How to validate the driver has access to the terminal

· Click on Home tab

· In Terminal Access look up box

· select a Port in feed 

· Choose Driver or Truck information

· Click on search

· If all the information is correct and the driver is in feed you will see the status

NOTE: Do not run this process if you just entered the driver it takes 15 min for the system to update, and 30 – 60 min for the terminal to update

How to add a driver

· Hover over Truck/Drivers
· Hover over eModal Trucker Check

· Click on Add Driver

· Follow 7 steps on screen

NOTE: VIN#’s have 17 characters the letters: o,q, and i are not accepted in a VIN.  In Drivers CDL, spaces, dashes, and symbols are not accepted. If items are incorrect they will show up in red and will need to be adjusted be for submitting the application.

To add a truck to an existing driver Follow these steps:

· Hover over Trucks/Drivers

· Hover over eModal Trucker Check

· Click on Manage Drivers

· Select the first letter of the drivers last name

· Double click on the driver

· click on the Trucks tab

· scroll down

· Click on Add Trucks tab

· enter plate# 

· if it is already in the system the plate will be in a drop down select the plate if listed
NOTE: If the VIN is not in the system you will need to enter at this time. You can add as many trucks to as many drivers as you wish

How to change CDL expiration date

· Hover over Trucks/Drivers

· Hover over eModal Trucker Check

· Click on Manage Drivers

· Change Filter Contract Status By to Both

· Select the first letter of the drivers last name

· Double click on the driver

· Change Drivers CDL expiration date

· Click on update truck driver info

· If driver is inactive click on activate driver

To Add a RFID tag to an existing truck follow steps below:

· Hover over Trucks/Drivers

· Hover over eModal Trucker Check

· Click on Manage Trucks

· Enter Plate# and State

· click on find

· Click on RFID Tag tab

· Enter RFID Tag Number

· Enter Confirm New RFID Tag Number

· Click on Add RFID Tag 

To deactivate a driver follow these steps:

· Trucks/Drivers

· eModal Trucker Check

· Manage Drivers

· Select the Driver

· Click on Deactivate Driver (At the top of the page)

· Click on truck tab

· scroll down

· Highlight the truck

· Click on disassociate

· A message will appear letting you know this was completed.

Companies cannot delete drivers because drivers can be active with multiple companies

NOTE: For best results please make sure you are using one of the following web browsers: IE7,IE8 or Firefox. AOL and IE6 browsers will not work with eModal website. Please be aware that some email spam filters will block incoming email from recipients that it does not recognize. To add eModal to your safe list add  eModalWebmaster@eModal.com to your junk email "Safe Senders" list. If you do not know how to do this, please contact your system administrator or contact the makers of the email product you are using.

