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Online Bookings Portal Manual 

Login page: https://portal.lmcexpress.co.za 

Look on our login page under the How to… section for further help 

Contents: 

• How to register (page 2) 

• Book a half or full pallet (page 3-7) 

• Book a parcel box (page 8-11) 

• How to obtain invoices, PODs and pay outstanding invoices (page 12) 

• How to change your password (page 13) 

• Example of labels, half and full pallet specifications and pallet configuration (page 14-16) 
 

 

Important: 

• Familiarise yourself with out Terms and Conditions. 

• Pallets must adhere to LMC Express pallet specifications as shown at the end of this manual. 

• See our route schedule and running days on our website Running Days - LMC Express 

• Payments must be made on the portal. Bookings will not be submitted if payment is done outside 
the system. 

• LMC Express cannot make bookings for clients, if LMC Express makes a booking on your behalf, 
you will be charged a R240.00 ex vat booking admin fee. 

 

  

 

  

https://portal.lmcexpress.co.za/
https://www.lmcexpress.co.za/running-days/
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How to register 

 
Go to: https://portal.lmcexpress.co.za 
 

 
 

1. Enter your email address under NEW CLIENT LOGIN and click CONTINUE. 

 

2. Enter all the information as prompted by the portal. Go through the Terms and Conditions and then 
accept it. Click submit to proceed with registration. 

3. A temporary password will be sent to you via email after registering, please keep it so that you 
can log in with it next time under existing client login. 

 

https://portal.lmcexpress.co.za/
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Booking a Half or Full Pallet 
1. On the left-hand panel, click on BOOKINGS > BOOKING REQUESTS 

 

2. Click on NEW BOOKING REQUEST 

 

3. Origin: select where the stock is coming from. Destination: select where the stock is going to. 

 
4. Click on CREATE to open a booking request. 

 
5. The booking request is now open. Please take note of your booking reference number. You will need it 
for any queries. 

 
6. Scroll down and click on NEW CONSIGNMENT to proceed with your booking information. 
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7. A pop-up named consignment will appear. This is where you complete the Collection and Delivery part 
of your booking. 
 
8. Sender: the person/company who we are collecting from or who is dropping the stock at our depot.  
The sender is NOT LMC Express. Do not use LMC Express information here. 
Recipient: the person/company who we are delivering to or who is collecting the stock at our depot.  
The recipient is NOT LMC Express. Do not use LMC Express information here. 
 
Consignment pop-up form: 

Sender Recipient 

Sender region: the province/region where the 
sender is situated. 

Recipient region: the province/region where the 
recipient is situated. 

  

Click on the drop-down menu under sender. 
Type in the name of the company to see if it is 
already registered on our system. 
If the name does not come up, click on add new 
sender. 

Click on the drop-down menu under recipient. 
Type in the name of the company to see if it is 
already registered on our system. 
If the name does not come up, click on add new 
recipient. 

 

 

 

 

Click on the drop-down menu under address, if the 
address is not there, click on add new site to add a 
new address. 
Click on the drop-down menu under contact, if the 
contact is not there, click on add new contact to add 
the person’s information. 

Click on the drop-down menu under address, if the 
address is not there, click on add new site to add a 
new address. 
Click on the drop-down menu under contact, if the 
contact is not there, click on add new contact to add 
the person’s information. 
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Collection date: date when LMC Express must 
collect the stock or when the sender is dropping the 
stock off at our depot. 
Bookings for next day collection/drop off must be 
made 24 hours in advance. Same day bookings are 
not allowed. 

Delivery date: date when the stock must be 
delivered by LMC Express or when the recipient is 
collecting the stock at our depot. 
For major routes, allow 48 hours/2 days in transit. 

  

We do not accept timeslots for collections. 
Timeslots are only for deliveries to Distribution 
Centres. 

Collect at: 

• Choose sender site if LMC Express must 
collect at the sender’s address (Client to 
Client or Client to Depot bookings). 

• Choose LMC Express depot if the sender is 
dropping it off at the depot (Depot to Client or 
Depot to Depot bookings) 

Deliver to: 

• Choose recipient site if LMC Express must 
deliver at the recipient’s address (Client to 
Client or Depot to Client bookings). 

• Choose LMC Express depot if the recipient 
is collecting at the depot (Client to Depot or 
Depot to Depot bookings) 

  

• Choose the correct commodity of the stock, and make sure the temperature is corresponding. 

• Choose the quantity of the pallets that will be transported. 

• Half pallet bookings will always reflect as quantity = 1 

 

Optional use: client order number and reference. Example, purchase order numbers or any other internal 
reference between sender and recipient. 
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• If you do not have a pallet(s) of your own, you must tick it under add-on options. 

• If you do not have shrink wrap of your own, you must tick it under add-on options. 

• If you need assistance in pallet sorting/unpacking/repacking/packing, you must tick you must tick it 
under add-on options. 

• Should you NOT select any of these options, but do make use of any of these add-on services, 
your consignment will NOT depart from the sending depot until your account is fully paid. 

• Pallets must be fetched from an LMC Express depot; please bring proof of payment with. 

 
 

Required POD documents are mainly for clients with Account Terms as you do receive a copy of the POD 
upon collection and delivery. 

 

In consignment notes: you can add any notes here that you would like LMC Express to note on the 
booking. 

 

Click save to save the consignment booking form. 

 

 
9. If you would like to attach any documents that you want the recipient to receive, you can add it here. 

 

10. This ONLY applies to full pallet bookings: 

• If you have more than one collection or delivery address or you are booking for different 
commodities that’s on the SAME ROUTE, that is ON THE SAME COLLECTION DATE, please click 
on NEW CONSIGNMENT again once you saved your first booking. 

• It should have the same Booking Reference Number. 
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11. Click on pay now to proceed with your booking: 

• Your booking will NOT be submitted if you fail to pay on the portal. 

• Your stock will therefore NOT be transported. 

• Your payment will be unallocated. 
 

Once portal payment is successful, your booking is complete.  
Wait for a booking confirmation to be sent to you via email.  
You must use the LMC Express label that is attached on the booking confirmation email. 

 

Payfast allows the following type of payment options: 

 
 

  



8 
 

Book a Parcel Box 
1. On the left-hand panel, click on BOOKINGS > BOOKING REQUESTS 

 

2. Click on NEW BOOKING REQUEST 

 

3. Origin: select where the stock is coming from. Destination: select where the stock is going to. 

 

4. Click on CREATE to open a booking request on the box type you want to book. 
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5. The booking request is now open. Please take note of your booking reference number: you will need it 
for any queries.  

 
 

 

Consignment pop-up form: 

Sender Recipient 

Sender: name of person who is dropping off the 
stock. 

Recipient: name of person who is collecting the 
stock. 

  
Name of the company of the person who is sending 
the stock. Add their contact information. 

Name of the company of the person who is 
receiving the stock. Add their contact information. 

  
Collection date: date when the sender is dropping 
the stock off at our depot. 
Bookings for next day collection/drop off must be 
made 24 hours in advance. Same day bookings are 
not allowed. 

Delivery date: date when the recipient is collecting 
the stock at our depot. 
For major routes, allow 48 hours/2 days in transit. 
It cannot be the same date as the collection date. 

  

Choose how many boxes will be transported. 

 
Temperature for: 

• Frozen: type -25  

• Chilled: type +4  

• Dry: type or leave it as N/A 

 

Maximum weight per box is 25KG 
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We do not insure parcel boxes. If you would like to take out insurance on your box(es), tick the insurance 
box enter that value of your stock in this field and an additional insurance cover cost will be calculated at 
10% of the value.  
Leave it as 0 if you are not taking out insurance. 

 
Optional use: client order number and reference. Example, purchase order numbers or any other internal 
reference between sender and recipient. 

 
In consignment notes: you can add any notes here that you would like LMC Express to note on the 
booking. 

 
Click save to save the consignment booking form. 

 
 

9. If you would like to attach any documents that you want the recipient to receive, you can add it here. 

 

 
11. Click on pay now to proceed with your booking: 

• Your booking will NOT be submitted if you fail to pay on the portal. 

• Your stock will therefore NOT be transported. 

• Your payment will be unallocated. 
 

Once portal payment is successful, your booking is complete.  
Wait for a booking confirmation to be sent to you via email.  
You must use the LMC Express label that is attached on the booking confirmation email. 
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Payfast allows the following type of payment options: 
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How To Obtain Invoices, PODs and Pay 
Outstanding Invoices 

1. Click on PROFILE. 

 

2. Click on VIEW INVOICES. 

 

3. Filter the dates as applicable and click GO. 

 

4. Click on the following icons to view your documents. 
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How To Change Your Password 
1. Click on FORGOT PASSWORD and wait for the email to come through. 

 

2. Contact the nearest customer care member to reset your password: 

Cape Town: Brianne 0215517668 OR WhatsApp on 0737582255  

Durban: Samantha 0319401100 OR WhatsApp on 0605708252 

Johannesburg: Michelle 0119746428 OR WhatsApp on 0605707935 
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Labels and Pallet Specifications 
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