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1. Introduction 
 

YardMaster Truck Web Portal is an application designed to streamline shipping operations and 

enhance coordination among key stakeholders, including Bourque Logistics, YardMaster Truck, 

Customers, Carriers, and Shippers. 

This portal empowers users by simplifying critical processes such as scheduling, managing Bills 

of Lading (BOLs), and fostering seamless communication, making it a one-stop solution for 

managing shipping requests and tendering processes. 

  

Key Benefits of the YardMaster Truck Web Portal: 

1. Improve User Satisfaction: The user-friendly interface and enhanced functionality make 

it easier for carriers and shippers to navigate the platform, increasing overall satisfaction. 

2. Enhance Operational Efficiency: Streamlined scheduling, easy access to shipping 

information, and efficient data handling ensure improved operational efficiency and 

time savings. 

3. Facilitate Effective Communication: A built-in message board promotes smooth and 

efficient communication among stakeholders, fostering better collaboration in shipping 

arrangements. 

 

2. Purpose  

The purpose of this user guide is to provide clear and comprehensive instructions for using the 

YardMaster Truck Web Portal. It is designed to help users understand the platform's features, 

navigate its interface, and leverage its tools to streamline shipping operations. 
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3. Main Users  

This portal is used by two types of users: shippers and carriers, also known as "Customers' 

Customers." They use the portal to enter order details, using preconfigured templates that 

include basic information like from/to/billing details. 

 

The document has been structured to cater to two primary user types: Carriers and Shippers. 

The initial section focuses on functionalities specific to Carriers, while the latter section outlines 

functionalities exclusive to Shippers. It is important to note that the functionalities described for 

Carriers are also applicable to Shippers. 

4. User Interface Background  

The UI interface for both the carrier and shipper accounts shares the same layout. On the left 

side of the interface, there is the BOL List, followed by the BOL Detail section below it, and then 

the Message Section on the right side, there is a grid known as the Scheduler. This overall design 

forms the BOL Page, accessible from the navigation menu.  
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The Completed BOL UI interface offers a clear and organized layout, showcasing a detailed list of 

Completed BOLs. The design prioritizes ease of navigation and clarity. 

 

 

 

In the BOL template interface, the first area is the "Select a BOL Template to Create New BOL(s)" 

section. Following that, the user has the "Create Dest.BOL" area. On the left side, users can 

enter the required details to create a BOL, while the right side is where the BOLs are generated. 

This function is available uniquely to shipper account owners. 
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Each element and functionality of the screen are detailed in the document. 

5. Carrier Features 

5.1 Access the portal via email  

The Truck Portal sends an email with a unique link that provides access to the Portal. This link is 

automatically generated for each user based on their specific entity and origin.  
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5.2 Access the Portal 

After logging in, the page opens to the landing page. In the top right corner, the user can see 

the user name and client details, a notification icon for updates, and the Origin and Entity 

information.  

Email → YardMaster Truck Portal 
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5.3 Origin and Entity Features  

Each shipment is associated with an Entity that represents the shipping organization and an 

Origin indicating the shipment's point of departure. Both Entities and Origins are unique to 

each shipper and carrier. However, it is possible for shippers and carriers to share the same 

Entities and Origins. These options are conveniently displayed in dropdown menus, enabling 

users to select the most appropriate choice for their specific requirements. 

Email → Login YardMaster Portal  → Origin and Entities 
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5.4 BOL List  

The BOL List provides users with access to all relevant BOLs in one place. It includes sorting 

and filtering options to help users organize the data effectively. These features make it easier 

to locate specific information quickly and efficiently. 

Email → YardMaster Truck Portal → BOL  

 

Sorting  

The BOL list box includes sorting filters that help organize the data. These filters allow you to 

sort by details such as the BOL number, order number, BOL status, destination, customer 

name, requested delivery date, and schedule date. 

 

 

10 



 

 

Filtering 

Next, there is a filtering functionality to help identify the most relevant tender users are 

searching for. The available filters include: Contains, Does Not Contain, Starts With, Ends 

With, Equals, Does Not Equal, and Reset, etc.  

 

Tender statuses  

Next, in the BOL List, users have various tender statuses, such as Expired Tender, Scheduled 

Tender, Lost Tender, Accepted Tender, Carrier Cancelled, and Carrier Rejected Request. 

Scheduled tenders are highlighted with a blue square, making it easier for carriers to quickly 

identify them. 
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Notification Button  

Next, there is a Notification Button that highlights updates related to BOLs. If there is any 

status update for a BOL, a red bell icon appears in the right corner of the BOL List, allowing 

carriers to easily identify the specific BOL with the updated status.  

 

Reset Filter  

Finally, a reset filter option allows users to clear all Sorting and Filtering selections, restoring 

the BOL List to its original view. 
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5.5 BOL Detail  

The BOL Detail section provides broader details about the selected BOL, displaying key 

information such as the BOL Number, BOL Status, and an option to expand the view for 

additional details. 

Email → Login → YardMaster Truck Portal → BOL Detail 

 

In the initial view, a limited number of 10 variables are displayed. If users wish to have a 

better or more detailed view, they can use the Expand View option. 
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 Expanded view 

 

The BOL List and BOL Detail are interconnected. Selecting any BOL in the list details all related 

details, including the BOL Number, Status (e.g., scheduled), and more. This ensures users are 

fully informed about each BOL, enabling proper arrangements and providing clear guidance 

for every BOL.   

5.6 Message Section  

   5.6.1 Rack  

The Message Section is linked with the Scheduler, ensuring all related communications and 

details are easily accessible. 

The Message Section header has an option called "Rack," which displays the Rack's status. 

Carriers can select a Rack to schedule the BOL, which can only be edited through the 

Scheduler (non-editable). The Message Section header only shows the Rack's status. When 

carriers Schedule or Reschedule a BOL in the Scheduler, the updated rack status is reflected 

in the Message Section header, indicating which Rack was used. (This will be explained 

further in the User guide.) 
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5.6.2 Date and Time  

The next option in the Message Section header is "Date and Time," which displays the 

scheduled Date and Time of the BOL. Carriers can select or update the Date and Time for 

scheduling the BOL, but this action can only be edited through the Scheduler. The 

Message Section header only reflects the Date and Time (non-editable). When carriers 

Schedule or Reschedule a BOL in the Scheduler, the updated Date and Time status are 

displayed in the Message Section header. 

 

5.6.3 Dropdown Menu  

The next option in the Message Section is the dropdown menu, which provides various 

options depending on the BOL's status. These options include "RESCHEDULE," "REJECT 

CANCEL," "MESSAGE ONLY," and "ACCEPT, SCHEDULE." The appearance of these options 

varies based on the BOL's current status. For example, for a scheduled BOL, only the 

options "RESCHEDULE," "REJECT CANCEL," and "MESSAGE ONLY" are available. All four 

options will be visible if the BOL is an open tender. Only the "message only" option will 

appear when the carrier cancels the BOL. The options dynamically change according to 

the BOL's status and the actions available. 

YardMaster Truck Portal → BOL → Message Section → Actions → Message only 
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Available options for Open Schedule Tender 

 

Available options for Open Tender 
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Available option for Carrier Canceled 

 

Accepted Schedule Option 

● Updates the message dropdown in the Message Section header. 

● Changes the status Automatically to "Accepted Schedule." 

● Indicates successful scheduling by the carrier. 

Reject and Cancel Option 

● Reflects the carrier’s decision to cancel the tender. 

● Updates the system with the canceled status. 
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Message Only Option 

● Accessible after a tender is rejected or canceled. 

● Allows communication-related to the tender. 

● Does not allow further actions on the tender. 

Reschedule Option 

● Allows carriers to assign the tender to a different spot. 

● The status change allows for schedule adjustments as needed. 

Submit Button 

● Saves all actions taken on a BOL. 

● Sends updates and messages to the shipper. 

● Confirms communication and actions in the system. 

 

 

 

 

18 



 

5.8.4 Expand View  

The Message Section also includes an "Expanded View" option for users who need a more 

detailed display.  
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6. Scheduler Functionality  

The Scheduler is a calendar tool designed to help users efficiently schedule and manage 

BOLs (Bills of Lading). 

The first function in the Scheduler allows carriers to adjust the date to schedule a BOL. This 

feature helps Users select the exact date required for the scheduling process. Using the 

arrows, the left arrow allows navigation to past dates, while the right arrow helps navigate 

future dates. Additionally, selecting the date in the middle opens a calendar, providing a 

clear and convenient way to choose the desired date.  
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Weekly View and Day View Option  

The next option in the scheduler is the "Weekly View" and "Day View" options. The 

"Weekly View" displays the entire week's dates and times, providing an overview of the 

schedule for the week. This interface is distinct from the "Day View" option. The "Day 

View" offers a more detailed look at the day's time slots, clearly showing spots like Spot 1, 

Spot 2, and Spot 3. The “Day View’’ interface is designed to provide a clear and detailed 

perspective, while the “Weekly View’’ offers a general overview. 

  

                                                           Weekly View of the Scheduler  
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                                                       Day view of the scheduler  

Through the Scheduler, carriers can schedule an Open Tender. When selecting a slot, it is 

displayed in green, indicating that the slot is available and unscheduled. If a slot appears 

in blue with a BOL Number, it signifies that another BOL has already been scheduled for 

that time. 

Example: In scenarios where a rescheduling is necessary, for instance, if BOL A is already 

scheduled for January 1st but needs to be replaced with BOL B, the carrier can 

reschedule BOL A to another slot and then schedule BOL B to January 1st. Grey-colored 

slots marked as "closed" indicate that the slot has expired, which is typically relevant for 

past dates, as scheduling a BOL for a past date is not allowed. 
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Finally, when a scheduled BOL is selected in the Scheduler, it automatically displays the 

related BOL in the BOL List, including the BOL Details and Message Section. This seamless 
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integration ensures that Users can easily view and manage all relevant information 

associated with the selected BOL, enhancing workflow efficiency and providing a 

comprehensive overview in one place. 

6.1 Schedule a BOL  

When scheduling a BOL through the scheduler, once a spot is selected in the desired slot, a 

popup message labeled "SCHEDULE" appears. 

 

After selecting the "SCHEDULE" popup message in the scheduler, the slot turns blue, 

indicating that the slot has been selected but not confirmed yet. 
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After selecting the slot and turning it blue, the next step is to click the "Submit" button in 

the Message Section to confirm the schedule of the BOL. Once clicked, this action updates 

the shipper by sending the action status through the Message Section. The dropdown menu 

in the Message Section automatically selects the "Message Only" option, and the BOL list is 

updated with the scheduled tender, highlighted in blue. Additionally, the BOL Detail is 

updated to display all the other relevant and updated information about the scheduled BOL.  

 

 

 

                    

BOL Details 
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6.2 Reschedule BOL  

To reschedule a BOL, follow these steps:  

1. The BOL: Choose the BOL that needs to be rescheduled from the BOL list. 

 

2. Go to the Scheduler: Navigate to the scheduler and select an open time slot for the new 

schedule.  

3. Popup Message: A popup message called "Reschedule" will appear. Select that message, 

and the slot will be marked as "selected" for the new time slot. 

 

4. During the rescheduling process, once a user selects a spot, the "Reschedule" option is 

automatically selected in the message header dropdown menu. The new rescheduled 

date and time are updated in the BOL Details after submitting the selected spot to the 

Message section. 
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5. Submit the Action: Go to the Message Section and click the "Submit" button to confirm 

the Rescheduled BOL.  

 

 

6. Update: Once Submitted, the new time and date will be automatically updated in the 

BOL Detail and BOL list, reflecting the Rescheduled information.               
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This ensures that all relevant details are updated both in the BOL detail and the BOL List, 

indicating the new scheduled time and date for the BOL.  

Note: All the above features are the same in the shipper account as well.  

7. Shipper Feature  
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7.1 BOL Templates 

The specialty of shipper accounts is adding a unique feature to the Navigation menu called 

the BOL Template. 

In the carrier account, carriers can only adjust BOLs sent to their account. However, in the 

shipper account, the BOL Template feature allows shippers to create BOL.  

 

After selecting the BOL Template function, the header displays several columns to 

identify BOL template information. There is also a filtering section to refine and locate 

specific templates. After all that, the BOL templates are displayed below, showing all the 

created templates.  
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7.3 Create BOL  

When a shipper creates a BOL, they must select a BOL template that includes the 

carrier's name; otherwise, the BOL cannot be created.  

Email → Login → Navigation panel → Create BOL   

7.2.1 Create Dest  

In this grid, there are two sections: 

1. Left Side: Allows generating the BOL 

2. Right Side: Provides the functionality to create BOL 
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7.2.2 Generating BOL 

On the left side, when generating a BOL, the following fields are required: 

1. Number of Copies: The number of BOL copies needed.  

2. Required Date and Time: The date and time for scheduling the BOL, which must be in 

the future.  

3. Quantity: The total amount required for the BOL.  

4. Unit of Measure: Specifies the unit used to measure the quantity (e.g., kilograms). 
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All of these fields must be filled in to generate the BOL. If any information is missing, a 

notification will prompt the user to complete the required fields.  

 

After filling in all the required details, the information will be displayed in the grid. Once these 

details are correctly entered, the BOL will be generated and shown in the grid, allowing the 

shipper to review the information before finalizing the BOL creation.  

 

At the bottom left, the number of copies is displayed after the BOL is generated. This ensures 

clarity on how many copies have been created for the shipper's reference.  
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Next, the red dash symbol allows users to remove the copies that have been generated. This 

feature ensures flexibility in managing the number of copies as needed.  
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Additionally, all the generated copies initially appear under the BOL columns “TBD”. Once 

confirmation is provided to create the BOL “TBD” is converted into specific BOL numbers. Even 

if multiple copies are created, each BOL is assigned a unique number.  
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Finally, the generated BOLs appear in the BOL list, ready for scheduling or any other required 

actions. 

 

8. Completed BOL 

Completed BOL contains information about past actions, accessible only to shipper account 

owners. Additionally, completed BOLs can be viewed on the "Completed BOL" screen, which 

includes a PDF download option, with the duration set to 30 days as determined by the BL side. 

The Completed BOL option also features data with sorting and filtering capabilities for better 

data management. 

YardMaster Truck Portal → Navigation Panel → Completed BOL 
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Sensitive information in the image has been hidden to ensure privacy and maintain the user guide's accuracy.
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9. Glossary of Terms 

 

UI ● A user interface (UI) is what users 

see and use to interact with a 

system, like buttons and menus. 

UX ● User experience (UX) is how a user 

feels when interacting with a 

system, focusing on ease, 

efficiency, and satisfaction. 

Shipper ● A shipper refers to the entity, 

typically a business or individual, 

responsible for preparing and 

sending goods to a specific 

destination. 

 

Carrier ● A carrier, on the other hand, is the 

company or service provider that 

transports the goods for the 

shipper. 

 

Customer ● An entity that purchases the 

service from Bourque Logistics 

BOL ● Bill of Lading  
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