
How to Enter Order Online 

 
Follow the steps below or watch this two-minute video demo: Here. 

 
Step 1: Login to GX Website: https://www.gxts.com/ 

Step 2: Click on Client Login -> Transport 
 

 
Step 3: Will prompt to enter the username and password 

 
 

https://recordit.co/Ku5rWVdbqE
https://www.gxts.com/


 

 
 



Step 4: Enter your username 

Step 5: Enter your password 

Step 6: Once entered the credentials, please click on Login 

Step 7: You should see the following screen: 
 
 

 

Step 8: Click on Enter an Order to enter a new order 

 

 
 



Step 9: Please select the service level from the dropdown from the order entry page: 
 

 
Step 10: Click on the magnifying lens to select the destination (Click on Orange Text) 

 

 
 

 
 



Step 11: Select the Bill To from the dropdown 
 
 
 

 

Step 12: Enter the shipment details: 
 
 
 

 

Step 13: Enter the pickup and or delivery date/ time information: 
 

 
 

 
 

 
 



Step 14: Enter the trace number information 
 

 

Step 15: Upload any relevant paperwork (if any) 
 

 

Step 16: Select Email PDF BOL if you would like to have a copy of the order 
 

 

Step 17: Please click on SAVE and COMPLETE to submit the order. 
 

 
 

 
 

 
 

 
 


