Overview
 KAGConnect.com brings our latest technology tools to our

customers and business partners to provide timely information
and order visibility as well as real-time interaction between
KAG and our customers.

 Not only does this site retain the core features of

KAGBilling.com order tracking & BOL/POD images, but it also
provides several new features and enhancements:
_

Real-time order status visibility including ETA updates, realtime source change log that identifies when sourcing had to be
changed and why, additionally a 24 hr E-mail notification
engine, and the ability to tender new orders
to KAG online.
 For more information, please contact Nichole Destefano

www.kagconnect.com
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Logging-In
Log-in to KAG Connect at www.kagconnect.com. You will key your
username and password in the top right hand corner. Employees
will log-in there also. If you do not have a username and password,
please click on the orange arrow icon in the middle of the screen to
request access. You will be contacted with this information.
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Order Tracking
Once you have logged into the website, select “Order
Management”, then “Order Tracking”. Here you can search by
any one of the three tabs across the top: by reference, by location,
or advanced (using advanced tab is recommended)

 By reference allows you to key in BOL, Order #, Invoice #, etc. and
search.
 By location allows you to filter by store. This tab also gives you access
to your inventories, if we are currently managing your inventories.
Please note this tab provides 3 days worth of data only.
 Advanced allows you to select various criteria to search by, including
date range, delivery site, and even city.
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After you have selected your search criteria, you will be directed to
the orders screen where your search results are displayed:

BOL/POD Documentation
After you have located the record you are looking for, you have
several options (Refer to the circled items in the above screenshot):
 Export the details to excel
 Send images to your e-mail
 Select the order number that is underlined in blue to view
order details and print documentation
If you choose to select an individual order by clicking the blue link,
you will be directed to Order Details screen. All relevant load
details will be given in this screen. Clicking View Images in the top
left hander corner will allow you to print documents off directly from
our website.
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Order Details/Order Tracking
This screen (above) will give you order details for completed loads
and will also indicate loads that are In Progress. Notice the 4 green
checks above. This indicates a completed order. The green
checkmarks signify which portion of the loading or unloading
process the driver is currently completing. (e.g. If the arrival time at
the loading rack has a green check and the departure time at the loading
rack has a green check, and there are no other checkmarks, this indicates
the driver is on his way to the delivery point.)
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Viewing & Printing delivery paperwork and invoices: (this
portion of the site is updated as of 5/28/2015)
After clicking on “view images” in the order details screen, you
will be provided a list of documents that are available for the
delivery you have selected (as seen in the screen shot below)
The types of documents available will be listed under the
DOCTYPE header.
DR = Drivers receipt,

BL = Bill of Lading,

IN = Invoice.

If you simply want to look at a particular document, click on the
“view” button for that document.
If you want to print one or more of the documents, check the
boxes for the documents you want to print and use the drop
down choices to select the document format you want….pdf
format is recommended. (see screen shot below) The documents will
appear in one file where you can print/save/email, etc…
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Order Notifications
This feature will allow you to receive e-mail notifications instantly
for various event types, such as: order submitted, undispatched,
dispatched, loaded, delivered, completed, and invoice available.
When you create these notifications, you will receive an e-mail for
any of these events you have selected.
This is a two part process:
1. Setting Alert Profiles

Please note you can create multiple alert profiles. This can be
beneficial because you can have the alert sent to a 3rd party (such
as the delivery site directly). To set-up order notifications, you
must first add an Alert Profile by selecting My Account, My Profile.
Under Alert Profiles click Add and set-up the notification method.

7

2. Setting Order Notifications

Once you have created your alert profiles, you are ready to create
your alerts.
Click order management, order notifications. Select add. You will
then select the store, the type of notification, and the notification
method using drop down arrows.
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Order Tender
Order tender allows you to place your orders online. Please note
this feature is activated only by speaking with a representative of
KAG. We will coordinate this process to ensure a seamless
transition to order tender online.
Select Order Management, Tender New Order. All highlighted fields
above the Red line are required entry fields. Items below the red
line are special handling instructions and optional. All of your
routine delivery information is already pre-programmed in our
system and is contained in the drop down boxes for you to select
from without retyping for each entry.

If the information for the delivery site, shipper, supplier, commodity,
etc. is not available – you must call dispatch. This system has been
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pre-loaded with your routine deliveries. All new deliveries must be
called in to dispatch.
NEWLY ADDED FEATURE: You can now place orders for two stop
deliveries. After you have completed the order information for the
first delivery site, click “add a product” and chose your second
delivery site in the drop down menu of the new product line.
Once you click save, your order has been created and will be
submitted automatically to dispatch.
The following are the important items to keep in mind with the
order tender screen:
1.

2.
3.
4.
5.

Please monitor the view order tenders window to ensure
your orders have been accepted by KAG dispatch. PLEASE Do not assume that orders have been accepted. This
window has been provided as a tool to help you manage
your tendered orders.
Orders must be tendered within the time parameters
defined by your area operations.
Orders may only be cancelled until they are in the planned
status.
Orders may be revised until they are in the planned status.
If an order is in the “planned” status, you must call dispatch
to make a change.
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Again, you can track your order status via the view order tenders
window. This will display all your recent order tenders.

There are also several order notifications that will allow you the
flexibility to set-up e-mail alerts to monitor the order tender process.
Order Tender – Change/Modify Existing Orders
To modify an existing order, click on the tender number.

Within this tender, only the fields which can be modified will be
accessible. Those fields which are grayed out cannot be modified.
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 Windows can be adjusted – but a 6 hour notice for the start of
the window will be required.
 Products can be deleted by clicking the delete box to the far
right of the commodity.
 Products can be added using the product commodity grid.
 “Deliver to” cannot be edited. Please cancel the order and
create a new order.
 To Cancel an order simply click Cancel Tender.
Also, error messages will be displayed when an order cannot be
modified, indicating the reason and appropriate course of action (i.e.
call dispatch). Any order that is in ”Planned” Status cannot be
modified - KAG Dispatch must be notified at this point to discuss
potential changes.

Once your tender has been revised, please click update order.
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Note: Each user within your organization will have access to the
group’s tenders for revisions. An audit log will record changes and
modifications and can be pulled by internal KAG Personnel should
the need arise.

This manual was intended as a guideline to assist you with the
website. If you have any questions regarding KAG Connect, please
contact Nichole Rudd nichole.rudd@thekag.com or at (330) 4092753 or Jennifer Baughman jennifer.baughman@thekag.com or at
(330) 409-1107.
For technical support, please contact support@thekag.com.
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