shipit” SHIPPING GUIDE - FULL INSTRUCTIONS  so-sezm

SPEE-DEE DELIVERY TOOLS - SHIPPING GUIDE

Ship a package and print your
manifest

Shipping in shipit+ takes four moves: pick the receiver from your address book, enter
weight and size, click Ship Package, and print your manifest at the end of the day.
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1 ADDRESS z WEIGH 3 SHIP

Pick the receiver fromyour address Enter weight and dimensions. Click Ship Package or press F10.
book.

4 MANIFEST
Print it at the end of the day.


tel:18008625578

Before you start

v

shipit+installed and set up
With your address book imported. See the shipit+ Install Guide.

Your label printer and scale
Turned on and connected, plus your USB scale if you use one.

Each package’s weight and size

PACKAGE LIMITS

Max weight 150 Ib

Max size 170 inches

Oversize Ships, with a charge

KEYBOARD SHORTCUTS

Weight in pounds, dimensions in inches.

PART 1

Create a shipment

Pick the receiver from -
Shipif™  snipping ~ settings  Generate Manifest Clear
!
your address book
Reference 1: @ scale @ ) Dimensions # Of Identical Packages
. . . Reference 2 Q 0 x 0 x 0 in 1
On the Shipping tab, start typing the company O
name in Company. Matches from your address R
book drop down; click one and the address fillsin.
Dropoff Address. Assessorials Created Shipment
Company: SPEEI (] Unboxed SD8387766
You can also type the address by hand. I 8 vaivery | Spostrssossousers
Atention: Spee-Dee Pierre, 3321 Airport Rd, Pierre, SD, 57501 Spee-Dee Pierre
3321 Airport Rd
.
Dept.Floor/Room Spee Dee Delivery Soomingion, 2009 W Cotege Ave, Nermal 1L 761 | co s o
57501
City: Spee-Dee Delivery, 3201 Mecca Drive, Plover, WI, 54467 32 Packages
Declared Value $ ;7553;',74
State: Spee-Dee Delivery Service, 3201 Mecca Dr, PLOVER, WI, 54467 ) Hazardous Materials D&ll;erv area Surcharge $8571
Email: Spee-Dee, 2609 W College Ave, Norml, IL, 61761 ] Pickup Tag Shipment Weight $297.05
Quote

Ship Package

Generate Manifest

F10 or Shift+Enter




e Enter the weight and size

Type the weight in pounds in the large box under
Package Information, then the Dimensions in
inches(length x width x height). The Quote updates
asyou type.

If you use a scale, turn on Scale. Check any
Assessorials the package needs, suchas C.0.D.,
Declared Value or Hazardous Materials.

o Click Ship Package

Click Ship Package, or press F10 or Shift+Enter.
The Spee-Dee logo shows briefly while the
shipment is created.

W1 shipit lus

.
P

Shipit™  snipping ~ setfings ~ Generate Manitest
T

Reference Numbers

Reference 1: a

Package Information

Clear

Scale @ Simension #0f Identical Packages
RIS ° W !
Dropoff Address Ju— Created Shipment.
Company: Spee-Dee Delivery Service Inc O Unboxed SD8387766
0O f Delivery SPO3474603508387766

Attontion: spee-Dee pierre

5321 Airport R
Street Address: 1758 NE b1t pl

pierre
Dept./Floor/Room: coD $ SD

s7s01
city: DES MOINES 32 Packages

Declared Value $ i
38274
state: o v oz soss —~
) Hazardous Materials Delivery Area Surcharge $85.71
e " Pickup Tag Shipment Weight $297.05
Phone:
Quote
10.12
® ship Package.
o it P =
ittt ) : )
Shlp.f Shipping ~ Seftings  Generate Manifest Clear
H

Reference Numbers

Reference 1: a

Package Information

Scale @
Reference 2 a
Dropoff Address Assessorials
Company: Spee-Dee Delivery Service Inc () Unboxed
) f Delivery

Attention:
Street Address: 1738 NE 61st pl
Dept./Floor/Room: cop $
city: DES MOINES

Declared Value $
St = v Ze 8O3 ) Hozardous Materials
emal ) pickup Tag
Phone:

Quote

F10, Shift Enter
N
2Ny

Dimensions

5 x 5 x 5 i

Created Shipment
SD8387766
SP034746035D8387766
Spee-Dee Pierre

3321 Airport Rd
pierre

s

57501

32 Packages
775Lb
$38274

Delivery Area Surcharge $85.71
Shipment Weight $297.05

# Of Identical Packages

1




1 shipt Plus - o0 x

Check the Created

;
e
Shipit™  snipping ~ setfings ~ Generate Manitest tear
. * -
Shipment panel
Reference 1: a Scale @) Dimensions #0f Identical Packages

Reference 2: Q 0 x 0 x 0 in 1

The shipment appears under Created Shipment O ‘ *
with its shipment number, address, packages,
weight and charges. The form clears for the next

k Dropoff Address Assessorials Created Shipment
package. p— o | 1) tnboes
ompany: 0O f Delivery SP034746035D8387766
. . . 1738 NE 61st pl
Use Reprint Label to print the label again, or steet s a
Dept./Floor/Room: I coD $ IA
H 50313
Repeat Address to ship to the same address i Socases
Declared Value $ 31Lb
again < ) vt e
g ’ Email o | [ pickupTag
Quote
10.12




PART 2

If shipit+ stops a package

shipit+ checks each package when you click Ship Package. If it's over the limits, click OK, fix the number
and ship again.

° Fix weight and size errors

STOPPED 5 st s —

Over 1501b

A Validation Error says Max Weight 150 Lbs. Click
OK and correct the weight.

Validation Error
Max Weight 150 Lbs

STOPPED 1 st Pl —
Over 170 inches in size

Red Over Max Size appears under Dimensions, and
a Validation Error says Max Size 170 inches. Click
OK and correct the dimensions.

Validation Error
Max Size 170 inches




ALLOWED
Oversize

Oversize in black is allowed. The package ships
with an oversize charge, which shows in the Quote
andin the created shipment.

PART 3

shipit*

Reference 1:

Shipping ~ Settings ~ Generate Manifest

Q

Reference 2:

Q

Dropoff Address
company:
Attention:

Street Address:
Dept./Floor/Room:
city:

state:

Email

Phone:

Spee-Dee Delivery Bloomington a

u v zip et

Scole @

50

Assessorials
] Unboxed
] Acknowledgement Of Delivery

Declared Value §
(] Hozardous Materials
] Pickup Tag

smp Package

[ 50

50 x 5 in
Oversize
Created Shipment
sDas87745
SP034746035D8387766

Spee-Dee Delivery Service Inc
1736 NE 615t pl
DES MOINES
1A
50313
3 Packages
31b
$3067
Base Rate $30.67

# OF Identical Packages

N

Clear

Reference Numbers Package Information

Print your end-of-day manifest

e Click Generate Manifest

When you're done shipping for the day, click
Generate Manifest at the top, or press F3.

B shipit Plus

shipif*

Reference 1: |

Reference 2:

Shipping ~ Settings

Generawunifest

Dropoff Address
Company:
Attention:

Street Address:
Dept./Floor/Room:
city:

State:

Email

Phone:

Scale @

0

Assessorials

o | () unboxea
0 Delivery
a
Q
cop s
Declared Value $
vz ] Hozardous Materials
o | () PickupTag
a
Quote
123.89

© ship Package

Dimensions

0 x 0 x 0 in

Created Shipment

sDe387889
SP034746035D8387745
Spee-Dee Delivery Bloomington

2609 W College Ave
Normal

n

61761

1Packages

50Lb

$12389

Oversize $123.89
Base Rate $0.00

# Of Identical Packages

1

Clear

Reference Numbers Package Information




1 it Pl = o x

0 Choose the manifest date

If a manifest already exists for today, shipit+ asks
which date to use. Choose Today for packages
going out today, or Next pickup for the next pickup
day.

Select Manifest Date

i /- Which
manifest for?

Good to know: while it says “Generating manifest...",

I Today (Tuesday, Ogtober 20) I Next pickup (Wednesday, Octob

it can take a few minutes for recent orders to show
up.




0 Print the manifest | |

. . . SpoeDeo Dokvery s,..,n;. i-hu-';y S.,Nu\c- Inc. 034746
The manifest opens as a PDF inyour PDF viewer S, 1012012026
(Adobe Acrobat here). It lists your shipments by e b e e [z e omit cingue | e g chugee
zone, additional charges and totals, plus a barcode. ] s

Click the Print button.

Additional Charges
Overszsd _AOD _Piccup Tog Hazardous_Unboxed _ Declared_Reg COD_Ship. COD

Units 1 o o o ) o o )
Tols  $10176 000 $000  S000  $000  $000  $000  S000 7040

Type of Shipment Pleces  Weight Charges Voided Packages 0 OrderCount 4
Regular Shipments. 5 106 $139.91 EZR Labels NA  EZRConsigness N/A
Ship 2 75 531437

Ea—mrel || R

Snee.

Choose your printer and click Print. o
Print

The bottom of the manifest has lines for the Spee- Printer v Properies  Advanced telp @
Dee driver's signature, unit number and pickup Copies: | 3 () print in grayscale (biack andwhite) (] Save ink/toner @

date. Pages to Print Scale: 96%

Onu (O current Opages  [1-2 85X Inches

» More Options

034746
Tazsane

Page Sizing & Handling (i)

Size Poster Multiple Booklet
OFit O Actual size
© shrink oversized pages () Custom Scale: 100 %

(] Choose paper source by PDF page size

{8 Print on both sides of paper

Orliponlongedge () Flipon short edge

DA
lits Orientation . . — e ® 32
O Auto (O Portrait (O Landscape
talg 70,
< ' >
Comments & Forms
Document and Markups ~  Summarize Comments g2
of 4
lar Page Setup.. Cancel N/
Nehc vvongre ve rroworToT

IR TG S AP RAA PN Rl LY RUASLA® L AR R L

We're here to help

ck at any step? Call shipit Support at (800) 862-5578 Ext 510, or ask for Customer Relations.

Call 800-862-5578

Spee-Dee Delivery Service, Inc. - P.0. Box 1417, St. Cloud, MN 56302 - speedeedelivery.com/shipit



tel:18008625578
https://speedeedelivery.com/shipit/

