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1 - GETTING STARTED 
 
1.1 Session Time Limit 
  
The application session time limit is 60 minutes.  
  
This means that after such time of inactivity within the application, the current session is invalidated and user must login once again 
to use the application. 
  
  
1.2 Browser and Display Setting 
  
Microsoft Internet Explorer Version 5.0 or higher is recommended to use the system. 
  
The display resolution of your monitor should be set to 800x600 pixels. Smaller monitors (under 17 inches) may require the use of 
scroll bars to see all the fields.  
  
To ensure readability, make sure the text size is medium. To do this, click on View>Text Size>Medium. In addition, encoding should 
be West-European (Windows). Click on View>Encoding>West European (Windows). 
  
1.3 Technical Problems 
  
For technical problems, please call the Help Desk at (888) 634-6824. Technical problems may include: 
• You are unable to log on to the application. 
• You receive an error indicating that the web site is not responding. 
• The application is not responding. 
• The application is taking an unusually long time to process a request. 
• Your log on password does not work. 
• You are unable to access the application. 



Copyright © 2013 Penske. All rights reserved. Page 4 

USER LOG-IN 

 Enter the hyperlink: 

http://www.penskelogistics.com 

 On main page, click on 

“Logistics Account Login” link on lower right of page. 

2 – LOGIN SCREEN 
 

 
Click on “Please Login” link. 

http://www.penskelogistics.com/
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When prompted, enter User ID and password to 

login. 

Click on “Transportation Portal” link on right of the page. 

Login Screen 
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3 - ORDER ENTRY SCREEN 
 The order entry screen is the default screen when the user logs in to the Transportation portal. 
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The language on the portal can be 

changed by selecting the language on 

the top right hind corner. 

All the functions which can be 

executed are available under the 

Order Processing tab. 

Language selection 
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The Origin will be defaulted to the supplier’s 

location ID. 

 

If the supplier ships only to one location the 

destination will get auto-populated 

The destination field will show options for only 

the locations which are pre-set as destinations. If 

the required destination is not available send an 

e mail to ZF@penske.com. 

Origin and destination 

mailto:Dana.SupplyChain@penske.com
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After selecting origin and destination, enter the Ready 

Date and time. This is the earliest time the material will 

be ready for pickup.  

Note: For locations whose releases come across as a 

‘must ship on’ date, this field must be populated with that 

date. 

For those locations whose releases come over with a 

‘must arrive on’ date, this field must be populated with 

that date and the need-by time requested by the 

consignee. 

 Note: For locations whose releases come across as a 

‘must ship on’ date, this field will not be visible 

(Penske’s transit time from ship on date matches ZF’s) 

Pick up and delivery dates 
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Enter the container detail: 

Quantity (total # of pallets), Weight (in pounds), 

Container type (select from drop-down), Freight 

Class (select from drop-down), Dimensions of 

each pallet (in inches), Hazmat - Yes/No, and 

Stack ability factor (how tall can the pallets be 

stacked on top of one another). 

If the Hazardous option is selected as 

'Yes', the portal will show mandatory 

Hazmat information fields. 

Container detail: 
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If there are multiple types of containers of differing 

dimensions or Stack ability, click on 'Add Container'. A 

new block of container information gets added to the 

screen. An extra container can be removed by clicking 

on the "X" sign on the container screen.  

Container detail - continued: 
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Shipper Reference #s 

After all the required data is entered, the user needs 
to click on Submit at the bottom of the screen to 
move order summary. 

Submitting the order: 

ZF/Supplier specific reference #s: 

Freight term: Select either Prepaid or Collect 

Purchase Order Number: Enter the purchase order number pertaining to 

your release in this field. 

Bill of Lading Number: If BOL number is known at time of order entry, enter 

here; if not, leave blank 

Trailer Number: If trailer number of carrier is known at time of order entry, 

enter here; only applicable to those locations with dropped trailers. 

Notes: Enter any comments you would need either Penske, ZF, or the carrier 

to be aware of; likewise, enter any additional PO#s on the order if more than 

one. 
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 The e mail address can be changed using the Edit Address field if 

the user is not the contact for any questions/clarification on the 

order. Multiple e-mail addresses can be updated separated by “;”. 

Phone # can be updated too 

 

 If the shipment detail needs to be modified, click on ‘Modify’ at the 

top or bottom of the page to return to the order entry screen (OR) 

click on ‘Accept’ at the top or bottom of the page to submit the 

shipment into Penske TM 

Order summary: 

On submitting the order the portal generates 

a confirmation message with a confirmation 

number (ZFGPXXXXXXX). 

Order Confirmation: 
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Order Confirmation E-mail: 

Upon successful submission of the order the user creating the order will get a confirmation e mail.  
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Ship Notification E-mail: 

When Penske assigns a load # and carrier to an order, the contacts updated in Penske’s system will receive a ship notification e-mail 

with order detail, Penske load #(to be printed on the BOL) and carrier assigned. 
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3.1 - Templates: 
 

Click on Save Template option if the user wants to re-

use order structure. A Pop box will come up with an 

option to type the Search name. Type the Search 

name in the Enter a Name to Create a New Template 

field and click on Save. 

Portal will generate a message that the Template 

is saved. 

Saving templates: 
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Using Saved Templates: 
 

To use saved templates, move the mouse 

pointer on Order Processing to see the 

drop down. Select Template. 

Select the required template form the Use a 

template drop down. The shipment detail will 

come up. Edit the required fields(Date, pieces, 

reference #s,...) and click on Submit to go to 

Shipment summary screen. 
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3.2 - Search for orders created 
 

Select the ‘Search’ option from the Order 

Processing drop down. 

The shipment search will come up. Shipments can be 

searched by supplier’s location. Pickup from/to Date and 

Shipment tracking # (the confirmation # created during 

order entry). All the shipments created with the current 

status, Load #, Carrier, Origin and Destination details will 

show up. 
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3.3 - Modify orders created 
 

Orders already created can be modified until they are in-transit. Any change to an order needs to be communicated 

to Penske. 

Update Order: 

Move the mouse pointer on Order 

Processing to see the drop down. Order 

already created can be updated by 

clicking on the Update option.  

Enter Order tracking # in the Update order field which needs 

to be updated and click on Find. 

The order detail will come up. Modify required 

fields and click on Submit to go to shipment 

summary page to accept the order.  



Copyright © 2013 Penske. All rights reserved. Page 20 

Duplicate Order: 
 

Move the mouse pointer on Order Processing 

to see the drop down. Order already created 

can be duplicated by clicking on the Duplicate 

option if there are no changes required on the 

order detail.   

Enter Order tracking # which needs to be duplicated and 

click on Find. 

The order detail will come up. Modify required fields 

and click on Submit to go to shipment summary 

page to accept the order.  
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Cancel Order: 

 

Move the mouse pointer on Order Processing 

to see the drop down. Order created can be 

cancelled by clicking on the Cancel option.  

Enter Order tracking # which needs to be cancelled and 
click on Find. 

The order detail will come up. Click on Cancel to 
go to the order summary page.  

Any order cancellations need to be communicated to Penske. 
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Portal will generate a confirmation message with the 

Order tracking # cancelled. 

The Shipment summary screen will come up. 

Click on Cancel at the top or bottom of the screen 

to cancel the order. 

Cancel Order - continued: 
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4 - KEY NOTES 

• All orders need to be entered into the portal no later than 2 business days 

prior to ship date, by 12:00EST. 

• Example: for an order shipping out on Friday, the order must be entered into the portal 

by Wednesday 12:00EST. 

• If shipping with less than 2 business days lead time, please notify zf@penske.com once 

order is entered with any special directions/shipping requirements and order number. 

• The Penske load ID (located on the ship notification) needs to printed 

somewhere on the BOL. 

• All changes in order information need to be communicated to Penske, in 

addition to being updated in the portal. 

• If your small parcel order is shipping FedEx Ground (SCAC: FDEG), you will 

need to call FedEx Ground to schedule your pickup. 

• If you are a Mexican shipper and your ship notification states FedEx as the 

carrier (SCAC: FXFE), you will need to call FedEx to schedule your pickup. 

• If freight is an expedite, follow plant routing direction. 

• If you ever have any questions, please contact Penske. 

mailto:zf@penske.com
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5 - CONTACT INFORMATION 

 If you have any questions once you review this document, please contact 

the Penske Load Planning Team by phone or email below. 

  

Load Planning Team: 

ZF@penske.com  

US Toll free: (877) 805-1567 

mailto:Dana.us@penske.com



