
QUICK REFERENCE GUIDE (QRG)

Freight Order
Confirmation

Purpose of this guide
In this QRG you will learn how to Confirm a Freight Order when working with CSR.

This CSR guide provides instructions for Transport Partners on how to ‘Confirm a Freight
Order’ in the LBN Portal.

Please follow the process steps and tips referenced below.

Step 1
Open your SAP LBN portal and select the ‘Freight Order Management’ tile.



Step 2
Select the ‘Freight Orders for Confirmation’ tile.

Step 3
Click on the ‘Freight Order Number’ to view the Freight Order details.



Step 4
Select the ‘Drivers and Licence Plate tab.’

Step 5
Update the ‘Truck and Driver Details’ fields. It is important you enter the licence
details in, with letters and numbers only. Do not include spaces or characters such as
(. / , - ) when inputting licence and mobile number details.

The ‘Name of Additional Driver’ field must be used to record the driver's mobile phone
number. You must check any notes from CSR relevant to the freight order by clicking on
the Notes tab.



Step 6
Add notes and upload any attachments to your freight order in the ‘notes’ and
‘attachment’ tabs.

Step 7
Click the ‘confirm’ button to process the freight order request.



Some key tips to remember:

● Based on the notification settings, Transport Partners will receive a ‘new freight

order’ notification via email with a link to the LBN Portal to review the order, as

well as an email notification confirming the freight order.

● Please note, Freight Orders will be automatically confirmed after a certain period

of time. This will move orders from the ‘New’ tab to the ‘Responded To (Open)

tab in the Freight Orders for confirmation tile.

● Transport Partners can access the Freight Order in the ‘Responded To (Open) tab

to review information and update driver details and vehicle licence information.

● Transport Partners have the ability to either confirm/reject the freight order.

● When the first and last name is typed in, this should have a space. When the

mobile number and licence are typed in, do not include spaces or characters

such as (. / , -).

● Any changes made by CSR Transport Hub will automatically flow through to the

Transport Partner in the LBN Portal.


