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1. LOGIN SCREEN 

User can login to the system by using [URL:https://www.smarttrack.co//login.php]. Following 

screen will be displayed to the user to enter login credentials. 

• Username 

• Password 

  

 

 

Figure 1-1 user panel Access Information 

2. DASHBOARD 
When user login to the system with valid credentials, system redirects user to Dashboard as shown below. 

There are 4 tiles displayed at top of the screen that represents  

• Total Shipments 

• Label Created 

• IN transit 

• Delivered 

 

Following these tiles are two graphs displayed that are: 

• Shipment Statistics Graph 

• Top Countries Graph  
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User can also expand/collapse both graphs to full screen by clicking on the icon displayed at top right of 

the graph. 

 

Figure 2-1 Dashboard 

3. PAYMENTS 
In Payments section, user will find following two modules: 

• History 

• Add Balance 

3.1. History 

On top of the screen, system will display the available balance of the user. System will list all the 

history of user transactions. Like in the following screen, user will know the Date of transaction, 

Method by which he is paying, Credit or Debit amount and Running Balance. 
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Figure 3-1 Payment History 

User can download excel file and PDF file as shown below. 

 

 

Figure 3-2 Payment History excel file 
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Figure 3-3 Payment History pdf file  

3.2. Add Balance 

In our system, we have two types of Account; Prepaid and Postpaid. 

Only Prepaid account users will be able to add balance. 

User can add balance by Paypal, Bank Transfer, Barclay’s and Cheque as shown in the figure below. 

 

 

Figure 3-4 Add Balance for Prepaid Account 
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Once, user has added balance in his account, a request will be generated by the system to the Parent 

account to approve the request. After approval, user will be able to use that balance in generating 

shipments. 

 

Figure 3-5 Request for Payment Approval 

4. MANAGE SHIPMENTS 
Shipments are basically the parcels that client need to deliver from one place to the other. Once, user 

has added balance in his account, a request will be generated by the system to the Parent account to 

approve the request. After approval, user will be able to use that balance in generating shipments. 

User can add shipments through following two processes: 

• Add New Shipment via the webpage 

• Upload Shipment Data by downloading CSV template and then importing it 

There are three types of shipments base on services 

• Dispatch (Source to destination) 

• Collection (Collect parcel from user destination) 

• Drop off (User can submit their parcel nearby his own location) 

 

User will navigate to “Manage Shipment” tab from navigation panel and a list of all shipments are 

displayed here as shown in the figure below 
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Figure 4-1 Shipment List 

 

4.1. Add New Shipment via webpage 

User can go to add new shipment screen by clicking on “Add New Shipment” button displayed at the 

top of the Shipment List screen. Following screen will be displayed to add a new consignment after 

populating all required fields. 

 

Figure 4-2 Add New Shipment (Consignment) 



 

Page 7 of 34 
 

 

7 
October 21, 2020 

            CLIENT MANUAL                     
4.2. Add New Shipment via CSV import 

 

User can also add a new shipment by importing .csv file through import button displayed next to Add New 

Shipment button on “Manage Shipment” list. Import screen is displayed in the figure below. 

 

Figure 4-3 Add New Shipment via CSV import 

The newly added shipments are displayed in the list with “Ready to Print” status. 

 

Figure 4-4 “Ready to Print” Shipments 
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4.3. Generate custom template 

           User can generate their own template for import csv. 

 

Figure 4-6 Custom template 

4.4. Status of Shipments 

Following are the statuses of shipments that depicts in which state user’s shipment is: 

4.4.1. Invalid 

A shipment is invalid if there is any error but its HAWB number is created. It means user can 

remove that error and shipment will be available to deliver. 
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Figure 4-7 “Invalid” Shipments 

4.4.2. Hold 

User can hold any shipment if he doesn’t want to deliver that parcel on the day. He can UN hold 

and send that shipment when feasible for him. 

 

Figure 4-8 “Hold” Shipments 

4.4.3. Deleted 
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User can delete any shipment if he had added any shipment but do NOT want that shipment to be 

delivered or if someone has cancelled that order. If for any reason user wants to delete his shipment 

without further processing, amount of the shipment added on label creation will be refunded and 

added to his account. 

 

Figure 4-9 “Deleted” Shipments 

 

4.4.4. Ready to Print 

When user creates an accurate shipment, it is displayed in the list as a “Ready to Print” shipment. 

User can then generate its label to continue further process on it. 
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Figure 4-10 “Ready to Print” Shipments 

 

4.4.5. Label Created 

When user generates label of any shipment, its status changes to “Label Created” and it will be 

available to further process. Tariff amount will be deducted from the account as well. 

 

Figure 4-11 “Label Created” Shipments 
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4.4.6. Received 

When OWE operational team receives any customer’s parcel, its status is changed to “Received”. 

 

Figure 4-12 “Received” Shipments 

4.4.7. Dispatched 

When OWE operational team dispatch customer’s parcel, its status is changed to “Dispatched”. 

 

Figure 4-13 “Dispatched” Shipments 
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4.4.8. IN t ransit 

When OWE operational team dispatch customer’s parcel and it is on its way to destination, its 

status is changed to “IN transit” 

 

Figure 4-14 “IN transit” Shipments 

4.4.9. Delivered 

When the shipment is delivered at the destination, its status is changed to “Delivered”. 
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Figure 4-15 “Delivered” Shipments 

4.4.10. Returned 

If the destination is not found or any contact person do NOT receive the parcel, it is returned to 

the OWE Warehouse and its status is changed to “Returned”. 

 

Figure 4-16 “Returned” Shipments 

4.4.11. Closed 

When the shipment is delivered and all its process is done, its status is changed to “Closed”. 
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Figure 4-17 “Closed” Shipments 

4.5. Create Labels of Shipments 

Users can create labels of shipments by following three ways: 

• By clicking on icon displayed against each icon 

• By clicking on “Label” button and selecting shipments that user want to create label and clicking 

on “Print Selected” 

• By clicking on “Label” button and clicking on “Print All”. 

By clicking “Print All’ button, all the shipments that are in “Ready to Print” status will be converted to 

“Label Created” status. Once label is created, balance will be deducted from its account. 
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Figure 4-18 How to create labels of Shipments 

4.6. Create Manifest of Shipments 

Users can create manifest of shipments by following two ways: 

• By clicking on “Manifest” button and selecting shipments that user want to manifest and clicking 

on “Manifest Selected” 

• By clicking on “Manifest” button and clicking on “Manifest All” 

 

By clicking “Print All’ button, all the shipments that are in “Ready to Print” status will be converted to 

“Label Created” status. 
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Figure 4-19 How to create Manifest of Shipments 

After creating manifest, a list of all manifest reports are displayed in the list as shown in below 

figure. 

 

Figure 4-20 Manifest Report 

4.7. How to Export, Delete, Hold, UN hold and Restore Shipments 
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User is able to Export, Delete, Hold, UN hold and Restore any shipment before its manifest is created. 

There are checkboxes present against each shipment to select and an action drop down to perform 

different actions like Export, Delete, Hold etc. If for any reason user wants to delete his shipment 

without further processing, amount of the shipment added on label creation will be refunded and 

added to his account. 

 

Figure 4-21 How to Export, Delete, Hold, UN hold, and Restore Shipments 

4.8. How to Track any Shipment? 

 

User is able to track its shipments as well. There are two ways to track a shipment.   

• By clicking on the “Tracking No” displayed against each shipment 

• By going to Tracking page and entering “Tracking No” of any shipment there. 

Below figure displays single tracking of a shipment. 
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Figure 4-22 How to track single shipment 

Below figure displays a multi-tracking shipment. 

 

 

Figure 4-23 How to track multiple shipments 

5. CARRIER SETUP 
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Carrier setup is the screen where user can see the carriers that are associated to his account. User 

need to accept terms and conditions to use that carrier. There are two tabs displayed in Carrier Setup 

screen as follows: 

• Carrier Selection 

• Contracts 

5.1. Carrier Selection 

Below is shown the screen of Carrier setup. This is “Carrier Selection” tab. 

 

Figure 5-1 Carrier Setup 

User need to click on “Agree” button displayed in carrier tile to use its services. After, user clicks 

on Agree, 
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Figure 5-2 Terms & Conditions of carrier 

User clicks on Agree to accept terms & conditions of this specific carrier. After clicking on Agree 

user will be able to use its services and an “Active” label is appeared on that carrier as displayed 

below. 

 

Figure 5-3 Agreed/Active Carriers 

5.2. Contracts 
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User can also add his own “Contracts” in this list by clicking on “Contracts” tab displayed 

at top of the screen. 

 
 

Figure 5-4 Contracts Screen 

User will click on “Add your own contract” button and a new screen is displayed as shown below 

to add a contract. 

 

Figure 5-5 Add Own Contract Screen 
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The added contract’s carrier is displayed in Carrier Selection tab. 

 

Figure 5-6 Added Contracts in the list  

When user has added a new contract, it will be listed in the “Contracts” tab as shown below. 

 

Figure 5-7 Own Contract Added in the Carrier Setup 
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6. MANAGE INVOICES 

System will provide a list of invoices to pay for user that have been generated by Parent account. 

Invoices are listed along with Invoice Number, Invoice Date, Created Date, Amount, VAT (if applicable), 

status of invoice and Generated by. 

 

Figure 6-1 Invoices list 

User can download all invoices list as well. 

 

Figure 6-2 All Invoices list excel file 

User can also download pdf, csv and summary pdf for individual invoice by clicking on “Tools” option. 

Summary pdf is shown below. 



 

Page 25 of 34 
 

 

25 
October 21, 2020 

            CLIENT MANUAL                     

 

Figure 6-3 Invoices list summary pdf file 

Invoice pdf is shown below. 
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Figure 6-4 Invoices list pdf file 

Invoice csv is shown below. 

 

 

Figure 6-5 Single Invoice excel file 

7. REPORTS 
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OWE presents graphical view of shipments on the basis of Carriers and Services as well. 

7.1.  Services Label Generation 

This reports displays how many labels are generated for any service on daily basis. User can filter on 

Service, Date Type and Date Range and can download the report. 

 

Figure 7-1 Label Generation filters 

 

Here is the downloaded csv of Label Generation 

 

Figure 7-2 Label Generation excel file 

7.2. Carrier Country Delivered Performance 

This report displays country wise performance of services along with its transit time and efficiency. 

Graphical representation of this report is displayed below 
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Figure 7-3 Carrier Country Delivered Performance Report Filters 

 

Figure 7-4 Carrier Country Delivered Performance Report Data 

7.3. Account Label Generation 

This reports displays how many labels are generated for any account date wise. User can filter on 

Service, Date Type and Date Range and can download the report 
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Figure 7-5 Account Label Generation filters 

Here is the downloaded csv of Account Label Generation 

 

Figure 7-6 Account Label Generation excel file 

 


