
    *XXMCER*      

          
Date:  Trip No.:  

Unit No.:   Order No:  

 TRUCK STOP SCANNING COVER SHEET 

 INSTRUCTIONS 

1) This cover sheet is to be used only for Truck Stop Scanning, and should be the first page scanned.  Scan 1 trip at a 
time, and use 1 cover sheet per trip. 

2) Provide the current date, your unit number, trip number, and order number in the spaces provided. Write legibly. 

3) Remove staples and paperclips from the documents. Make sure your documents are all facing the same direction and 
arrange your documents in the following order: 
 a. This cover sheet 
 b. Delivery Receipt 
 c. Signed Bill of Lading 
 d. Other shipping related documents (tally sheets, weight tickets, toll receipts, etc.) 
 e. Driver logs 
 f. Maintenance reports 
 g. Other non-shipment related documents (fuel receipts; do not send fuel receipts if your Mercer fuel card  
  was used to purchase the fuel.) 
NOTE:  If there is any written or form-filled information on the reverse of any document, it should be scanned too.  

4) Small documents (less than 5x7 is too small) must be taped on standard letter-size paper, but they should not be 
mixed with other document types (e.g. don’t tape fuel receipts with weight tickets). 

5) Since this cover sheet is part of your scan, you can tape shipment related documents to it before scanning as long as 
you don’t cover up the barcodes or written information. You can cover up these instructions. 

6) Truck stop scanning drives the Billing and Driver Pay process, so please scan your trip documents to Louisville right 
after you complete your trip. 

7) Unless otherwise instructed, keep the original documents, for your records. They should be kept for at least 90 days 
because we may ask you to rescan them or send them to Louisville. When you destroy them, do so responsibly. 

8) Original Cover Sheets are available at any Mercer Office. There’s no guarantee that copies of barcodes will work, but 
quality copies should.  The barcode reads our fleet/company ID as MCER. The truck stop attendant may ask you for 
this too. 

9) Directories of scanning locations may be available at participating truck stops, or you can access a directory of 
locations at either of these two links:  www.transflowexpress.com or www.trippak.com. Depending on the scanning 
service you use, an attendant may scan the documents for you (Pilot, Love’s, & Flying J), or you may have to scan your 
own documents (T/A & Petro). Help will always be available at the truck stop.  

10) Don’t forget to review the confirmation receipt to ensure that all your documents got scanned.  

As always, thanks for trucking for Mercer! 

*ONLINMCER* MCER 

http://www.transflowexpress.com/
http://www.trippak.com/

