
User Guide

Registration
Signing up for a new account



Click here to register account on SEND Portal

Fill up the fields accordingly and click here to 
register account on SEND Portal



Upon submission, this message will be shown



(MyCompany)

MyCompany

MyCompany Pte Ltd

‘valid.email@somewhere.com’ 
Vf@R.CeA-QtT-P

Upon approval, you will receive an email with the 
login username and password

mailto:Valid.email@somewhere.com
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Login to SEND
First login



Enter the username and password provided to 
Sign In

valid.email@somewhere.com

Vf@R.CeA-QtT-P



Under Account Admin, select Change 
Password

Enter current and new password to change

MyCompany Pte Ltd

valid.email@somewhere.com 

mailto:Valid.email@somewhere.com
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Dashboard Menu
Management

Operations
Administration



Under Dashboard Menu, there are 3 sub-categories:
1. Management
2. Operations
3. Administration

Under “Management” you would be able to view the 
Daily Activities, Top Utilized Lockers, Parcel Dwell 
Time, and search for status of specific parcels.

MyCompany Pte Ltd

valid.email@somewhere.com

MyCompany Pte Ltd

valid.email@somewhere.com

mailto:Valid.email@somewhere.com
mailto:Valid.email@somewhere.com


Click on this chart area 
to view Daily Activities

Search parcels for the 
latest status

Visual representation 
of the most popular 

lockers used

Dwell time of parcels
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Dashboard Menu
Management

Operations
Administration



Under “Operations” you would be able to view the 
locker locations on a map, locker details, number of 
parcels pending drop-off and collection, etc.

Zoomed in map showing the specific 
locations of the lockers

HDB void decks & 
commercial malls

Community 
Clubs

MRT Stations & 
Bus Interchanges

MyCompany Pte Ltd

valid.email@somewhere.com

mailto:Valid.email@somewhere.com


Clicking on a locker, the specific details of that locker is 
displayed, including description of the location of that locker

Under CSV Download, you can choose to download the 
complete list of lockers with the details and locker 

transactions details

MyCompany Pte Ltd

valid.email@somewhere.com

mailto:Valid.email@somewhere.com
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Dashboard Menu
Management

Operations

Administration



Under “Administration” you would be able to 
manage Users and Drivers

Click here to View and Add Users

MyCompany Pte Ltd

valid.email@somewhere.com

MyCompany Pte Ltd

valid.email@somewhere.com

mailto:valid.email@somewhere.com
mailto:Valid.email@somewhere.com


Click here to Add new Users

valid.email@somewhere.com valid.email@somewMyName +659123457

Fill in the necessary details for the new User, 
leave the checkbox empty and click “Add User”



If the new User is a Driver, please check the 
checkbox before clicking “Add User”

12 4

You can have multiple users and drivers, 
according to your needs

Click here to manage the Drivers’ accounts

12 4
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Orders Menu
Order Locker

Send Parcel
Upload Booking

o All Orders
o Open Orders
o Completed Orders 



The “Orders” Menu allows you to make bookings 
for lockers, arrange to deliver parcels, view all 

your orders, etc.

Selecting “Order Locker” allows you to book 
a locker for self-delivery to the locker



Fill in the details of the locker order and click 
“Submit”

If all the details are entered correctly, you will 
receive the confirmation of the order
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Orders Menu
Order Locker

Send Parcel
Upload Booking

o All Orders
o Open Orders
o Completed Orders 



Selecting “Send Parcel” allows you to book a 
delivery service.

The options available includes
1. Locker-to-Locker Delivery
2. Door-to-Locker Delivery (available soon)
3. Locker-to-Door Delivery (available soon)

Fill up the boxes with accurate information 
and click “Submit”

If the order is successful, the results will be 
shown as confirmation



Also, you will receive an SMS with the 
Deposit PIN. This PIN allows you to drop-off 

your parcel at the locker of your choice

Concurrently, you will receive a Whatsapp 
message indicating the confirmation of the 

delivery job

Upon depositing the parcel in the locker, you 
will receive an update via Whatsapp



You will continue to receive updates via 
Whatsapp at every milestone until the parcel 

is finally collected by the recipient. 
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