
Marten Transport is excited to welcome drivers and contractors to

TRANSFLO EXPRESS
Marten Transport has contracted with TRANSFLO Express to assist you in getting important paperwork to the 
Settlement and Payroll Departments in a more timely and efficient manner. Your information will now get to 
Marten in MINUTES rather than days. IT”S EASY! All you need to do is put your paperwork in the correct 
order and hand it to an attendant at any of the (nearly 400) participating TRANSFLO locations. The attendant 
will even scan the information for you. When scanning is complete, the paperwork will be returned to you 
along with a receipt and confirmation number. It’s that simple.

WHAT ARE THE BENEFITS?
 YOU now get to keep and control all of your original documents
 YOU get immediate confirmation that your bills were sent to Marten
 YOU no longer need to make copies of original documents for yourself

VERY IMPORTANT 
Any information 
that is not filled out 
correctly can lead to 
delays.

PRINT CLEARLY 
Always use BLACK 
ink and good 
penmanship to avoid 
delays.

FIRST UP
The Trip Envelope 
must ALWAYS be 
the FIRST document 
scanned.

CRITICAL INFO
Fill in empty and 
loaded cities and 
miles.

DON’T FORGET
List all PO #s and 
reimbursements.

Refer to Frequently Asked Questions for more information about the TRANSFLO process
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The TRANSFLO Scanning Process

TRIP ENVELOPES
Trip Envelopes must 
ALWAYS be the FIRST 
document scanned
This document identifies 
where images are sent

BILLS OF LADING (BOL)
BOLs should be scanned after 
the Trip Envelope
Put Master BOL on top
Keep pages in order 
Stack in order of delivery
Do not scan duplicates
Use most easy to read copy
Make sure all pages with 
signatures are included

43BACK OF PAGES
Make sure the back of BOL 
is scanned if it has a stamp, 
label or signature on it
You will need to inform 
attendant if the back of a page 
needs to be scanned

1, 2, 3...
Count your pages before hand-
ing to the attendant
Make sure your receipt shows 
the same amount you counted

65FUEL SLIPS
If cash, personal 
credit card or 
T-check is used 
to purchase fuel 
- receipts must be 
scanned

DON’T SCAN
Slips of fuel purchased 
with a COMDATA card do not 
need to be scanned
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Company Name | 321 Rd, City, State
PO#______  Date______Time_______
Load #______ Carrier: ____________
Seal #_________  Trailer #_________
Pallets_________ Cases___________
By_________________ FBQ________

87TOLLS
Combine tolls on a single 
sheet of paper with tape
Make sure all slips are 
facing the same direction 
Don’t combine tolls with 
other types of receipts

ADDITIONAL ITEMS
Scan logs, lumper receipts, pal-
let receipts, repairs and any other 
items that you need to be reim-
bursed on your settlement
Keep original documents for at 
least 30 days from the scan date 


