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How to request transport, follow your trips and see your invoices online
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[bookmark: _Toc244682783]1. Introduction
[bookmark: _Toc244682784]1.1 What the portal does
The IBS TMS client portal is a secure website where you deal with your transport provider online. In this guide, “your transport provider” means the haulage company that gave you your portal login.
In the portal you can:
Ask for a truck to move your cargo, by sending a transport request
See the price your transport provider quotes, and accept or reject it
Follow each trip from loading to delivery, with the truck’s number plate and the driver’s phone number
See your invoices, the payments recorded against them and what is still owed, and download each invoice as a PDF
See proforma invoices (priced documents you can approve before the work is done) and download them
Keep your contact details and password up to date
[bookmark: _Toc244682785]1.2 Who this guide is for
This guide is for the people at your company who use the portal: whoever books transport, follows deliveries or pays invoices. You don’t need any technical knowledge. If you can use a website, you can use the portal.
	Note:  Everyone at your company with a portal login sees the same requests, trips and invoices: all of your company’s records, whoever created them. Each person should have their own login (see section 2.2).


[bookmark: _Toc244682786]1.3 How this guide is organized
Chapter 2 gets you started: signing in, finding your way around, and the Dashboard. The chapters after it follow a job from start to finish: Chapter 3 covers requests and quotes, Chapter 4 trips, Chapter 5 invoices and payments, and Chapter 6 proforma invoices. Chapter 7 covers your profile and password. Appendix A answers common questions.
[bookmark: _Toc244682787]1.4 Conventions used in this guide
Names in quotes, e.g. “Submit Request”, refer to an exact button, field or menu label in the portal.
Numbered steps are things you do, in order, on screen.
A shaded “Note” box calls out something useful to know.
A shaded “Caution” box calls out something that can’t be undone in the portal.
Numbers such as REQ-2026-0001 are examples. Yours will have their own numbers.
[bookmark: _Toc244682788]2. Getting Started
[bookmark: _Toc244682789]2.1 Signing in
Your transport provider creates your login. They give you the portal’s web address (it ends in /portal/login) and a password. You sign in with your email address.
1. Open the portal’s web address in your browser.
1. Enter your Email and Password.
1. Click “Sign in.” The Dashboard opens.
The first time you sign in, change the password you were given to one only you know (see section 7.2).
	Note:  After 5 wrong passwords, signing in is locked for 15 minutes. The message on screen tells you how many attempts you have left.


There is no “Forgot password” link. If you forget your password, ask your transport provider to reset it. They will give you a new one.
If you see “Your account has been deactivated. Contact your account manager,” your login has been switched off. Contact your transport provider.
[bookmark: _Toc244682790]2.2 Staying signed in
After 15 minutes without activity, the portal signs you out to protect your account. The next time you click, the sign-in page says “Your session has expired due to inactivity.” Sign in again.
A login can only be used in one place at a time. Signing in on another computer, phone or browser signs you out of the first one, with the message “You have been logged out because your account was signed in on another device.”
When you finish, click your name at the top right, then “Log out,” especially on a shared computer.
	Note:  If colleagues share one login, they keep signing each other out. Ask your transport provider for a login for each person.



	Note:  Being signed out loses anything you had typed but not yet submitted, such as a half-finished request. Submit before you step away.


[bookmark: _Toc244682791]2.3 Finding your way around
The menu down the left side is how you get around the portal:
	Menu item
	What’s inside

	Dashboard
	Your active trips, what you owe, and quotes waiting for your answer (section 2.4)

	My Requests
	Your transport requests and their quotes (Chapter 3)

	My Trips
	Your trips and the stage each one has reached (Chapter 4)

	My Invoices
	Your invoices and the payments recorded against them (Chapter 5)

	Proforma Invoices
	Proforma invoices sent to you (Chapter 6). Only shown if your transport provider uses them.

	Profile
	Your contact details and password (Chapter 7)


The arrows at the bottom of the menu shrink it to icons, to give pages more room. Click them again to bring the labels back.
On a phone, the menu is hidden. Open it with the three-line button at the top left.
The top bar shows the page title and the buttons for that page, such as “New Request” or “Download PDF.” On a phone, those buttons appear just below the top bar.
The ? button in the top bar opens this guide at the section for the page you are on. The sun or moon button next to it switches between light and dark colours.
Click your name at the top right to see your company name and the “Profile,” “Help” and “Log out” links.
Lists show the newest items first, 25 to a page, with page links at the bottom. Click “View” on a row to open it.
[bookmark: _Toc244682792]2.4 The Dashboard
The Dashboard opens when you sign in. It shows:
Active Trips: how many of your trips are under way (Assigned, Loading, En Route, Delivered or Returning), and a list of them with their route and status. Click a trip number to open it.
Open Invoice Balance: what is still owed on your issued invoices, after the payments recorded so far. If you are billed in more than one currency, each currency has its own line, for example GHS 5,000.00 and USD 650.00.
Quotes Awaiting Your Action: requests with a price waiting for your answer. Click “Review” to see the quote and accept or reject it (section 3.3).
	Note:  To see which invoices make up the balance, and what is owed on each, open My Invoices (Chapter 5).


[bookmark: _Toc244682793]3. Requests and Quotes
A transport request is how you ask your transport provider to move something: what it is, where from, where to, and when. They reply with a quote (a price). When you accept it, they book the trip.
[bookmark: _Toc244682794]3.1 How a request moves
	Status
	What it means
	What happens next

	Pending
	Sent, waiting for a quote
	Your transport provider prices it. To change or withdraw it, contact them.

	Quoted
	Your transport provider has sent a price
	Accept or reject the quote (sections 3.4 and 3.5)

	Accepted
	You agreed to the latest quote
	Your transport provider books the truck and driver

	Rejected
	Turned down, by you or by your transport provider
	The request page shows the reason. Your transport provider can reopen it.

	Converted
	The trip has been booked
	Follow the trip under My Trips (Chapter 4)


[bookmark: _Toc244682795]3.2 Sending a request
1. Click My Requests in the menu, then “New Request.”
1. Choose the Service Type if you know which service you need. You can leave it blank.
1. Choose the Origin (where the cargo is collected) and the Destination (where it goes). They must be different places. Each place in the list starts with its short code, for example “ACC — Accra”.
1. Enter the Cargo Description, for example “20 pallets of bottled water.” This is the only other field you must fill in.
1. If you can, enter the Weight (tons), the Quantity in bags or units (if your load is counted that way), the Trip Type (One-way; Return empty if the truck has to come back empty and the return is charged; or Multi-drop if one load goes to several places, in which case add each drop before the destination under “Drops before the destination”, in the order you want them), the Truck Type Needed and the Preferred Pickup Date, and add any Special Instructions, such as loading hours, a contact person on site, or access restrictions.
1. Click “Submit Request.”
The request gets a number such as REQ-2026-0001 and starts as Pending. Quote that number whenever you contact your transport provider about it.
	Note:  The Origin and Destination lists only show places your transport provider has set up. If yours is missing, ask them to add it before you send the request.



	Note:  You can’t edit or withdraw a request in the portal once it is sent. Contact your transport provider: they can change a request while it is still Pending.


[bookmark: _Toc244682796]3.3 Reviewing a quote
When your transport provider prices your request, its status changes to Quoted and it appears under “Quotes Awaiting Your Action” on the Dashboard. Click “Review” there, or open the request from My Requests. The Quote section shows:
Quote: the quote number, such as QUO-2026-0001. The newest one is marked “Latest.”
Valid Until: the last day the price is on offer.
Amount: the total price and its currency. If the quote includes extra charges, such as loading or waiting time, the transport amount and each charge are listed under the total. A charge marked “paid on your behalf” is a cost your transport provider pays for you, such as port fees, and bills back to you. Your invoice shows each charge as its own line. For a Return empty trip, the quote also lists the return price, “Return empty,” or says it is free; it is billed as its own line on your invoice.
If your transport provider revises the price, the new quote appears at the top marked “Latest,” and the earlier ones stay below for your records. Accepting a request always accepts its latest quote.
	Note:  The portal doesn’t send emails or alerts. Check the Dashboard for new quotes, or ask your transport provider to let you know when a quote is ready.



	Note:  If the Valid Until date has passed, contact your transport provider to confirm the price before you accept.


[bookmark: _Toc244682797]3.4 Accepting a quote
1. Open the request.
1. Check the request details and the latest quote: its amount, currency and Valid Until date.
1. Click “Accept Quote,” then confirm.
The request becomes Accepted, and its Timeline shows “Accepted by client via portal.” Your transport provider then books a truck and driver. When they do, the request becomes Converted and the trip appears under My Trips.
	Caution:  You can’t undo an acceptance in the portal. If you accepted by mistake, contact your transport provider straight away.


[bookmark: _Toc244682798]3.5 Rejecting a quote
1. Open the request.
1. Click “Reject Quote.”
1. Add a Comment saying why, for example “Price too high” or “No longer needed.” It is optional, but your transport provider sees it.
1. Click “Reject.”
Rejecting a quote rejects the whole request, not just that price. If you would like a different price or date, say so in the comment: your transport provider can reopen the request and send a new quote. Otherwise, send a new request when you are ready.
[bookmark: _Toc244682799]3.6 Following a request
My Requests lists all of your company’s requests, newest first, with the route, cargo, status and the date each was sent. Click “View” to open one. The request page shows:
The details you sent: route, service type, cargo, weight, preferred pickup date and special instructions
The Rejection Reason, if the request was rejected
The quotes (section 3.3)
The Timeline: each change of status, with the date and time and any comment, such as the reason for a rejection
[bookmark: _Toc244682800]4. Trips
A trip is the job itself: a truck and a driver carrying your cargo. Your transport provider creates a trip when they book an accepted request, or directly for work you arranged with them another way, such as by phone. All of your company’s trips are under My Trips.
[bookmark: _Toc244682801]4.1 Your trips list
My Trips lists your trips, newest first, with the trip number (such as TRP-2026-0001), the route, the truck’s number plate, the driver and the status. Click “View” to open a trip.
[bookmark: _Toc244682802]4.2 Trip stages
	Status
	What it means

	Assigned
	A truck and a driver have been booked for your cargo

	Loading
	The truck is being loaded

	En Route
	The truck has left and is on its way to the destination

	Delivered
	The cargo has arrived at the destination

	Returning
	The truck is on its way back after delivering

	Completed
	The trip is finished

	Cancelled
	The trip was called off. The trip page shows the reason.


After Delivered, a trip goes either straight to Completed, or to Returning and then Completed.
	Note:  Your transport provider’s staff update the stage as the trip goes, so it can be a little behind events on the road. Reload the page to see the latest. For an urgent update, call the driver or your transport provider.


[bookmark: _Toc244682803]4.3 The trip page
The trip page shows:
Truck: the number plate of the truck carrying your cargo
Driver: the driver’s name and phone number, for example to arrange access at the delivery point
Route and Cargo, with the weight
Pickup: the pickup time your transport provider planned, if they set one
Departure, Arrival and Completed: the times the trip reached each of those stages
Cancellation Reason, if the trip was cancelled
Timeline: each change of stage, with the date and time and any comment from your transport provider
	Note:  If a truck breaks down or a driver can’t continue, your transport provider may change them during the trip. The trip page always shows the current truck and driver.


[bookmark: _Toc244682804]5. Invoices and Payments
Your invoices appear under My Invoices as soon as your transport provider issues them. Invoices they are still preparing don’t appear until then.
[bookmark: _Toc244682805]5.1 Your invoices list
My Invoices lists your invoices, newest first, with the invoice number (such as INV-2026-0001), the invoice date, the due date, the status, the total and the amount still outstanding.
	Status
	What it means

	Issued
	Sent to you. No payment has been recorded yet.

	Partially Paid
	Part of the total has been paid

	Paid
	Paid in full

	Cancelled
	Withdrawn by your transport provider. You don’t need to pay it.


[bookmark: _Toc244682806]5.2 The invoice page
Click “View” on an invoice to see:
Outstanding Balance: what is still owed on the invoice
Invoice Date and Due Date (the date payment is expected), and any Notes from your transport provider
Line Items: each charge, with its quantity, unit price and total, followed by the Subtotal, the Tax and the Total
Payment History: each payment recorded against the invoice, with its reference (such as PAY-2026-0001), method (Cash, Bank Transfer, Mobile Money, Cheque or Other), date and amount
[bookmark: _Toc244682807]5.3 Downloading an invoice
Click “Download PDF” on the invoice page. The PDF shows the same charges and totals, with your transport provider’s company details, for your records or your accounts department.
[bookmark: _Toc244682808]5.4 Paying an invoice
You can’t pay in the portal. Pay the way you have agreed with your transport provider, for example by bank transfer or mobile money; the invoice PDF may show their payment details. When they record your payment, it appears in the Payment History, and the Outstanding Balance and status change to match.
	Note:  A payment only shows once your transport provider has recorded it. If one hasn’t appeared after a few days, send them your payment reference and the invoice number.


[bookmark: _Toc244682809]6. Proforma Invoices
A proforma invoice shows the agreed charges in advance, for your approval or purchase order. It is not a request for payment: you will receive a final invoice for the work. Proforma Invoices appears in the menu only if your transport provider uses them.
[bookmark: _Toc244682810]6.1 Viewing and downloading a proforma
Proforma Invoices lists the proformas sent to you, newest first, with the number (such as PFI-2026-0001), the date, the Valid Until date, the status and the total. Click “View” to see the details, the request it belongs to (click the request number to open it), any Notes, and the line items with the Subtotal, Tax and Total.
Click “Download PDF” for a copy to attach to a purchase order or send for approval. To go ahead, tell your transport provider in the usual way, for example by sending them your purchase order.
[bookmark: _Toc244682811]6.2 What the status means
	Status
	What it means

	Issued
	Current. The prices stand until the Valid Until date.

	Expired
	The Valid Until date has passed. Ask your transport provider for an updated proforma.

	Converted
	It has been turned into an invoice. Once that invoice is issued, the proforma page links to it.

	Cancelled
	Withdrawn by your transport provider and no longer valid


[bookmark: _Toc244682812]7. Your Profile and Password
[bookmark: _Toc244682813]7.1 Updating your details
Click Profile in the menu, or click your name at the top right and then “Profile.” Change your Full Name, Email or Phone, then click “Save Changes.”
	Note:  Your email address is also what you sign in with. If you change it, sign in with the new address from then on. An email address can only belong to one portal login.


[bookmark: _Toc244682814]7.2 Changing your password
1. Open your Profile.
1. Under Change Password, enter your Current Password.
1. Enter the new password in New Password and again in Confirm New Password.
1. Click “Update Password.”
A password needs at least 8 characters, with upper and lower case letters and at least one number.
[bookmark: _Toc244682815]7.3 Keeping your account safe
Don’t share your password. Ask your transport provider for a login for each colleague who needs one.
Log out when you finish, especially on a shared computer.
When someone leaves your company, ask your transport provider to switch off their login.
If you think someone else knows your password, sign in and change it straight away. Signing in also signs out anyone else using your login.
[bookmark: _Toc244682816]Appendix A: Frequently Asked Questions
I forgot my password. What do I do?
Ask your transport provider to reset it. They will give you a new password; sign in with it, then change it to one of your own (section 7.2).
The sign-in page says my login is locked.
After 5 wrong passwords, signing in is locked for 15 minutes. Wait, then try again carefully. If you have forgotten the password, ask your transport provider to reset it.
I was signed out while I was working.
The portal signs you out after 15 minutes without activity, or when your login is used to sign in somewhere else, for example by a colleague sharing it (section 2.2).
I sent a request with a mistake in it.
Contact your transport provider with the request number. They can correct it while it is still Pending.
My pickup or delivery place isn’t in the list.
Ask your transport provider to add it. The lists only show places they have set up.
I can’t see the “Accept Quote” button.
It only appears while the request is Quoted. A Pending request has no quote yet; an Accepted, Rejected or Converted one has already been answered. On a phone, look just below the top bar.
I rejected a quote by mistake.
Contact your transport provider. They can reopen the request and send the quote again.
My trip’s status hasn’t changed for a while.
Your transport provider’s staff update it as the trip goes, so it may be a little behind. Reload the page, or call the driver (the number is on the trip page) or your transport provider.
An invoice I was told about isn’t in My Invoices.
It is probably still being prepared. It appears as soon as your transport provider issues it.
I have paid, but the invoice still shows money outstanding.
Your payment hasn’t been recorded yet. If it doesn’t appear within a few days, send your transport provider the payment reference and the invoice number.
Proforma Invoices isn’t in my menu.
Your transport provider doesn’t use proforma invoices in the portal.
A colleague needs to use the portal.
Ask your transport provider to create a login for them. Each person should have their own.
[bookmark: _Toc244682817]Appendix B: Document Information
This guide was produced from the current state of the IBS TMS client portal and reflects its screens and fields as of the date below. If the portal is updated after this date, some labels or steps may change.
Version 1.0 — October 2026.
Version 1.1 — November 2026. The portal is renamed IBS TMS (IBS Transport Management System). Places in the Origin and Destination lists show their short code.
Version 1.2 — November 2026. New requests can give a quantity in bags or units and the truck type needed.
Version 1.3 — November 2026. Quotes can include extra charges, listed under the total (section 3.3).
Version 1.4 — November 2026. Requests have a Trip Type (One-way or Return empty), and quotes show the price of the empty return (sections 3.2 and 3.3).
Version 1.5 — November 2026. Requests can have the Trip Type Multi-drop, for one load going to several places (section 3.2).
Version 1.6 — November 2026. For a Multi-drop request you list the drops before the destination on the request form, and the request page shows the whole route (section 3.2).
