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POPS Vendor Registration

Vendor Registration Portal link
https://apps.pensketruckleasing.net/vendorreg/app/init

All * fields are required
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POPS Vendor Registration

Email address in both 
boxes must match

No punctuation or spaces in Phone 
or Zip Code fields
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POPS Vendor Registration

Enter the text in the image 

Click OK to continue
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POPS Vendor Registration

Acknowledgement message once 
first part of registration is 

completed
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POPS SSO Registration

An email will be sent with the subject 
line: Approve Vendor Notification from 

POPSADMIN@PENSKE.COM 

From this email you will need the User Id 
and the Default one time use password

Use the link in the email to complete the 
SSO registration and setup your 

password



Copyright © 2018 Penske. All rights Reserved. Page 7

POPS SSO Registration

Enter the “User Id” from the POPSAdmin 
Email as the SSO Id

Select “All Other Users”

Click Continue
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POPS SSO Registration

Enter the “Default one 
time use password” from 
the POPSAdmin Email as 
the temporary password 

Select your password 
challenge question and 

type your answer
Click Submit to continue
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POPS SSO Registration

Confirmation message 
that this part of the 

registration is completed
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POPS SSO Registration

Key in “Default 
one time use 

password” from 
email

Create new 
password 
meeting 

password 
requirements

Rekey new 
password

Click Continue
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POPS SSO Registration

New password is set and ready to use 

SSO and password are ready to use to 
access POPS
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POPS Login

This shows the summary with links to 
pre-filter the transaction screen.

https://apps.pensketruckleasing.net/pops/entry/ApplicationEntry

Enter your 
User Id/SSO Id and 

password

Click Login
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POPS Home Screen

This shows the summary with links to 
pre-filter the transaction screen.
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POPS Transaction Screen
Status Descriptions

POPS Status Description

Review Carrier approval step : Transaction charges to be validated by carrier -

Carrier can add accessorial charges or dispute the displayed charges as 

needed - If POD/BOL required, it must be uploaded to submit to next step

Dispute or 

Pending

Review

Validation step : Uploaded paperwork reviewed - Disputes researched

Approved Scheduled to pay : Transaction has been approved and is waiting for 

payment release date - No additional changes can be made to the 

transaction

Paid Payment released : Transaction has been processed and paid - Payment 

information visible in the transaction detail screen

Cancelled Transaction has been cancelled by Freight Payment Team
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POPS Transaction Screen

This pulls up to 250 transactions 
before using filters to narrow down 

transactions. 
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POPS Transaction Screen
Filters

Filters can be added by selecting 
customers, entering transaction/load 

numbers, by status, and/or by a 
previously entered vendor invoice#. 
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POPS Transaction Screen

To review and approve a transaction, 
click “edit”.
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POPS Transaction Screen
Edit Transaction – Vendor Review

Add your invoice number here.  
It will appear on your payment 
remittance and is searchable 

within POPS. 

You can upload your invoice, 
the signed POD/BOL, or any 

additional paperwork here.  You 
can search for the documents 

on your computer or simply 
drag-and-drop.
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POPS Transaction Screen
Edit Transaction – Vendor Review - Continued

This shows the rates listed for the 
load. 



Copyright © 2018 Penske. All rights Reserved. Page 20

POPS Transaction Screen
Edit Transaction – Vendor Review - Continued

To dispute a rate.  Click in the 
dispute radial then enter your 

amount.  Add comments 
explaining the reason for the 

dispute. 
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POPS Transaction Screen
Edit Transaction – Vendor Review - Continued

To add an accessorial, click on 
the Add New Line.
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POPS Transaction Screen
Edit Transaction – Vendor Review - Continued

Select the appropriate charge 
from the list.  Enter your amount.  

Add comments explaining the new 
charge. 
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POPS Transaction Screen
Edit Transaction – Vendor Review - Continued

Click the green submit button at the very bottom of the screen to move the 
transaction to the next status in the payment process.
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POPS Transaction Screen
Edit Transaction – Vendor Review - Continued

The status is now listed as 
“Pending Review”



Copyright © 2018 Penske. All rights Reserved. Page 25

POPS Transaction Screen

Click on the transaction number to view the details for 
Approved or Paid transactions.
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POPS Transaction Screen
View Transaction – Approved

The Payment Release Date or Scheduled to Pay Date is 
listed on the screen for Approved Loads. 
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POPS Transaction Screen
View Transaction – Paid

The payment detail is listed on the 
screen for Paid loads. 
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POPS Manage Users
Add Users

Select the User Master tab under 
Manage Users

Click Add
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POPS Manage Users
Add Users - Continued

Enter the required information

Select the appropriate user type.  

• Vendor Admins receive 
notification emails and can 
add users.

• Vendor Users do not receive 
the notification emails and 
cannot add users. 
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POPS Manage Users
Add Users - Continued

Select your Vendor Name
Click the top blue arrow
Click Save

You will receive a confirmation 
pop up.  Click Yes to continue. 
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POPS Manage Users
Add Users - Continued

You will receive a successful creation or updated 
notification.

The new user will receive an email with their 
SSO User ID and their temporary password. 

Click Back or on one of the tabs to exit this 
screen.
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POPS Reports

The Reports tab can be used to pull data from POPS into 
Excel for additional analysis. 

These filters can be used to limit 
the output data.  Clicking on 

Advanced Search gives 
additional filter options to further 

drill down the available data.  
Click Generate Report once you 

have entered your filters.  
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Contact Information

Freight Payment Customer Service
freightpayment@penske.com
1-866-569-3291

Penske SSO Registration Issues or POPS System Issues
itservicedesk@penske.com
1-800-550-7947

POPS Application Link
https://apps.pensketruckleasing.net/pops/entry/ApplicationEntry

Vendor Registration Portal link
https://apps.pensketruckleasing.net/vendorreg/app/init




