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Logging In and Managing Passwords 

1. Logging In  

Open an internet browser of your choice. 

Navigate to the shipit login page: speedee.dsapp.io 

Enter your email address and password in the respective fields and click on 

the Login button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you ship both Parcel & LTL you will need to choose which account you are 

shipping for upon login:  
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2. Forgotten Password 

If you forget your password, click on the Forgot Password link on the login 

page. 

 
Enter your email address and click on Submit.  

Follow the instructions sent to your email to create a new password.
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3. Changing Your Password 

Once logged in, click on the Character Icon located at the top-right corner of 

your screen. 

Click Password. 

 

 

Enter your new password in the provided fields and confirm it. 

Click on Change Password to save your new password. 
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4. Setting Your Time Zone 

To adjust your time zone, click on the Character Icon. 

Select Time Zone and make sure it is set to your correct current time zone. If 

you are in Central Daylight Time, choose that option. 

 

 

5. Logging Off 

To log out of shipit, click on the Character Icon. 

Select Log Off from the dropdown menu to sign out of the system. 
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Switching between Parcel & LTL Accounts 

1. Click on the Settings button, choose the account to ship from. 
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Understanding the Dashboard 
*Only visible to the Account Administrator 

 

Side Menu 

1. Dashboard 
2. My Orders 
3. My Account 
4. My Contacts 
5. Reports 

 

Top Menu 

6. Search Bar 
7. Help 
8. Create New Order 
9.  Settings/Sign Off 

 

1 
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1. Dashboard 
-See recent order history at a glance 

 

2. My Orders 
-See all orders within your account 

 

3. My Account 
-See your billing 
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4. My Contacts 
-See/import contacts 

5. Reports 
-Create custom reports 

6. Search Bar 
-Search for a specific Order ID 

 
7. Help 

8. Create New Order 

9.  Settings/Log Off 
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Navigating the Orders Tab 

1. From the Dashboard click on My Orders 

2. Access the Orders Tab 

• In the Orders tab, you can search by various fields such as: 

o Account Name 

o Account Number 

o Barcode 

o Delivery Address 

o Delivery Company 

o Order ID 

o Pickup Address 

o Pickup Company 

o Recurrence 

o Reference Number 1-2-3 

o Template Names 

3. Search for Orders 

• Use the search bar to enter any information (i.e. Account Name, 

Order ID) and click the magnifying glass to search 

4. Filter Orders by Date 

• You can select the time frame for your order search: 

o Past two weeks 

o Past month 

o Past three months 

o Past six months 

o Any time 

5. Create New Orders and Generate Reports 

• From the Orders tab you can: 

o Create a new order 
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o Use the Gear Icon to print or export these reports. 

6. Customize Columns 

• Click on the Gear Icon to select or deselect columns you wish to view 

in the Orders tab. 

• The selected fields will appear at the end of the current view. You can 

drag and drop the columns to rearrange them. 

7. Export or Reset Column View 

• You can export your customized column view or reset it to the default 

view by modifying the selected fields. 

8. Filtering Orders 

• Click on the filtering icon next to a column, such as Account Name, to 

filter the orders using various criteria, such as: 

o Contains a specific value 

o Equals or does not equal a value 

o Starts or ends with a value 

o Field is or is not empty 

9. Sorting Orders 

• Click on any column name to sort the information: 

o Ascending/Descending for numeric fields 

o Alphabetically for text fields 

10.  Shortcuts for Creating or Duplicating Orders 

• Next to Order ID, click on the arrow for shortcuts: 

o Create an order with the same account 

o Create a duplicate order 

o Create an order with the same pickup or delivery address 

11.  Cancel Orders 

• Use the shortcuts to cancel an order directly from the Orders tab. 

12.  Search by Order ID 

• To search for a specific order, enter the Order ID in the search bar at 

the top right of the screen, then click the arrow to open and modify 

the order.  
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Creating a Parcel Order 

1. You can navigate to the Orders screen 1 of 3 ways 
Click on the My Orders Tab (You will then need to click New Order) 
Click New Order 
Click the Order Icon 

 
2. The first time you log in you may need to enter your company 

information into the Pickup Address 

3. Click Continue 
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4. Enter the Delivery Address Information 
5. When entering the address, the Global Address will populate 

6. Select the correct address 
7. Click Continue 
8. Add Items to the Order 

a. Number of Parcels 
b. Parcel Type 
c. Dimensions 
d. Weight 
e. Description (optional) 
f. + Add Item (click to add another parcel to the order) 

 
9. Click Continue 

a

 
 
 

b

 
 
 

c

 
 
 

d

 
 
 

e

 
 
 

f
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10.   A summary of charges will appear on the right of the screen.  
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If the order is complete click Create Order 

11.  A print label box will appear, click Print 
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Adding Accessorials 
AOD/COD 

1. Click Edit in the Pricing Items section on the lower right 
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2. Click +Add Pricing Item 
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3. Check the box next to the AOD/COD service, click Save 

4. The fee has been added to the Pricing Items, click Save 
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5. To Enter the COD Amount for Collection:  
 Click Additional Info 
 Click Edit

 

Enter in the COD Amount to be collected, click Save 

 

You can also enter a PO # for your information in this section. 
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Adding Declared Value 

1. Click Items, click Edit 

 

2. Click on the Pencil of the package to add the declared value to 
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3. Enter in the Declared Value, click Apply 

 

4. Click Save 
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How to Print a Parcel Manifest 

1.  From the Dashboard click on My Orders 

 
2. Click Generate Report  

 
3. Select Manifest 
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4. Click on the Printer 

  



 
 

  
 

 

25 
 

Creating a Pallet Order 

1. You can navigate to the Orders screen 1 of 3 ways 
Click on the My Orders Tab (you will then need to click New Order) 
Click New Order 
Click the Order Icon 

 
2. The first time you log in you may need to enter your company 

information into the Pickup Address 

3. Click Continue 
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4. Enter the Delivery Address Information 
5. When entering the address, the Global Address will populate 

6. Select the correct address 
7. Click Continue 
8. Add Items to the Order 

a. Number of Pallets 
b. Parcel Type 
c. Dimensions 
d. Weight 
e. Description (optional) 
f. + Add Item (click to add another pallet to the order)  

 
9. Click Continue 

 

a

 
 
 

b

 
 
 

c

 
 
 

d

 
 
 

e

 
 
 

f
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10. A summary of charges will appear on the right of the screen 
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11. If the order is complete click Create Order 

12.  A print label box will appear, click Print 
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Adding Accessorials 
 

1. Click Edit in the Pricing Items section on the lower right 
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2. Click +Add Pricing Item 
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3. Check the box next to the Extra Fee, click Save 
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4. The fee has been added to the Pricing Items, click Save 
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5. To Enter a COD Amount for Collection:  
 Click Additional Info 
 Click Edit 
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6. Enter the COD Amount to be collected, click Save  

 

 

You can also enter a PO # for your information in this section. 
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Adding Declared Value/Hazardous Materials 

1. Click Items, click Edit 

 

2. Click on the Pencil 
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3. Enter in the Declared Value, click Apply 

4. For Hazardous Click Yes/No in the dropdown menu 
5. Enter in the weight of the Hazardous Materials 
6. Enter in the number of packages within the pallet that are Hazardous 

Materials, click Apply 
7. Click Save 
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Printing a BOL 

1. From the Orders Screen click on the Order ID 

 
2. Click on the Export button 
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3. Click BOL 
 

 
4. Click Print 
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Sending Notifications 

1. Click Notifications 
2. Click Edit 

3. Click on the Pencil 
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4. Notifications can be sent by the events listed below: 

5. Check the box to add notifications 
6. Click Apply, click Save 
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Modifying an Order 

1. From the Dashboard click on the My Orders Tab 

 
2. Use the Search Bar to enter any information (i.e. Account Name, Order 

ID, etc.) and click the magnifying glass to search. 
 

3. Click on the Order ID to access and modify the order. 

 

You can also Filter the Orders by Date 

  



 
 

  
 

 

42 
 

Canceling an Order 

Canceling an Order (Option 1) 

1. From the Dashboard click on the My Orders Tab 

 

2. Click on the Order ID 
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3. Click on the shortcut Arrow next to New Order 
4. Click Cancel Order 

 
 

5. Click Confirm 
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Canceling an Order (Option 2) 

1. From the Order Screen click on the Order shortcut 

 
 

2. Click Cancel Order 
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3. Click Cancel 
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Creating Contacts 

1. From the Dashboard click on My Contacts 

 
2. Click New Contact 
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3. Enter the Contact Information 
a. Company Name 
b. Contact Name 
c. Phone Number 
d. Email Address 
e. Street Address 

 
4. Click Save 

Adding a Contact while entering an Order 

Click Add to Contact box

 

a

 
 
 

b 
 
 c

 
 
 

d

 
 
 

e 
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How to Import Contacts 

You will first need to download the template. 

1. From the Dashboard click on My Contacts 
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2.  Click Import 

 
3. Click Import Contacts 
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4. Click Download Template 

 

5. Open the File 

 

 

6. Make sure to complete all Mandatory Fields 
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To Import the Contacts 

7. Repeat Steps 1-3 
 

8. Click Select a File. . .  
 

9. Select the file to download 
 

10. Click Upload 
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How to Edit/Delete Contacts 

1. From the Dashboard click on My Contacts 

 

2. To Edit, click on the Contact Name in Blue 
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3. Edit the Contact, click Save 

 
4. To Delete, click on the Trash Can 

 
5. Click OK 

 
 


