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Getting Started with McLeod 
Logging Into McLeod 
Logging into McLeod is a two-step process.  

Step 1: Log into the VPN (GlobalProtect). 

Step 2: Log into McLeod. 

Step 1: Log into the VPN (GlobalProtect) 

To log in using the VPN, open the Global Protect application on your computer. You must first log 
into the VPN before you can access McLeod. 

1. If you are prompted for a portal address, type in “nsh.mcleodhosted.com” and click 
Connect. 

 
2. Enter your McLeod username and password. 

a. Your username will start with “mcleodhosted\ammf-…..” 
3. Click Sign In. 

 

 

 

 

 

 

 

 

 

If the VPN Global Protect has not been installed on your computer, contact the Admiral IT Team for 
support. 
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Step 2: Log into McLeod 

1. Open the “AdmiralPROD” shortcut that was installed on your computer by the Admiral IT 
Team. 

2. You will be prompted to enter your login credentials. Click More choices then Use a different 
account. 
 

 
3. Enter your McLeod username and password. 

a. Your username will start with “mcleodhosted\ammf-…..” 
4. Click OK. McLeod will open on your computer. 

 

If the AdmiralPROD shortcut has not been installed on your computer, contact the Admiral IT Team 
for support. 

 

Password Expiration 
Your McLeod password expires after 6 months. If your password has expired, follow the steps below 
to choose a new password. 

1. Go to https://ammf.mcleodhosted.com. 
2. In the ‘Domain\user name’ field, enter your McLeod username and password. 

 
3. Click Sign in. 

https://ammf.mcleodhosted.com/
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4. You will see a message that says “Your password is expired. Click here to change it.” 
5. Follow the instructions to reset your password. 

Alternatively, you can always change your password anytime by logging in to 
https://ammf.mcleodhosted.com. After you log in, click “Change password” in the top right corner 
of the page. 

 

 

Toolbar Shortcuts 
The toolbar at the top of the screen in McLeod has buttons that allow you to easily access 
commonly used screens.  

To add an additional shortcut to your toolbar, click on a menu item with your mouse and drag the 
item to your toolbar while holding down the mouse button.  An icon for that menu item will then 
display on the toolbar.  

 

Keyboard Shortcuts 

Entering Dates and Times 
• Current Date: Type t for the current date 
• Future Dates: Type t followed by the number of days from today for future dates 

o Example: t1 would be tomorrow 
• Past Dates: Type t followed by a negative number of prior dates 

o Example: t-1 would be yesterday 
• Date: Type MMDD and the date will appear with the current year 
• Date and Time: Type the date followed by a space, then the time. 

o Example: in 2024, typing “1015 1400” would produce “10/15/2024 1400” 

 

 

https://ammf.mcleodhosted.com/
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Search Shortcuts 
Most screens have a Search button that allow you to easily search for records that match your 
search criteria. Click on the Search button, enter information in the field that you wish to search by, 
and then click the Exec button. 

 

The bottom right of the screen will show the number of records that meet your search criteria. Use 
the Next and Previous buttons to view the records. 

 

Below are some shortcuts to use when searching: 

• Use a wildcard to search for partial information: Type * 
o Example: To search for a customer whose name starts with NOV 

 
 

• Find blank values: Type = 
 

• Find values greater than a specific value: Type >1000 
o Example: To search for orders with a rate greater than $1000 

 
 

• Find values greater than or equal to a specific value: Type >= 1000 
 

• Find values less than a specific value: Type <1000 
 

• Find values less than or equal to a specific value: Type <=1000 
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Order Entry 
Create a new load 

1. To create a new load, open the Order Entry screen. 
a. There should be a shortcut saved in your toolbar to quickly open the Order Entry 

screen. In your toolbar, click on the Order Entry button. A new window will open.  

 
b. If you don’t see the button, the Order Entry screen can also be accessed in the main 

menu: Dispatch > Customer Service > Order Entry. 
 

2. In the Order Entry screen, click the Add button to create a new load. 

 
 

3. Enter the required and optional fields regarding the load. Refer to the next section for 
information about the fields that need to be completed. 
 

4. Click the Exec button to save the load. 

 

 

On the Order Entry screen, the following tabs have fields that need to be updated when entering an 
order: 

• General tab 
• General-cont’d tab 
• Stop tab 
• Rating tab 
• Allocation tab 
• FlowLogix tab 
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Order Entry – General tab 

 

• Movement type*:  
o Asset (Admiral Owner Operators) 
o Brokerage 

• Order Type*:  
o OO: Admiral Owner Operator 
o IHB: In-House Brokerage 
o AGTBRK: Agent Brokerage (formerly known as EZ Brokerage)  

• Shipper Location*: Pick-up location 
• Scheduled Arrival date and time to Shipper Location*: Order pick-up date and time 
• Consignee Location*: Drop-off location 
• Scheduled Arrival date and time to Consignee Location*: Order drop-off date and time 
• Shipper or Consignee Comment/Reference: Comments and references numbers can be 

entered for the Shipper location and/or the Consignee location. Some types of comments 
and reference numbers will be visible to drivers within the Driver mobile app. Refer to the 
‘Order Comments’ section in this guide for more information. 

• Commodity*  
• Hazmat ID 
• HAZMAT routing 
• BOL: BOL number is visible to drivers in the Driver mobile app. 
• Consignee reference: Consignee reference is visible to drivers in the Driver mobile app. 
• Revenue code*: This field will auto-populate with your information after the order is saved. 
• Agent*: This field will auto-populate with your information after the order is saved. 

 

*This field is required.  
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Order Entry – General-cont’d 

 

• Round trip: Check the box if the load is round trip. 
• Team: Check the box is a Team driver is needed. 
• Value exceeds $100,000: Check the box if the cargo value exceeds $100,000. This will 

trigger an email notification to the Admiral Claims Team to request additional insurance for 
the order.  

• Cargo value: Enter the cargo value if it exceeds $100,000. 

 

Order Entry – Stop tab 

 

If a trip has intermediate stops, enter the additional stops on the ‘Stop’ tab using the instructions 
below: 

1. Click on the Delivery stop. 
2. Click on the ‘Ins’ button on the bottom left of the screen. 
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3. A new Stop window will appear. Complete the information on the screen about the 
additional stop. The following fields are required: 

a. Type (i.e.. Pickup or Delivery) 
b. City, State, and Zip Code 
c. Scheduled pick-up date and time 
d. Click OK 

Repeat the steps above if additional stops need to be added. Once all stops are added, review the 
order of the stops. They should be in the correct order. Use the ‘Up’ and ‘Down’ buttons in the 
bottom right corner of the screen to adjust the order of the stops as needed. 

 

Order Entry – Rating tab 

 

• Billing method: This field will be auto-populated after the order is saved. The default billing 
method is Third-party. 

• Bill-to customer*: Click on the magnifying glass to select the Bill-to customer. 
• Weight* 
• Rate method* 
• Rate* 
• Additional Charges: Refer to ‘Additional Charges’ section of this guide for more 

information. 

 

*This field is required. 
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Order Entry – Allocation tab 

 

• Order allocation*:  
o OO: Admiral Owner Operations 
o AGTBRK: Agent Brokerage (formerly known as EZ Brokerage) 
o BRK: In-house Brokerage 

 

*This field is required. 

 

 

Order Entry – Rate Index tab 

 

The Rate Index tab has market rate information from various sources for the order’s lane. 
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Order Entry – FlowLogix tab 

 

• Permit Required: Check this box if an overdimensional/overweight permit is required for 
the load. When this box is checked, the driver will be sent a permit application once the 
driver is preassigned to the order and they have accepted the order. The driver is not 
required to order the permit through Admiral. 

• Border Crossing: Check this box if the load is crossing the border so we can obtain the 
correct paperwork for the order. 

 

Order Comments 
 

Dispatch Comment A Dispatch Comment is used to communicate information about 
the pickup of the order to the driver. For example, a Dispatch 
comment could give loading instructions. 
 
Dispatch comments are sent to the driver in the following ways: 

• Dispatch comments appear in the Driver Mobile App 
• Dispatch comments can be sent via Omnitracs (mobile 

communications system) 
• Dispatch comments can be sent via email and SMS text 

message 
 

Billing Comment Billing comments print on the freight bill.  
 
The Billing comment is reserved for any message(s) not already 
recorded on the order that should print on the freight bill. For 
example, the name of the person authorizing the order. 

Internal Billing Comment Internal Billing Comments do not print on the freight bill. These 
comments will be visible to the Admiral Merchant’s Billing 
Department. 

Hot Comment Hot comments are intended for any crucial information that 
demands special attention. Hot comments have special display 
characteristics. When a Hot comment is present, the Stop Details 
tab appears with red text. Also, the actual comment displays with a 
red background.  
 
Hot comments are sent to driver along with the Load Information 
message.  

Other Comments Other is used for general comments about the order. It will not print 
on the freight bill or transmit to a tractor via the mobile 
communications system. 
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Additional Charges 
If an order has additional charges, the Agent is responsible for adding the charge to the order. 
Examples of additional charges: 

• FUEL SURCHARGE 
• TARP 
• TOLLS 
• HAZAMT FEE 
• ESCORT 
1. In the Order Entry screen, go to the Rating tab. There is an Additional Charges section at the 

bottom of the tab. 
2. Click on the Add button to add a new charge. 

 
3. Enter the following information on the Additional Charges screen: 

a. Additional Charge Code 
b. Rate 

i. If the exact amount of the charge is unknown (ie. for Permits or Escorts), add 
the Additional Charge with a rate of $0.  

ii. AMMF will update the rate before the order is billed. 

 
4. Click OK. 
5. Repeat steps 2-4 for each additional charge. 
6. Click the Exec button at the top of the Order Entry screen to save your changes. 
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Void Order 
1. To void an existing order in McLeod, open the order on the Order Entry screen. 
2. Click the Update button. 

 
3. Update the Status field to Void. 

 
4. Click the Exec button. 

 
5. When asked if you are sure you want to update this record, click Yes.  
6. The Order History screen will appear.  

a. Select the Reason code for voiding the order.  
b. Enter comments.  
c. Click OK. 

7. The order has now been voided. 

 

Search for Orders 
1. To search for an existing order in McLeod, open the Order Entry screen. 

 
2. Click on the Search button. 

 
3. Populate any fields that you wish to search by. If you leave all fields blank, the search results 

will return all of your orders. Some examples of ways to search for orders: 
a. Bill-to customer 
b. Shipper city and state 
c. Consignee city and state 

4. Click the Exec button. 
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5. The Order Entry screen will be updated with the search results. In the bottom right corner, 
you can see the number of orders that meet your search criteria. 

 
6. There are two ways to view the search results: 

a. Click the Next and Previous buttons to view each order individually. 

 
b. Click the List button to see a list of all orders that meet your search criteria. 

 

 

Duplicate an Order 
1. To duplicate a previous order, find the order using the instructions above. 
2. Click on the Duplicate= button 

 
3. In the Duplicate Order screen,  

a. Indicate the number of copies that you want to create. 
b. Select whether you want to copy the rate and other charges to the new order. 

 
4. Click Copy. The new, duplicated order number will appear on the screen.  
5. To go to the newly created duplicate order, click Return New. 
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Locations 
Locations are needed for any Shipper (pickup) or Consignee (drop off) locations. There are two ways 
to add Locations in McLeod. 

Option 1: On the Order Entry screen 

1. On the Order Entry screen, click the Add button to create a new order. 

 
2. On the General tab, click on the red map icon in the Shipper or Consignee section. 

 
3. Type in the name of the location OR the full address. 
4. Click Enter.  
5. Search results will appear from Google. Select the correct location and click OK. 

a. If there is text in the Location ID field, the location already exists in McLeod 

 
b. If there is no text in the Location ID field, the location has not been previously 

added. Click on the location that you wish to add, and click OK. A new location ID 
will be created and the location will be populated on the Order Entry screen. 

 

 

 
 

Option 2: On the Location screen 
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1. Open the Locations screen. There are two ways to open the Locations screen: 
a. Click on the Locations button in your toolbar. 

 
b. In the Menu, go to Dispatch > Master Files > Locations 

 
2. Click the Add button. 

 
3. Type in the name of the location and the location address.  

 
4. Click the Exec button to save the location. A location code will be automatically generated. 
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Driver Mobile App 
Admiral Owner Operators have access to a Driver Mobile App that allows them to: 

• Search for loads 
• View information about their assigned loads 
• Scan documents 

Driver Load Board 
The ‘Driver Choice’ section in the Driver Mobile App allows drivers to search for available loads. 

Load Match 
The first screen displays the top 5 loads that match the driver’s preferences. The driver can adjust 
their preferences in the app. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Load Search 
Drivers can also search for loads using the following criteria: 

• Origin 
• Destination 
• Equipment Type 
• Maximum Days Out 
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The app will display loads that meet the search criteria. 

 

 

 

 

 

 

 

The driver can click on a load to view additional information 
about it: 
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Order Information 
The information that Agents enter in the Order Entry screen appears for drivers in the Sidekick app. 
Thus, it is important for Agents to enter relevant information within McLeod so that it can be viewed 
by the driver in the app. Below are examples of what drivers can see in the Sidekick app for orders 
that they have been assigned.  

 

Stop Information 

The first screen shows the stops for an order. When a driver clicks on a stop, additional information 
about the stop will appear. 

 

  

 

 

 



22 
Version 1.0 – Updated 9/26/2024 

The stop information pulls from the Comment/Reference section of the stop within the Order Entry 
screen. 

 

Freight Information 

Drivers can also see information about the freight.  
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Customers 
Customer Credit Check 
To check a customer’s available credit amount: 

1. On the Order Entry screen, go the Rating tab. 
2. Select the customer in the “Bill-to customer” field by clicking on the magnifying glass. 
3. Click the Available Credit button. 
4. The available credit amount will appear to the right of the Available Credit button. 

 

Credit Check for Brokers using MC # 
To look up a broker’s available credit amount using their MC #: 

1. In McLeod, go to Billing & AR > Master Files > Customers 

 
2. A new window will appear. Click on the Search icon in the top left corner of the screen. 

 
3. Type in the 6-digit MC # in the box labeled ‘Motor carrier code’ and then click the ‘Exec’ 

button. 
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4. If the broker is an existing customer, their credit information will be displayed. Refer to the 
Available Credit section. You can also see their Customer # in the top left-hand corner of 
the screen. 

 
5. If there are multiple customers with the same MC #, you can use use the Previous and Next 

buttons to see all customers that have the MC #. 

 
6. If you do not see the broker in the search results, there may be two reasons: 

a. The broker is not an existing customer of Admiral Merchants. 
b. The broker has multiple MC numbers. 

7. If the broker has multiple MC numbers, there is an additional field to search in.  
a. In the Customer file, click the Search button 
b. Enter the MC number into the ‘Add’l MC Code(s)’ field 
c. Click Exec 
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New Customer Credit Application 
To request a credit application for a new customer, follow the instructions below: 

1. In McLeod, go to Billing & AR > Credit > Send Credit App 

 
2. A pop-up window will appear.  

a. customer_id: Enter “na”. 
b. mc_number: If the new customer is a broker with an MC number, enter the MC 

number. Otherwise, enter “na”. 
c. broker_yn: If the new customer is a broker, enter “y”. Otherwise, enter “n”. 
d. pickup_date: Enter the expected load pick-up date with the format of MM/DD/YYYY. 
e. pickup_time: Enter the expected load pickup time with a format of 2400. 
f. credit_amt: Enter the requested credit amount. 
g. email_address: Enter the email address for the customer who will complete the 

credit application. 

 
3. Click enter to initiate the credit application process. If the process runs successfully, you 

will see the following message at the bottom of the screen.  

 
 
If you see an error message, contact credit@ammf.com. In your email, please include a 
screenshot of the information that you entered for the credit application and the error 
message. 

mailto:credit@ammf.com
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After the credit application is initiated, the new customer will receive the email shown below with a 
link to complete the credit application.  

 

 

The email includes a link to the Credit Application eForm, which is shown on the next page, that the 
customer can complete electronically. 
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Existing Customer Credit Increase 
To request a credit increase for an existing customer, contact the Credit Department at 
credit@ammf.com. Please provide the Customer ID and requested credit amount. 

  

mailto:credit@ammf.com
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Planning Board 
The Order Planning Board is used to: 

• View and manage orders entered into McLeod 
• Search for Admiral Owner Operators to haul a load 
• Pre-assign an Admiral Owner Operator to a load 

 

To access the Planning Board, click on the Order Planning icon. 

 

 

 

Planning Profiles 

 

There are 4 Planning Profiles that can be accessed by clicking on the tabs at the top of the screen. 

• AGENT_ALL: This profile includes all of your orders. 
• ASSET_ORDERS: This profile includes asset orders only (Admiral Owner Operators). 
• BRK_ORDERS: This profile includes brokerage orders only. 
• INBOUND: This profile is configured to show relevant information to search for an Admiral 

truck to assign to a load. 

 

Assign Admiral Truck to Order 

Search for an Admiral Truck 
When searching for an Admiral Owner Operator to haul a load, use the INBOUND Profile on the 
Planning Board. The INBOUND Planning Board is configured to show relevant information when 
searching for a truck. 

There are several ways to search for a tractor or trailer. 

 



29 
Version 1.0 – Updated 9/26/2024 

Search Option #1 - Filter for a Tractor or Driver 
The Filter function on the Order Planning screen allows you to search for a Driver or Tractor based 
on the following criteria: 

• Inbound to location 
• Outbound from location 
• Trailer type(s) 
• Tractor type(s) 
• Team drivers 

 

How to Filter for a Tractor or Driver: 

1. Open the Order Planning screen. 

 
2. Click on the Filter button in the toolbar across the top of the Order Planning Screen. 

 
3. In the “Current move section”, update the criteria that you wish to filter for. 

1. To select multiple trailer or tractor types: 
i. Click on the first item. 

ii. Press the CTRL button down. 
iii. Click on the second item.  
iv. Click OK once all items are selected. 

4. Click OK. 
5. The Tractor section of the Order Planning screen will update and only show any tractors or 

drivers that meet your filter criteria. 
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Search Option #2 – Find Near a Location 
The Find Near search allows you to search for Available Orders, Tractors, Trailers, and Available 
Tractors near a particular location. 

 

1. Open the Order Planning screen. 

 
2. Click on the Find Near button in the toolbar across the top of the Order Planning Screen. 

 

3. In the Find Near screen, 
a. Select Tractor, Trailer, or Available Tractors in the Find nearest field. 
b. Type in the City and State. A new window will pop up asking you to select a specific 

Zip Code. 
c. Click OK. 
d. The Findnear screen will close. 

 
4. In the Order Planning screen, the Tractor section will be updated. The Tractors will be sorted 

by those nearest to the location that you entered in the Find Near screen. 
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Search Option #3 – Asset Near a Location 
The Asset Near search allows you to search for Tractors, Trailers, Drivers, and Movements near a 
location. 

 

1. Open the Order Planning screen. 

 
2. Click on the Asset Near button in the toolbar across the top of the Order Planning Screen. 

 
3. Input the following fields to search by. 

1. Find near city: Type in the City and State 
2. Radius around the Find near city 
3. Asset Type: Tractor, Trailer, or Driver 

4. Click Go. The screen will update to show the tractor(s), trailer(s), or driver(s) that are near 
the location. 

 
5. Update the Selected box for the drivers you wish to contact. 
6. Click Message. Type in the message that you wish to send to these drivers. 
7. The message will be transmitted to the driver via Omnitracs ELD and the Driver Mobile App. 
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Zones 
When searching for an Admiral Truck, it may be helpful to search trucks in a Zone rather than city or 
state. A zone is a group of states or provinces that border each other. 

US Zones 

Zone 0 NJ 
CT 
RI 
MA 
NH 
VT 
ME  

 
Zone 1 NY 

PA 

 
 

Zone 2 ME 
VA 
WV 
NC 
SC 
DE 

 
 

Zone 3 TN 
GA 
AL 
MS 
FL 

 
 

Zone 4 MI 
OH 
IN 
KY 
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Zone 5 MT 
ND 
SD 
MN 
IA 
WI 

 
 

Zone 6 NE 
KS 
MO,IL 

 
 

Zone 7 TX 
OK 
AR 
LA 

 
 

Zone 8 NV 
AZ 
ID 
WY 
UT 
CO 
NM 

 
 

Zone 9 CA 
OR 
WA 
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Canadian Zones 

Zone C1 New Brunswick 
Prince Edward Island 
Nova Scotia 
Newfoundland and 
Labrador 

 
 

Zone C2 Quebec 

 
 

Zone C3 Ontario 
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Zone C4 Alberta, Manitoba, 
Saskatchewan 
Northwest Territories 
Yukon 

 
 

Zone C5 British Columbia 

 
 

 

Equipment Items 
The “Equipment Issued” column in the INBOUND Planning Board shows the equipment available 
for the Driver, Tractor, and Trailer. 

Below are the equipment items that a driver, tractor, or trailer may have. 

Driver Equipment Items 
Code Description 
CNLG Canadian Legal 
DRA Driver Assist 
DUAL Dual Citizen 
HAZM Hazmat Approved 
MLAP Military Base Approved 
ODAP Open to Overdimensional Freight 
PASP Passport 
TEAM Team Drivers 
TWIC TWIC Card 
USC US Citizen 
VEST Vest 
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Tractor Equipment Items 
Code Description 
CARB CARB Compliant 
EQVA Equipment Value 
FE Fire Extinguisher 
ODOP Open to OD Loads 

 

Trailer Equipment Items 
Code Description 
10TP 10ft tarps 
12TP 12ft Tarps 
4TAR 4ft Tarps 
6TAR 6ft Tarps 
8TAR 8ft Tarps 
AIRB Airbag 
BLKH Bulkhead 
CONT Continuous 
CORA Coil Racks 
CORB Corder Boards 
CORP Corner Protectors 
CYCL Cycle 
DOCK Dock High 
DUNN Dunnage 
EDGE Edge Protectors 
ESCO Escort 
FKL Forklift 
FLLO Floor Loaded 
FOOD Food grade 
HDBD Headboard 
LG Lift gate 
LOCK Load Locks 
LOLV Load Levelers 
OD Over-Dimensional 
OUTR Outriggers 
PALJ Pallet Jack 
PIPE Pipe Stakes 
PRE Pre-Cool 
RAMP Ramps 
SIDE Side Load 
TARP Tarps 
TR Temp Recorder 
WSHO Washout 
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Specialized Equipment 
To view the specialized equipment for a Trailer, double click on a Trailer number on the Planning 
Board.  

 

Information about that trailer will appear in a new window, such as: 

• # of Axles 
• Max cargo weight 
• Well dimensions 
• Deck height 
• Upper deck length 
• Lower deck length 
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Contact an Admiral Owner Operator 

Driver Contact Information 
Driver contact information can be found in the Driver master file. There are two ways to view a 
driver’s master file. 

• Option 1: On the Order Planning board in the Tractor section, double click on the Driver 
code for whose contact information you wish to see. The Driver file will appear. 

 
• Option 2: From the main menu, go to Dispatch > Master Files > Drivers. 

 

 

Send Email or Text Message to Driver 
Once you have identified a potential truck to haul a load, an email or text message can be sent to 
the driver within McLeod.  

To send an email or text message: 

1. Open the Order Planning screen. 
2. Click on the order in the Orders section of the Planning Board to send information about 

that order.  
3. Click on the Send Message icon on the Planning Board to contact the driver. 

 

4. If you are prompted to Select Order or Tractor, choose the option to “Select message to 
Driver preassigned to the order” and click OK. 
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5. The Send Message feature can be used to send a text message or email. 

 
 
You can select the information to include the message. For example, you may wish to 
include the following information: 
• Scheduled arrival times 

o This will also include the pickup and drop-off locations. 
• Sender’s contact information 
• Freeform text if you wish to include the rate, agent number, and any other information 

about the load. 

 

 

Based on the selections above, the following message is generated: 

 

  

6. Click OK to send the message. 
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Preassign Load 
After an Agent identifies a truck for a load, follow the steps below to preassign the truck to the 
order. After the order is preassigned to a driver, the order will appear in the Driver Mobile App as an 
upcoming load for the driver. 

1. From the Order Planning Board, click the order and truck that you wish to preassign. 
2. Click on the Preassign button at the top of the Planning Board. 

 
3. A new window will appear with all preassignments for the truck. If the truck has multiple 

preassignments, it is important to review the order sequence. If the orders are not in order, 
use the Up and Down buttons so the orders appear in the correct sequence. 
 

 
4. Click OK. 

Send Load to Driver 
The final step is to send the load details to the Truck’s ELD (Omnitracs) and/or the McLeod Driver 
Sidekick app. 

From the Order Planning Board, click on the Zmit button at the top of the screen. 

 

Below is the information that is sent when the Zmit button is clicked. 
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Driver Acceptance 
Once the order has been Zmit to the driver, the driver can accept or reject the load using their 
Omnitracs ELD or the Driver Mobile App. The driver accepts or rejects the load by sending 
macro/message #1. 

Within the Movement screen, there is a record of when the order was Zmit to the driver, and 
whether the driver accepted the load. 
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In order for the driver to be sent the Permit Order Form, the order must be accepted. The driver can 
accept the load using Omnitracs ELD or the Driver Mobile App, or the Agent can accept the load on 
behalf of the driver in the Movement screen. 

Customer Service Management 
The Customer Service Management (CSM) screen is another way to view and track your orders.  To 
open the CSM screen, go to Dispatch → Customer Service → Customer Service Management.  This 
screen has four sections: Dashboard, Movements, Stops, and Details. 

This screen is useful for monitoring orders before they are transferred to billing. The Board Statistics 
provides a summary of your orders. This screen can be useful to track orders that need 
appointments. 

 

 

For more information about the Customer Service Management screen, refer to the training linked 
below. 

https://rise.articulate.com/share/5eQSSP5V1PswDuq9c4GDT4o-dXzyMRWK#/ 

  

https://rise.articulate.com/share/5eQSSP5V1PswDuq9c4GDT4o-dXzyMRWK#/
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Brokerage 
Brokerage Order Entry 
Admiral Merchants offers two types of Brokerage orders: 

• In-House Brokerage: Agent enters the order, and the Admiral Brokerage team searches for 
a carrier and dispatches the carrier. 

• Agent Brokerage (formerly known as EZ Brokerage): Agent searches for a carrier and 
dispatches the carrier. 

To enter Brokerage orders, the same instructions from entering an Asset order is also applicable for 
Brokerage orders. However, there are some differences on the Order Entry screen for Brokerage 
orders. 

In-House Brokerage 
For In-House Brokerage loads, it is important for orders to be entered as follows: 

• Movement type: Brokerage 
• Order type: IHB 
• Order allocation: BRK 

After the order is entered, no further action is needed from the Agent. The Admiral Brokerage team 
will begin working the load. 

 

 

Agent Brokerage 
For Agent Brokerage (EZ) loads, it is important for orders to be entered as follows: 

• Movement type: Brokerage 
• Order type: AGTBRK 
• Order allocation: AGTBRK 

For Agent Brokerage loads, the Agent is responsible for finding a carrier, dispatching the load, and 
delivering the load in McLeod.  
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Automated Loadboard Posting to Truckstop and DAT 
McLeod has a feature to automatically post a load to external load boards. Admiral Merchants 
offers automated posting to the Truckstop and DAT load boards. 

In order to utilize this feature, the Agent must purchase a Truckstop and DAT subscription through 
Admiral Merchants. Please contact the Admiral Brokerage Department (logistics@ammf.com) to 
learn more.  

After the subscription is purchased, the Agent will need to provide their login credentials for 
Truckstop and DAT to the Admiral IT Team. The Admiral IT Team will connect your account with 
McLeod so that the loads that you post to Truckstop and DAT are posted with your account. 

 

There are two ways to post a brokerage load to the external load boards: 

Option 1: Order Entry screen 

1. At the top of the Order Entry screen, there is a drop-down menu called Loadboard. Select 
the ‘Loadboards’ option in the drop-down. 

1. Click the Exec button to save the order. The load is now posted to Truckstop and DAT. 
 

 

Option 2: Brokerage Planning Board 

2. On the Brokerage Planning Board screen, select the order that you wish to post to the 
external load boards in the order section of the screen. 

3. Click on the Loadboard button.  

 
4. The load is now posted to Truckstop and DAT.  

On the Brokerage Planning Board, you can look at the Loadboard column to see whether a load is 
posted to the external load boards.  

 

• If that column says ‘Loadboards’, the load is on the Truckstop and DAT.  
• If the column says ‘No’, the load is not posted on Truckstop or DAT. 

mailto:logistics@ammf.com
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Posting a Load for Both Admiral Trucks and Carriers 
For orders that you wish to offer to both Admiral Owner Operators and Carriers, you will need to 
create a copy of the order so that two versions of the order exist: one asset order and one brokerage 
order.  

1. Create an Asset order as you normally would following the instructions in the Order Entry 
section of this guide. 

1. After you save and Exec the order, click on the Duplicate= button on the Order Entry screen 
to make a copy of it. 

 
2. In the Duplicate pop-up window,  

1. Create 1 copy of the order 
2. Check the boxes to include the rate and other charges. 

 
3. Click Copy. The new, duplicated order number will appear on the screen.  
4. Click Return New to go to the new order. The newly copied order will appear on the screen. 

 
5. Click the Update button to update the newly copied order. 

 
6. Make the following 3 changes to change the order to a Brokerage order: 

1. Change the Movement type to Brokerage 

 
 

2. Change the Order type to Agent Brokerage (EZ) or In-House Brokerage. 

 
 

3. On the Allocation tab, update the Order allocation to Agent Brokerage (EZ) or In-
house Brokerage. 
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Brokerage Planning Board 
The Brokerage Planning screen allows brokers to match orders and carriers, dispatch movements, 
view and maintain lane coverage for movements, and manage late pickups and deliveries.  In 
addition, movements that are delivered will remain displayed in the orders section until the end of 
the day.   

 

Planning Board Views 
The Brokerage Planning Board has multiple views. Click on the Horizontal Views button or the 
Vertical Views button multiple times to see the different views available. 

 

Carrier Search 
The Carrier Search command allows you to search for a carrier. To use the Carrier Search feature, 
click the Search button on the Brokerage Planning screen.   

 

To pre-fill the fields on the Carrier Search screen for a particular order, first click on the order in the 
Brokerage Planning board. Then click on the Search button to open Carrier Search. The order 
number, origin, and destination will auto-populate from the order. 

This will open the Carrier Search screen, where you can specify whether you want to search for a 
specific carrier, carriers with certain rankings or qualifications, carriers that are near particular 
locations, or carriers that haul particular equipment.  You can also filter your carrier search by offer 
status, available tractor status, movement status, and brokerage status.  The TopMatch profile field 
allows you to create a comprehensive carrier search for the best results. 

On the Carrier Search screen, you can specify the criteria to search for carriers, such as: 

• Origin (City, Market, State, Zip code, or Zone) 
• Destination (City, Market, State, Zip code, or Zone) 
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• Contract signed 
• Insurance current 
• Equipment type(s) 
• Qual status 
• Safety rating 

Click the ’Search’ button in the top right corner to see the search results. 

 

Lanes 

The Lanes tab displays carriers who have lanes defined in their carrier profile that match the origin 
and destination specified in the search. Carrier lane information is populated based on information 
from Highway. 

History 

To find a carrier that might have covered a particular order or route in the past, view the History tab 
in the Carrier Search screen to see all the carriers that have covered either this order or orders with 
similar parameters in the past, along with the dates those orders were covered and information 
about the order.   

Carrier Offers 

The Carrier Offers tab shows past carrier offers that match the search criteria. The offers can be 
filtered by updating the search criteria for Offer status(es), such as to find carriers who have 
accepted offers in the past. 

Loadboards 

The Loadboards tab shows carriers who have posted themselves on Truckstop or DAT who match 
the search criteria. The search results will show tractors within the Radius of the Find Near city. 
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Offer Order to Carrier 
To send a carrier an offer, select the order on the Brokerage Planning board and click on the Offer 
Order button. 

 

The top part of the Offer Order screen shows information about the carrier pay. 

• The “Carrier pay” field shows the default carrier pay based on the target margin %. 
• To override the default carrier pay, enter an amount in the “Rate” field. 
• If you do not want the carrier to be allowed to counter offer, uncheck the “Allow counter 

offers” button. 

The bottom part of the Offer Order screen is where you can input the carriers to receive an offer.  

• To add carriers who should receive an offer, click the Add button in the bottom left corner.  
• To remove carriers who should not receive an offer, click the Del button. 

Click “Send offers” to send the carrier offer. 
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Below is an example email that a carrier receives when they are sent an offer. The email is sent from 
noreply@ammf.com. It contains the contact information for the agent user sending the offer. 

 

 

 

 

mailto:noreply@ammf.com
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Carrier Rate Confirmation 
After a carrier accepts an offer using the Offer Order process outlined above, an eRate 
Confirmation is automatically sent for the carrier to sign.  

 

If you did not use the Offer Order process outline above (i.e.. you verbally offered a carrier a load 
over the phone and they accepted), an eRate Confirmation can be sent from the Brokerage Planning 
Board using the steps below. 

1. On the Brokerage Planning Board, select the order for which you wish to send the rate 
confirmation.  

2. Click on the Send Confirmation button at the top of the screen. 

 
3. Click OK in the Template Selection pop-up window. 

 

 
4. In the Rate Confirmation pop-up window,  

a. Select the correct contact to receive the rate confirmation or type the carrier’s 
email. 

b. Check the box to “Print”. The Print box will trigger the rate confirmation to be 
emailed. Do not check the “Email” box. 

 
5. In the LoadMaster Document Imaging popup, select “Yes”. This will trigger the rate 

confirmation to be emailed.  
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The carrier will receive an email with a link to sign the rate confirmation. 
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Below is a sample rate confirmation that the carrier signs electronically. 
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Carrier Dispatch 
To dispatch a carrier when they have picked up a load: 

1. Go to the Broker Planning Board 
2. Select the Order in the Order section of the board 
3. Click on the Dispatch button 

 
4. The Carrier Dispatch screen will appear. 
5. Type in the Carrier code that you wish to dispatch if it is not already populated. 

 
6. In the Order Information section of the dispatch screen, double click in the Status 

column for the stop that you wish to dispatch. 

 
7. A new window will appear for the stop. 
8. Type in the carrier’s Actual departure date and click OK. The stop window will close. 

 
9. On the Carrier Dispatch window, click OK to save your changes. On the Brokerage 

Planning Board, the order status will be updated. 
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The steps to dispatch a carrier when they have delivered a load are similar to the steps above. 
However, step #6 is different. Instead of updating the Pickup stop, you will update the Delivery stop. 

1. Go to the Broker Planning Board 
2. Select the Order in the Order section of the board 
3. Click on the Dispatch button 
4. The Carrier Dispatch screen will appear. 
5. Type in the Carrier code that you wish to dispatch if it is not already populated. 
6. In the Order Information section of the dispatch screen, double click in the Status 

column for the stop that you wish to dispatch. 

 
7. A new window will appear for the stop. 
8. Type in the carrier’s Actual departure date and click OK. The stop window will close. 

 
9. On the Carrier Dispatch window, click OK to save your changes. The order has now 

been delivered. 
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Subject Orders 
Subject Orders are orders taken from a customer without a commitment to cover them. It is 
designed so a minimum amount of information needs to be entered. The details are entered later if 
the order can be committed. 

Note: Subject Orders are available for brokerage orders only. They are not available for asset orders. 

Navigation 
The Subject Orders screen can be reached the following ways: 

▪ From the Order Entry screen, click the Subject Orders button. 
▪ From the Brokerage Planning screen, click the Subject Orders button. 
▪ From the main menu of McLeod, go to Brokerage > Subject Orders. 

Required Fields 
▪ Shipper City/State/Zip: Order pick-up location 
▪ Scheduled Arrival between to Shipper: Order pick-up date and time. This field will default 

to the current date/time. 
▪ Void date: This field will default to the current date. The subject order will be voided once 

this time passes. 
▪ Consignee City/State/Zip: Order drop-off location 
▪ Scheduled Arrival date and time to Consignee: Order drop-off date and time 
▪ Trailer type 
▪ Revenue code: This code will be auto-populated with your Agency number. 
▪ Order type:  

o AGTBRK – Agent Brokerage (formerly known as EZ Brokerage) 
o IHB – In-House Brokerage 

▪ Mode: Truckload 

Optional Fields 
▪ Rate 
▪ Loadboard: Change this field to ‘Yes’ to post the order to Truckstop or DAT.  
▪ Commodity 
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Converting Subject Order 
If an order can be covered, then convert the subject order to an order by clicking the Convert 
Subject button. The Convert Subject button command can be found both on Order Entry and the 
Brokerage Planning screen. 

• On the Order Entry screen, bring up the subject order and click the Convert Subject button. 
• On the Brokerage Planning screen, highlight the subject order from the Orders grid and then 

click the Convert Subject button on the toolbar.  

 


