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Routing a Group for Transportation 
 

1. Accessing the Vendor Portal 

1. Open Google Chrome. 

2. Copy and paste the Vendor Portal link into the browser’s address bar. 

3. The login screen will appear. 

2. Logging In 

1. Enter your assigned Vendor Number. 

2. Click on Login. 

 

 

3. Email Entry for Fulfillment Contact 

1. You will be prompted to enter the email address of the department or employee responsible for 
handling the boxes or pallets. 

o This may be a distribution center or an internal team. 

o More than one email can be added 

2. Click on Save & Continue. 
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4. Vendor Portal Main Screen  

 

You are now in the Vendor Portal. The top menu has four main options: 

• Home: Returns to the main dashboard. 

• Profiles: Allows you to save frequently used information that can be automatically applied during the 
routing of multiple PO groups. 

• Pending Orders: Displays grouped purchase orders (POs) that are pending routing for the Transportation 
Department. 

• Pending Customs: Displays grouped purchase orders (POs) that are pending to upload Customs 
documentation. 

• Completed Customs: Displays POs where the required Customs documents have been uploaded, 
submitted through the platform, and reviewed and approved by the Customs Compliance Team. 

• Completed Orders: Shows POs already routed by the vendor and reviewed by Starboard’s Transportation 
Department. 

• Logout: Ends your session. 
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5. Profile 
1. Click on the Profile menu option. 
2. Select Add Profile 
3. Fill out all mandatory fields 
4. Click Save Profile 

     

 

6. Working with Pending Orders 

1. Click on the Pending Orders menu option. 

2. The portal will display all grouped POs that are ready to be routed. 

 

 

PO Grouping Criteria 

Purchase orders will be grouped together for routing if they share identical values for the following: 

A. Location 

B. PO Status 

C. Duty Free flag 
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D. Start Date, Stop Date, and Expected Receipt Date 

E. Shipment Method 

F. Prepaid/Collect designation 

 

3. Click on Work with this group next to the group you are ready to route. 

 

 

��� Note: Once POs are locked for routing, your Starboard Planning Coordinator will no longer be able to 
make changes. However, the vendor can unlock the group while routing is still in progress if the Planning 
Coordinator requests it. Once the routing is completed and submitted, the group will disappear from the 
Pending Orders screen.  

You may select Save and continue later at any point to pause and resume the process later.  

 

 

7. PO Group Locking Confirmation 

1. A confirmation message will appear. 

2. Click Yes to proceed. The PO group will be locked at this point. 

������ For Prepaid shipments marked as Duty Free, StarTrack will prompt you to enter the Pick-Up ZIP Code. If 
the Pick-Up ZIP Code is within the Miami area, additional transportation information must be provided. After 
the PO group is submitted, Starboard's Transportation Department will review the submission and 
coordinate the cargo pickup. 
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������ Avoid simultaneous access to the same PO group: Once a group of POs is locked and the routing process 
has started, it becomes unavailable to other users. To prevent conflicting changes, vendors should establish 
an internal process to coordinate access. If another team member needs to continue the routing, the current 
user can save the entered information and unlock the group, allowing others to proceed. 

 

8. Vendor Section 

This section displays the fields that must be completed to route the shipment. 

• Select the desired profile.  

• Enter the Shipping Origin.  

• Indicate whether the shipment is being routed as loose cartons or pallets. 

 

Note: After selecting the Carton or pallet, additional fields will appear. 

 

9. Complete all required fields. 

1. Information such as the Contact Name, Shipper, Address, Phone Number, and Email Address will be 
populated automatically based on the selected profile. 

2. Please enter N/A to any mandatory field that does not apply to your routing. 
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���� These fields apply to all POs within the group, based on the grouping criteria listed on page 2. 

������ If the Pick-Up ZIP Code is outside the Miami area, carrier information must be provided. If the Purchase 
Order is marked as DAP or DAT, additional fields for the Port Agent and Port of Origin will also be 
displayed and must be completed. 

 

 

10. Entering PO-Level Details 

1. Click on the blue banner for each PO to enter details at the PO level. 

2. This must be done for each PO in the group. 

 

 

��� Note: The Total Quantity and Total Purchase Amount (USD) must match the original order. 
If discrepancies exist, the system will display an error message and advise you to contact your Planning 
Coordinator. 

      

 

11. Uploading Required Documents 

• Upload all required documents associated with each purchase order. 

• The portal will not allow you to proceed until all necessary documents are uploaded. 
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12. Final Submission 

1. Once all fields and documents have been entered for the entire PO group, click on Send to 
Transportation Team. 

 

�� This completes the routing process on your end. 
������� An automatic notification will be sent to Starboard’s Transportation Team for review. 

13. Routing Rejections and Revisions 

For Collect purchase orders. If the Transportation Team identifies an issue: 

• The routing will be rejected. 

• You will receive an email notification. 

• To revise and resubmit: 

1. Log in to the portal. 

2. Go to Pending Orders. 

3. Locate the PO group to make necessary corrections and resubmit. 
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Submitting Customs Documents 

 

1. Accessing the Vendor Portal 

1. Open Google Chrome. 

2. Copy and paste the Vendor Portal link into the browser’s address bar. 

3. The login screen will appear. 

2. Logging In 

1. Enter your assigned Vendor Number. 

2. Click on Login. 

 

  

3. Email Entry for Fulfillment Contact 

1. You will be prompted to enter the email address of the department or employee responsible for 
handling the boxes or pallets. 

o This may be a distribution center or an internal team. 

o More than one email can be added 

2. Click on Save & Continue. 
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4. Vendor Portal Main Screen  

You are now in the Vendor Portal. The top menu has four main options: 

• Home: Returns to the main dashboard. 

• Profiles: Allows you to save frequently used information that can be automatically applied during the 
routing of multiple PO groups. 

• Pending Orders: Displays grouped purchase orders (POs) that are pending routing for the 
Transportation Department. 

• Pending Customs: Displays grouped purchase orders (POs) that are pending to upload Customs 
documentation. 

• Completed Customs: Displays POs where the required Customs documents have been uploaded, 
submitted through the platform, and reviewed and approved by the Customs Compliance Team. 

• Completed Orders: Shows POs already routed by the vendor and reviewed by Starboard’s 
Transportation Department. 

• Logout: Ends your session. 
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5. Profile 
1. Click on the Profile menu option. 
2. Select Add Profile 
3. Fill out all mandatory fields 
4. Click Save Profile 

   

 

6. Working with Pending Customs 

1. Click on the Pending Customs menu option. 

2. The portal will display all grouped POs that are ready for Customs documentation to be uploaded. 

 

 

PO Grouping Criteria 

Purchase orders will be grouped together for routing if they share identical values for the following: 

G. Location 

H. PO Status 

I. Duty Free flag 

J. Start Date, Stop Date, and Expected Receipt Date 
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K. Shipment Method 

L. Prepaid/Collect designation 

 

4. Click on Upload Documents next to the group you are ready to route. 

 

      

��� Note: Once POs are locked for routing, your Starboard Planning Coordinator will no longer be able to 
make changes. However, the vendor can unlock the group while routing is still in progress if the Planning 
Coordinator requests it. Once the routing is completed and submitted, the group will disappear from the 
Pending Customs screen.  

You may select Save Progress at any point to pause and resume the process later.  

 

7. Vendor Section 

This section displays the purchase orders associated with the selected PO group for      validation purposes. It 
also allows vendors to upload all required Customs documents for the selected PO group. 

       

 

8. Upload all required Customs documents for each purchase order. 

Click on "Choose Files." Multiple documents can be uploaded at the same time. Additional documents can 
be added later without losing any previously uploaded documents by clicking on Choose Files again. 
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9. Final Submission 

1. Once all documents have been uploaded for the entire PO group, click on Submit Customs Documents. 

 

�� This completes the routing process on your end. 
������� An automatic notification will be sent to Starboard’s Customs Team for review. 

10. Routing Rejections and Revisions 

If the Customs Compliance Team identifies an issue: 

• The routing will be rejected. 

• You will receive an email notification. 

• To revise and resubmit: 

1. Log in to the portal. 

2. Go to Pending Customs. 

3. Locate the PO group, make the necessary corrections to the documents, and resubmit them. 

4. If you need assistance from your Planning Coordinator, please contact them for support. 
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Frequent Questions and Answers 

1. Q: The group I am routing has past due dates. 
A: Click the "Notified Planning Team" button. This will generate an automated email to the Planning 
department associated with the relevant Budget Category, with you copied on the message. Once the 
dates are updated, refresh the page or log back into the portal to continue. 

        

 

2. Q: The Planning department needs to update quantities or the shipping window. 
A: Save any changes already made in StarTrack, then unlock the group in the Transportation and 
Customs menus and log out. Both groups must be unlocked before the Planning Coordinator updates the 
ERP system. Remain logged out of StarTrack until you receive a notification to log back in. 
 
  

3. Q: The Planning department needs to update quantities or the shipping window, that is already in the 
Customs or Transportation queue pending to be routed. 
A: The Planning Coordinator must contact the department that is currently reviewing the routing, and 
request that the order be rejected. This will return the group to the vendor's queue. Once the group is 
back in the vendor's queue, it can be unlocked so the required updates can be made. The same steps 
outlined in question 2.  

 

4. Q: A PO needs to be added to an existing group that is already in the Customs or Transportation queue 
pending to be routed. 
A: The Planning Coordinator must contact the department that is currently reviewing the routing, and 
request that the order be rejected. This will return the group to the vendor's queue. Once the group is 
back in the vendor's queue, it can be unlocked so the required updates can be made. The same steps 
outlined in question 2. 

 

5. Q: I added an extra email by mistake. 
A: Click the "X" next to the email you want to remove. Then click Save to apply the change and continue. 
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6. Q: I uploaded a document, but I don’t see it. The field is still blank.  
A: First, click on the Remove button. Then click Save. After that, log out of the portal and log back in. 
Once you're logged in again, try uploading the document one more time. 

7. Q: How do I enter the Pickup Country and Pickup State? 
A: These fields accept only two-letter codes. Please enter the standard two-letter abbreviation for the 
country (e.g., US for United States) and the state (e.g., FL for Florida). 

           


