 
 
SRR Status: 
 
When a SRR has been “staged” in the TMS the status will update to closed.  After an 
SRR has been “staged” and then tendered to a carrier and carrier accepted, the status 
will change to routed.  At this time the Carrier Name, Ship Date and BOL link will appear 
in the SRR row.   
 
You can then click on the BOL# which will bring you to the Bill of Lading page.  To see 
the entire BOL you can scroll down the page using the scroll bar.  To print the BOL click 
the Printer Friendly button. This opens the BOL file in a .PDF format and allows you to 
print.   
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Click on 
the BOL# 
to open 
the 
printable 
BOL 
 

Click Printer Friendly for 
a PDF version to print 
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Above is a screen shot of the BOL screen in the Portal.  Below is a screen shot of the 
BOL after the vendor has clicked the Printer Friendly button.  This BOL is in a .PDF 
printable format.   
 
Click the print button in the upper left corner of the screen to print the BOL; this button is 
circled on the screen shot.  
 
Warning:  
When leaving this screen to do not click on the X in the upper right.  This 
will close the Portal.  Please click the “Back” button in the upper left corner 
of the screen.   
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Request New Location ID:   
 
You are allowed to view your Profile at anytime by clicking the My Profile tab located at 
the top of the Vendor Portal.  You are not authorized to modify any of the information.  
Please contact Landair to request all changes. 
 
If you need to add a new address, you may Request a New Location ID by clicking on 
the link.  After clicking this link you will be directed to enter in the new contact and pick 
up information.  Once completed you are required to click Confirm in order for the 
request to be sent to Landair. 
 
 

 
 
  
 
 
 
 
 
 

Select the My Profile 
tab to view your 
vendor shipper profile 
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Reports:   
 
Currently there are two reports available to the shipper.  These are found by clicking the 
Reports tab found at the top of the Vendor Portal Screen.   
 
Shipment Routing Request History Report 
 

 
 
 
Cartons by Master PO Report 
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Help and About Vendor Portal: The information provided under the Help and About 
Vendor Portal tabs are intended to provide general information to aid the online user.  
For further information, contact Landair.  
 
Log Out:  Clicking this tab on the Web Site will close out your online session and log 
you off the Portal.  You must log out at end of every session.  
 
Digital Tracker Link: The Vendor Logistics Portal includes a tab which links the SRRs 
to the Digital Tracker companion Web site. The Digital Tracker provides graphical and 
text information on shipment status after shipment routing of the SRR for MCX view.   
 
Contact information: 
 
Landair 
ph/fax 855-404-8517 
Email mcx@landair.com 
 
MCX  
ph 703-784-3800 
fax 703-784-2710 
Email OMBMCXLogistics@usmc-mccs.org  
 

mailto:mcx@landair.com�
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