Coyote.com SOP
· To create a load in the Coyote portal, first go to www.Coyote.com and login using your username and password.
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· Once logged in click “My Network” and a drop down will appear. From here select “Create Load”.
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· To select the customer you are setting this load up for click in the “Customer Name” box then select “Verizon Communications, Inc.” from the dropdown list.
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· The equipment will always need to be “box/van” or “Flatbed” and the minimum length will always need to be 48’.
·  If any of the pallets are over 8ft (96 in) you will need to select “Yes” on the Over Dimension option.
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· Pickup/Shipper Information:
· To select the pickup address start typing the name of your facility and select the correct address from the dropdown. 
· If your facility does not appear in the dropdown, please email our team at Verizon@coyote.com to get your facility added to the list. 
· Enter all the relevant contact information, PU#’s in the pickup number field, and any Verizon PO’s and line numbers in the “Reference Number” field. 
· **If there is any important information such as a specific delivery date, expedite request, or anything outside of a standard pickup please enter it into the “Notes” section of the pickup details. This way our team can take the proper action and setup and additional service that the load might require.**
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· Receiver/Delivery Information:
· You will select the delivery facility the same way you selected the shipping facility and enter the date you would like to have this delivered. 
· **Remember if there is a specific date the shipment needs to be delivered by, lift gate, or anything else please enter that information in the notes section of the Pickup Details.**
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· Commodity Details:
· Specify what the product is, how it will be shipped (roll, crate, etc.), the amount of pallets, whether or not they are stackable, the value of the product, the weight, and the dimensions of the pallets. 
· If you will have pallets with different dimensions, please enter them separately to give us and the carrier an accurate amount of trailer space the shipment will need. 
· Also enter the freight class.
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· Once you have entered the commodity information you will be asked to review and confirm the details of your shipment. Please take a moment to look over your submission and confirm all the details are accurate. If so, click submit and you will be given a Coyote LD #. You can use this load # when referencing this shipment to our team
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· [bookmark: _GoBack]You can jump back to any part of the load building process by clicking any of the 5 progress trackers on the right-hand side of your screen. This will take you back to the page you clicked on and will not cause you to lose any work you have already done.
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IF YOU HAVE ANY QUESTIONS REGARDING THIS PROCESS, PLEASE CONTACT VERIZON@COYOTE.COM
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