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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

Once the password has been successfully changed, 
you can click here to go back to the main menu 

MyCompany Pte Ltd

UEN123412345
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Dashboard Menu
Management

Administration



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

UEN123412345

MyCompany Pte Ltd

UEN123412345



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

Administration



Under “Administration” you would be able to 
manage Users. Currently, the creation of Drivers is 

not allowed.

Click here to View and Add Users

MyCompany Pte Ltd

UEN123412345

MyCompany Pte Ltd

UEN123412345



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”
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Orders Menu
Order Locker (NOT AVAILABLE)

justSEND Parcel
Upload Booking (NOT AVAILABLE)

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

MyCompany Pte Ltd

UEN123412345

MyCompany Pte Ltd

UEN123412345



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

To Be Available Soon



Locker-to-Locker Delivery

If you have a previously purchased Voucher 
Code, you can enter it here and click “Next”

LLV53K188HRXX

Otherwise, just click “Purchase”



Locker-to-Locker Delivery

A pop-up screen will appear for you to 
choose the size of the locker you need.  The 

dimensions are as follows.



Locker-to-Locker Delivery

Choose the most appropriate size for your 
parcel and click “Purchase”

Another pop-up screen will appear with the 
payment QR Code. Scan the QR to make 

payment via Paynow.



Locker-to-Locker Delivery

If payment is not received within 2 minutes, 
the QR Code will expire and an error message 

will pop-up.
Click “OK” to proceed and you would need to 

make purchase for another voucher.



Locker-to-Locker Delivery

Upon successful payment, the screen will 
show all the data fields to be fill in.

Enter all the necessary details and click 
“Submit”

98765432

567 Somewhere Avenue 8, S654789

Electronics

recipient@email.com.sg

912345678

123 Somewhere Avenue 4, S123456

email@mycompany.com.sg

+6591234567 Pick - 123 Somewhere Avenue 4, S123456‘email@mycompany.com.sg’

+6598765432 ‘recipient@email.com.sg’ Pick - 567 Somewhere Avenue 8, S654789

‘Delivery Co. Pte. Ltd.’

Take note of the details for this delivery job
This order confirmation will be accompanied by a 

Whatsapp message to your mobile number



Through SMS and/or Whatsapp, you will receive the Deposit 
PIN which allows you to drop-off your parcel at a locker

You will receive a Whatsapp message indicating the 
confirmation of the delivery job

Message update via Whatsapp when tracking 
number is presented at a locker and when parcel is 

successfully deposited into a locker



Message update via Whatsapp when 
recipient has collected the parcel

Message update via Whatsapp when parcel 
is collected by delivery company

Message update via Whatsapp when parcel 
is deposited at the destination locker and is 

ready for collection by recipient



User Guide (V3)
Updated 19th Nov 2024

Orders Menu
Order Locker (NOT AVAILABLE)

justSEND Parcel

Upload Booking (NOT AVAILABLE)

o All Orders
o Open Orders
o Completed Orders 



Click on “All Orders” to view both open and 
closed transactions according to the Tracking 

numbers

MyCompany Pte Ltd

UEN123412345

“Open Orders” and “Completed Orders” are filters to 
view orders that are still pending closure and orders 

that had been completed, respectively. 

MyCompany Pte Ltd

UEN123412345



Click on each individual transaction to view the 
specific details related to that transaction

MyCompany Pte Ltd

UEN123412345

- - - - - END - - - - -
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