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Introduction 
 

Clayton has been embarking on a journey to modernize its technology and one of those 

initiatives is to improve how we plan, schedule, and ship our homes to our retail and community 

partners. We have selected Oracles Transportation Management System (TMS) to improve the overall 

home transport experience.  The end goal is to improve how we interact with you, our valuable partner, 

and provide you the opportunity to continue to grow your business with us.  

Undergoing a change like this is a massive undertaking and we recognize that this may require 

significant changes and impacts to your team. Our end goal is to make this process a long-term benefit 

to our partnership by creating a more streamlined flow of information and improved overall experience. 

Once the project is fully complete, we aim to provide you with more timely updates on orders, more 

details on order information directly from our production platforms and create more visibility for 

backhauls and cross plant hauling. We also will aim to reduce the number of emails, spreadsheets and 

phone calls and house all shipping activities on one platform, consistently amongst our 40 plants across 

the United States.  

In this guide, you will find step-by-step instructions on how to perform the required steps in our 

carrier portal. We want to thank you in advance for your patience during the process and we look 

forward to working with you to create a World Class transportation experience with Clayton.  

 

 

 



Order Tendering 
When a planner at our facility tenders an order to the carrier, an email will be sent providing details of 
the order and asking the carrier to either ACCEPT or DECLINE the offer to move the home. The tender 
will include important information such as pickup and delivery location and request dates, floor serial 
number, dimensions, etc.  

 



How to Accept or Decline a Tender? 
 

Step #1 - From your Oracle Menu, go to Tender and Notification Icon 

 

Step #2 – Perform a search by either adding filters to locate a specific tender or no criteria and pressing 
“Search”. Not criteria will show you all your tenders. We suggest filtering by Tender Offer Status and 
selecting “Outstanding” to see new orders no accepted.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step #3- Click on the order you want to ACCEPT or DECLINE 

 

Step #4 – Review details of the order such as Pick Up and Deliver Dates, shipment cost and if you 
accept the tender offer, select “ACCEPT” at bottom of the screen. If you cannot move the 
shipment on the dates provided, then select “ DECLINE” 



 

 

Note: Once the order has been accepted, it is the transporter’s responsibility to pick up at the 
scheduled delivery dates and times. Any updates to the order will be communicated via Order 
Updates and by the planner. In the next steps we will show you how to view and manage your 
order updates.  

 

 

 

 

How to Update Pick Up and Delivery Events? 
To keep up with all shipments, we are asking our partners to provide as close to real time as possible 
updates on when our orders ship from our home building facilities and also when delivery has been 
completed. There are 4 main shipping events we are asking you to update on each order.  

1) Arrive at Stop #1 – This is the date/time the driver arrived at our plant to pick up the 
home. USE QUICK CODE EAA 
 

2) Depart at Stop #1 – This is the date/time the driver departed our plant wit the home. 
USE QUICK CODE EAD 



 
3) Arrive at Stop #2 – This is when the driver arrives to the home centre, community, or 

customer site. USE QUICK CODE EAA 
 

4) Depart at Stop #2 – This is when the delivery has been complete, and the driver has 
departed the facility. You must also provide the accurate number of escorts used for the 
shipment at this point. USE QUICK CODE EAD 

IMPORTANT: All 4 steps are required to move the order to COMPLETE status. This must happen 
for you to invoice us for the shipment.  

Step #1 - To update shipping events, access the Shipment Events – Carrier icon from your 
workbench.  

 

Step #2- You have the option to search by Serial Number of the home or a wide-open search to 
display all your orders. Place a Check Box next to the order you are updating and select 
“Actions” and “Add Tracking Event” 

 

Step #4- The “Shipment Tracking Events” window will pop up.  For Arrival at Pick Up or Arrival 
at Delivery, use the quick code EAA. For Leaving the Pick Up or Leaving the delivery use quick 
code EAD. You must select the updated event you are providing, the stop you are updating and 
the date/time of the event.  



 

 

 



How to Submit and Invoice to Clayton? 
Standard Invoice Submission 
Once the Shipment is completed, OTM will auto-generate Invoice For carriers with Freight 
Payment Type defined as ‘REVIEW_PAY’ 

Carrier can find those invoices in Payment Center Workbench. When Invoice is available for 
review, submission status of the invoice will be ‘Blank Yellow’  

 

Carrier can review the invoice and submit it for approval by performing action ‘Submit Invoice 
For Approval’  

Once the Invoice is submitted, Submission status will be updated as ‘SUB’ and once it is 
approved Approval status will be updated as ‘AUT’ 

 



Auto Match Invoices 
Once the Invoice is interfaced into OTM, Match Rule set up against the carrier will be validated 
and if it is satisfied, Invoice will be associated with the Shipment. 

 

Invoice Match status will be updated as ‘AUT’ since its automatically matched and the matched 
Shipment will be displayed under ‘Matched Shipments’ Tab. 

If Invoice is approved automatically based on auto approval rules, Approval status of the 
Invoice will be updated as ‘AUT’ 

 

Vouchers will be automatically generated for approved invoices and it can be viewed under 
‘Voucher’ Tab. 



Match Failed Invoices 
When an invoice interfaced to OTM fail to match with the Shipment, Invoice will get created in 
OTM, but the match status of the invoice will be updated as ‘FLD’. 

 

Manually Matched Invoices 
Finance Team can review the failed invoice and then manually match the invoice with the 
Shipment by directly entering the Shipment ID. 

 

 

 

 

 

 

 

 

 

When Finance or Operations team manually match the Invoice against a Shipment, the match 
status of the Shipment will be updated as ‘MAN’. 



 

Balance Due Invoices 
When more than one invoice is interfaced against a Shipment, match status of the first Invoice 
will be ‘AUT’ (Auto-Matched Invoice), whereas the subsequent matched invoices will have a 
match status ‘BAL’ (Balance Due Invoice/Non-Original Invoice) 

 

Balance Due Invoice creation in OTM 
Carrier can create Balance due invoices in OTM. 

Step #1 - From your Oracle Menu, go to Balance Due and Invoice Credit Note 

 

Step #2 - Click on New to create new invoice. 



 

Step #3 – Input required fields.: Invoice Number, OTM SCAC Code, Serial Number, Plant Number 

o Serial number must be 6 digits with A or B at the end. Example, serial 85603 should be 
entered as 085603B. 

o Plant Number is Oracle Plant number. All plants begin with proceeding “10” and then 
legacy plant number. Example, plant 941 is plant 10941. 

 

Step #4 – Input line items on invoice. Click Line Items and then New Line Item. 



 

Step #5 – Save the invoice. Click on finish and the Balance due invoice will be created. The Match status 
of the invoice will be ‘INV MATCH_BALANCE DUE’ and the INV APPROVAL status will be ‘INV 
APPROVAL_REVIEW PENDING’. 

 

Credit Note Invoice creation in OTM 
Carrier can create Credit Note invoices in OTM. 

Step #1 - From your Oracle Menu, go to Balance Due and Invoice Credit Note 

 

Step #2 - Click on New to create new invoice.  



 

Step #3 – Input required fields.: Invoice Number, OTM SCAC Code, Serial Number, Plant Number. Make 
sure to check the box for Credit Note. 

o Serial number must be 6 digits with A or B at the end. Example, serial 85603 should be 
entered as 085603B. 

o Plant Number is Oracle Plant number. All plants begin with proceeding “10” and then 
legacy plant number. Example, plant 941 is plant 10941. 

 

Step #4 – Input line items on invoice. Click Line Items and then New Line Item. Input values as positive 
values. By selecting the credit note indicator on the previous screen, all values are interpreted as 
negative.  



 

Step #5 – Save the invoice. Click on finish and the Balance due invoice will be created. The Match status 
of the invoice will be ‘INV MATCH_BALANCE DUE’ and the INV APPROVAL status will be ‘INV 
APPROVAL_REVIEW PENDING’. 

 

 

How to View Match Status of EDI-Integrated Invoice 
For EDI enabled carriers, Freight Payment type will be defined as ‘MATCH_PAY’ in OTM. 

 

 



Whenever carrier sends an Invoice via EDI, OTM will auto match the invoice against the 
Shipment based on Match Rules set up in OTM. 

Below Match Rule definition indicates that: 

a) Service Provider against the Invoice should EXACTLY match against the service 
provider of the Shipment. 

b) Either Shipment ID (SHIP_XID) or House Serial Number (SERIAL_NUMBER) in Invoice 
should be matched with the Shipment ID (SHIP_XID) or House Serial Number 
(SERIAL_NUMBER) against the Shipment. 

When both the above rules are satisfied, OTM will associate the Invoice with the Shipment. If 
the Invoice is eligible for auto-approval, OTM will auto approve the invoice and generate the 
voucher. 



Below Shipment is built for House Serial Number 863593 

 

Invoice interfaced by EDI Carrier (e.g.: BTTI) should also contain the same House Serial Number 
for a successful match. 
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Term Definition
OTM Oracle Transportation Management
HBF Home Building Facility
Connect This refers to Clayton's Fleet for Home Transport

Connect+
This refers to the long-term plan for centralized transportation management of all transportation activities for 
HBG.

Outbound
This refers to outbound shipment of finished goods (Home Transport) that does not flow through the centralized 
transportation team

Carrier Profile
This is a way to restrict planning for an order to be planned with either a 3rd party transporter or with Clayton 
Connect.

Service Provider / Carrier
Within OTM, these two terms represent our transporters or haulers. In OTM, they are frequently represented by 
the carrier's SCAC Code.

SCAC Code Standard Carrier Alpha Code. This is a unique code used to identify a transportation company.

Source location
Typically, this is the plant that the shipment is picking up from. However, it can be any location from which a 
shipment is originating.

Consignee For Home Transport, this is usually the retailer, community, or independent that placed the order.

Destination Location / Ship To
Typically, this is the actual location for the home delivery. However, it can be any location that a shipment is 
destined for.

Shipper For Home Transport, this is usually the Home Building Facility.
Order Release A unique Home Order. The Plant and Order Number from the AS400.

Shipment ID
A unique identifier in OTM to represent a single shipment, typically of one section of a home. For example, an 
order with 2 sections will create 2 unique shipment IDs.

Tracking Event Pickup, Delivery, etc.… Any event that happens during the course of the shipment.

Early Pickup Date
This is usually the offline date from the AS400 unless overwritten within OTM. This indicates the earliest date that 
a section could be picked up for shipment.

Late Pickup Date
This is usually the estimated offline date from the AS400 unless overwritten within OTM. This indicates the latest 
date that a section could be picked up for shipment.

Early Delivery Date
This is usually blank unless updated within OTM. This indicates the earliest that a section could be delivered to the 
retailer location.

Late Delivery Date
This is usually blank unless updated within OTM. This indicates the latest that a section could be delivered to the 
retailer location.

Tender This is a request to a carrier to haul a shipment.

Resource Status
This is the status to indicate whether a shipment has been tendered to a carrier and whether the carrier has 
accepted or rejected the tender.

Transport Status
This is the status to indicate where a shipment is. Typically the indicators will represent that the shipment has not 
started, is en route, or has completed.

Shipment Approval Status
This is the status to indicate whether a shipment has been approved or not prior to invoicing. If additional cost is 
incurred during transit, those costs can be reviewed and approved prior to receiving an invoice from a transporter.



Status Indicators 

 

 

 



 

 


