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Carrier	Assignment	and	Dispatching	–	ORDER	ENTRY	SCREEN	
1. To assign a Carrier an Order… 

• Click the Carrier Dispatch button on Brokered Load. 

 

1. The Carrier Dispatch window will open. 
Enter the Carrier. 
Either type in the Carrier Code manually or use magnifying glass icon to select a Carrier from the 
list. 

 

2. Enter the Contact and Rate Details. 
• Either type in the Contact manually or use magnifying glass icon to select a Contact 

from the list.  If Contact is manually added the system will add that information to the 
Carrier Master File for future reference. 

• Select Rate Method and enter agreed upon Rate.   
This will now show comparisons with Margin and Margin %. 

 

 
 
 

 
Total Pay cannot exceed the Target Pay without Override target pay. 

 
Enter Pay and click Override target pay. 
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• Click the Confirm Button at the top of the screen. 
The Template Selection dialog box will appear with preassigned eForm Rate Confirmation 
prepopulated in the Template Number field. Click OK. 

 

• The Rate Confirmation Print/Email/Fax screen will appear. Additional Comments can be 
added if needed. Check the Print box.  Click OK to send eRate Confirmation. 

 

  

• Send report to Imaging dialog box will appear.  Click Yes. 

 

• The Print Rate Confirmation dialog box will appear.  If previewing the Rate Confirmation is 
required, click OK.  If not, click Cancel. 

 

 

DO NOT CHECK THE EMAIL CHECKBOX  
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• This will again show the Carrier Dispatch screen. Note the Status has changed to Covered. 
Click OK. 

  

• Once the Carrier accepts the Rate Confirmation via email or user manually clicks Rate 
Accepted the Brokerage Status will change to RATEACPT (Rate Accepted). 

 

3. To Dispatch a Carrier on an Accepted Load…(Manual Dispatch from Carrier call-in)  
• Remaining on the Carrier Dispatch screen. 

o Highlight the Stop the Carrier is being dispatching on and click the Upd (update) 
button below. 
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• The Stop screen will then open. 
o Enter the Actual arrival and Actual departure Dates & Times.  Click OK.  

 

• The Pickup Status has now change to CLEARED. Click OK. 

 

• Repeat Dispatch (Step 3) to manually Dispatch Carriers on each Stop until Brokerage status 
is DELIVER. 
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AMMF	Agent	Brokerage	Planning	&	Dispatch			
Note: In-House Brokerage, will not use this screen at all unless tracking a load that the brokerage 
department in Minneapolis is working on. This is ONLY for those that do EZ (Agent) Brokerage (find 
and dispatch Carriers/Brokerage Trucks). 

4. On the Main Menu click on the Brokerage Planning button. 

  

The Brokerage Planning Screen will open displaying the available Orders/Loads at the top, 
along with a Search panel below. 

• To hide the Search panel to view a broader list of Loads – your loads that you have 
posted, click on the Black Down Arrow just below the Order Numbers. 

  

Once the Black Down Arrow is clicked, the Carrier Search Grid will be minimized and will remain 
minimized until the Black Up Arrow is clicked.   
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5. To assign an Available Order to a Carrier… 
a. Highlight Available Order at the top. 
b. Click the Dispatch button. 

i. The Dispatch button is the same as the Carrier Dispatch on the Order Entry 
screen.  The Brokerage Planning Board shows the different Statuses as the load 
progresses through Dispatch.  

 

6. The Carrier Dispatch window will open. 
Enter the Carrier. 
Either type in Carrier Code manually or use magnifying glass icon to select a Carrier from the list. 

 

7. Enter the Contact and Rate Details. 
• Either type in the Contact manually or use magnifying glass icon to select a Contact 

from the list.  If Contact is manually added the system will add that information to the 
Carrier Master File for future reference. 

• Select Rate Method and enter agreed upon Rate.   
This will now show comparisons with Margin and Margin. 

 
 

 

Total Pay cannot exceed the Target Pay without Override target pay. 

 
Enter Pay and click Override target pay. 
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• Click the Confirm Button at the top of the screen. 
The Template Selection dialog box will appear with preassigned eForm Rate Confirmation 
prepopulated in the Template Number field. Click OK. 

 

• The Rate Confirmation Print/Email/Fax screen will appear. Additional Comments can be 
added if needed. Chek the Print box. Click OK to send eRate Confirmation. 

 

  

• Send report to Imaging dialog box will appear.  Click Yes. 

 

• The Print Rate Confirmation dialog box will appear.  If previewing the Rate Confirmation is 
required, click OK.  If not, click Cancel. 

 

 

DO NOT CHECK THE EMAIL CHECKBOX  
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• This will again show the Carrier Dispatch screen. Note the Status has changed to Covered 
and the Brokerage Status has changed to RCS (Rate Confirmation Sent). The Statuses will 
display on the Brokerage Planning screen.  Click OK. 

 

• Once the Carrier accepts the Rate Confirmation via email or user manually clicks Rate 
Accepted the Brokerage Status will change to RATEACPT (Rate Accepted). 

 

8. To Dispatch a Carrier on an Accepted Load…(Manual Dispatch from Carrier call-in)  
Highlight the desired load on, then click the Dispatch Command button at the top of the screen. 
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• Once you click Dispatch Command the Carrier Dispatch screen will open. 
o Highlight the Stop the Carrier is being dispatching on and click the Upd (update) 

button below. 

 
• The Stop screen will then open. 

o Enter the Actual arrival and Actual departure Dates & Times.  Click OK.  

 

• The Pickup Status has now change to CLEARED. Click OK. 
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• The Brokerage Planning Board now displays Brokerage status of PICKUP and the Move 
status is no In Progress.   

 

• Repeat Dispatch (Step 5) to manually Dispatch Carriers on each Stop until Brokerage status 
is DELIVER. 

 

 

 


