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Accessing WEXlink 
Go to www.washingtonexpress.com and click the place order button. You will be directed to the 
customer portal. Login to your account or continue as a guest.  

 

 

 

 
 

 

 

 

 

http://www.washingtonexpress.com/
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Place An Order 
Select Place Order in the lefthand menu and enter your delivery details.  

 
 

 

Choose your ready 
date/time. 

Select from your saved 
address book or enter 
pick-up details below. 

Check this 
box if we are 
picking up 
from a 
residence 

Leave any relevant notes, i.e. 
“call contact upon arrival” or 
“pick-up at reception” 

To save this info for future 
deliveries, choose “Add to 
Address Book” 

Quickly swap your 
default pick-up address 
with the delivery address 
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To save this info for future 
deliveries, choose “Add to 
Address Book” 

Select from your saved 
address book or enter 
delivery details below. 

Check this 
box if we are 
delivering to 
a residence 

Leave any relevant notes, i.e. 
“call contact upon arrival” or 
“leave with reception” 

Enter your desired service type 
and package type here.  Use 
the “quote this order” button 
at the bottom of the page to 
view the time parameters and 
cost of each service type. 

Enter your vehicle type. You 
can view what areas qualify for 
bike service using the “bike 
zone map” in the top right 
menu.  
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This is where you can enter 
your firm’s billing reference, if 
applicable.  

Check off which delivery 
notifications you would like to 
receive & add additional 
contacts to receive them.  

Add any additional notes about what 
we’re picking up, delivery 
instructions, or attach any images or 
relevant documents about the order.  

If this will be a frequent delivery 
request, save the entire order as 
an “EZ Ship” order and “Fill with 
EZ Ship” next time.  

Place or quote your order.  
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Create A Round-Trip 
Once your order is placed, you can order a round-trip under the Place a new order menu.  

 

 

Track Your Order 
In Keywords, enter the order # (found in your confirmation email) to directly pull up the order, or 
enter any relevant order detail or select a date range and click the search button.  
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From the tracking page, you can:  

1. View delivery map. 
2. Print your shipping label. 
3. View/print your proof of delivery (POD), including signature and photo proof of delivery. 
4. Track events (i.e. track driver stops, contact issues, order issues, etc). 
5. View images/documents attached to the order. 
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Edit Your Address Book 
1. To add or edit your delivery address book, navigate to the settings icon in the bottom left 

corner and click Account preference.  
 

 
 

2. Save new addresses to your public (or company) address book or to your personal list.  
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Update Password 
To change your password, navigate to the settings icon and click Account preference. Under the 
Administration tab, you will see the option to update your password.  

 

View Reports/Invoices 
To view order summaries and current or past invoices, navigate to the Reports tab in the lefthand 
menu.  
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Need Assistance?  
Contact Customer Service 
Email: info@washingtonexpress.com  
Phone: (301) 210-3500 

 

mailto:info@washingtonexpress.com
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