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Lex Courier 
Order Management System 

Courier Complete! 
 
Please print this document out and use it as a help reference. 
 
This document describes the Lex Courier Internet-based Order Management System, 
Courier Complete.  The system is intuitive and very easy to use yet extremely powerful. 
 

• Reliable, secure, fast 
• Place an order in seconds 
• Track every order (Open, Dispatched, Picked Up, Delivered) 
• See who signed for the package and at what time – for every order 
• Obtain a price quote to anywhere instantly 
• Manage passwords and access levels 
• Search for any order ever placed 
• Maintain your address book for easy repeat deliveries 
• Print Reports and Invoices 
• No waybills to complete 

 
To access the system you need to go to www.lexcourier.com and login.   The login 
requires three entries:  Account Number, User Name, and Password. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

Figure 1 – Lex Courier Login 
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There are seven main menu options within the system. 
 

1. New Order 
2. Order Tracking 
3. Search 
4. Address Book 
5. Reports 
6. Admin 
7. Logout 

 
 

 
Figure 2 – New Order Page 

New Order 
 
Information required for a new order: 
 

1. Pick Up location (default is your main location) 
2. Deliver To location 
3. Reference (cost center, job number, matter number, etc) 
4. Service Type (default is your most commonly used same-day service) 
5. Package information 
6. Weight (default is 1 lb) 

 
When all required information is input, you can click on the Continue button to see the 
order summary or hit the Quick Order button to place the order. 

Main Menu

Pull down 
arrow 
shows all 
addresses 
available 

Check this 
box to save 
the address 
to your 
Address 
Book 
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Once the order is placed you will see a page that contains the Tracking Number. 
 

 
Figure 3 – Tracking Number Page 

 
As soon as you see this page, the order is live and ready for dispatch.  The sample 
above shows 1399886 as the tracking number. 
 
Write the tracking number on the package and now it’s ready for pick up. 
 
Order Tracking 
 
From this screen you can track the progress of your orders. 
 
There are 6 order status possibilities: 
 

1. Open – you can edit or cancel the order by clicking the tracking number 
2. Dispatched – a driver is on the way (to edit or cancel, please call the office) 
3. Picked Up – the package is in progress and on the way to it’s destination 
4. Delivered – the order is closed and has been signed for by the recipient 
5. Cancelled – the order has been cancelled 
6. Finalized – the order has been checked and is ready for billing.  Once Finalized 

the order drops from the Order Tracking system and is now available through the 
Search function (described in the next section). 

 
For every ordered delivered you will see the name of the person who signed for the 
order on the driver’s manifest and you’ll see the time it was signed for. 
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Figure 4 – Tracking Page 

 
Order Number 1399412 was delivered at 9:41 and Ashlea signed for it. 
 
 
Search 
 

 
Figure 5 – Search Page 

 
This powerful feature allows you to search for any order ever placed.   
 
You can use the Search feature to analyze your patterns of use (how many orders with 
each type of service within a period), prepare reports (how much money worth of courier 
use was charged to a cost center within a specified period), or simply to find proof of 
delivery for an order that occurred sometime in the past. 
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You can search by: 
 

• Order Number 
• A Range of Dates 
• Pick Up location 
• Deliver To location 
• Service Type 
• Reference (cost center, job number, etc) 
• Caller (person who placed the order) 
• POD (person who signed for the order) 
• Waybill Number (second reference field) 
• Any combination of the above 

 
Address Book 
 

 
 

Figure 6 – Address Book Page 
 
From this page you can add new addresses or edit existing addresses.  To edit an 
address simply click on the Name.   
 
When editing or adding an address you can insert Special Instructions that will be 
included automatically in the order every time to use the address. 
 
The address book typically includes only those addresses used within the past 90 days. 
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Reports 
 
Within the system there are certain reports available.  The default report is your Invoice 
which is issued twice a month; right after the 15th of the month (covering the 1st through 
the 15th) and right after the last day of the month. 
 

 
Figure 7 – Reports Page 

 
To view and/or print an invoice simply click on the Invoice Number and the document 
will launch in Adobe (PDF) format. 
 
Admin 
 
What gets displayed here will depend on your User Status.  If you have Administrator 
status you will have full access to this section.  If you have Standard User status, you 
will have limited access. 
 
The Administrator will see Account Financial Details and will be able to perform User 
Management functions (add/delete users, assign access levels, change passwords). 
 
Standard Users will be able to change/update their own account coordinates including 
their password. 
 
Logout 
 
This menu option logs you out of the system. 
 
Support 
 
Please call the office anytime for help! 


