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Home Page  

 
 
We at Velocity are excited about our new look and feel.  We have also added new 
functionality to our Home page. 
 

�  Customer who chose to have their customer’s search for the status of freight can 
now do so using Quick Track without the need of a logon.  You can also track the 
status of multiple packages at once. 
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�  Access Customer Tools through the Login link in the top right-hand side. 

 

To Request a Web Account  
�  Login 

�  Click New Account on the Customer Tools Page 

�  Complete and submit required information to get your personal web account 
established 

 

 

To Update Your Existing Web Account Information  
�  Click the Settings link 

�  Customize your web account information 

�  Change you password 

�  Manage your Address Book 

�  To change Master Account information call your local Velocity Express office or 
(888) 839-7669 
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To Place an Order  

�  Click the Place Order link from any page (If a user is tied to multiple accounts 
they will first be taken to the Manage Orders page to select the appropriate 
account for billing purposes) 
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�  Pick Up and Delivery addresses are stored 3 ways 

�  Address History – your address and your 9 most frequently used 
addresses 

�  My Address Book – save and select from your own personal 
address book 

�  System Address Book – select from the Velocity system address 
book which displays all addresses applicable to your account 

�  On this screen user can also select to be notified via email when order is 
submitted, picked up, and/or delivered.  (Overrides selection in ‘Settings’) 

�  Select Submit Order to send your single order to Velocity for processing 

�  Select Save Order to keep your single order in an order file found on the Manage 
Order screen to be submitted at a later time 

�  Select Next Order to enter multiple orders at one time 

�  Select Save & Continue when you are ready to submit your multiple orders for 
processing  

�  Select the Pending Orders link on the navigation bar, to view all orders you have 
entered, but not yet submitted to Velocity for processing from the Manage Orders 
screen 

Order Confirmation  

�  Support@velocityexp.com sends an immediate order confirmation with your 
control number. 
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Address Book  
�  Can be accessed from Place Order, Request Quote or My Account screens  

 
 

�  This feature is user specific and the first 20 addresses are displayed 
alphabetically by default 

�  Search by Company Name – enter the first few characters of the company name, 
select the Search button 

�  To select Pickup and/or Delivery addresses: 

�  Click on the company name for the desired address, system will return user to 
the previous screen with address appropriately entered 

�  Add Address - system will take user to Add a New Address screen 

�  To edit an existing address, select the address you wish to edit, make changes 
and hit ‘Save’  

�  Remove - click to delete an existing address  

�  Upload addresses - allows user to upload personal address data from an existing 
spreadsheet 
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Pending Order Screen  

�  Takes user to the Manage Orders screen where orders that have been entered, 
but NOT yet submitted to Velocity Express for processing, are displayed 

�  From here user can select to submit individual or multiple orders   

�  Place Checked Orders - submits selected orders to Velocity Express for 
processing 

�  Place All Ready Orders - submits all ready orders to Velocity Express for 
processing  

 
�  Once orders are placed, the system returns all users to the Review Placed 

Orders screen. Click on an order to view an online ‘Order Detail’ containing 
confirmation with control numbers 

�  Edit Order - returns user to Place Order screen where orders not yet submitted, 
can be updated 

�  Remove - click to delete a pending order that has not been submitted 

 

Order Detail Screen  

�  After submitting your order, the system confirms receipt by Velocity Express for 
subsequent dispatching and delivery and provides the control number for your 
order. From the order detail the user can: 

�  Copy for Resubmit - allows user to copy the order for resubmission as a new 
order 

�  Print Order - downloads a printable version of your order 
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�  Forward Order Email - allows user to email order information to multiple 
recipients 

�  Print Shipping Label - print a package label containing pick up and/or delivery   
information 

 

To Request a Quote  

�  Click on the Request Quote link from any page.  (If a user is tied to multiple 
accounts they will first be taken to the Manage Orders page to select the 
appropriate account for billing purposes 

�  All entry fields are the same as those on the Place Order screen 
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�  Request Quote - Submits request and returns quote based on the order 
information submitted 

�  Quotes for round trip service appear as one total and are then broken down on 
the order screen 

�  From the Returned Quote screen users can then: 

�  Place Order - submits the order to Velocity Express for processing 

�  Modify Quote - allows user to edit order information prior to 
submitting or requesting new quote 

�  New Quote - returns user to a blank Request Quote screen to 
submit another quote request 

To Track an Order  
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Click Track Order from any page to track your company’s orders (web, phone, faxed, 
or EDI) 

�  1000 most recently documented records are automatically displayed  

�  Records are displayed chronologically (20 per page) 

�  Control # - clicking on the Control # will take user directly to the Order Detail for 
that order 

�  Track By - to quickly find a specific order, select from drop down menu to define 
search criteria.  Enter one or more of the following: 

�  Reference # - user’s internal tracking number 

�  BOL - Bill of Lading (user specific number) 

�  Control # - Velocity Express tracking number provided when order 
was submitted 

�  Package ID - package bar code # 

�  Package Description 

�  Package Reference 

�  Order Date 

�  Deliver To 

�  Status 

�  Signed by 

�  Delivery Date 

�  Service Type 

�  Session - This will show you all orders placed during the current 
web session 

�  Search - click to begin search based on criteria 

�  If more or multiple criterion are needed, click Advanced Tracking and enter 
criteria available 

�  Status - notifies user of status of each order 

�  Submitted - order has been submitted to Velocity Express for 
processing 

�  Dispatched - order information has been sent to our courier 

�  En Route - order has been picked up for delivery 

�  Delivered - order has been delivered and POD information 
entered by driver 

�  Cancelled - order has been cancelled by user (User must call 
Velocity Express local office to cancel an order) 

�  Signed by - name of person who accepted delivery 

�  Control # - click on the Control # to view the Order Detail for that delivery 
including package level detail 
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�  Item Tracking - Enter as many package id’s as you want. A list will display below.  
All item scanning activity is listed. 

To View Reports  

Click the Reports link from any page to access standard or customized reports.  Report 
options available are tied to user’s level of access. 

 
Select from 9 standard reports or create your own customized report 

�  Order Summary - displays all orders based on search criteria 
entered 

�  Order Detail - displays detail information for all orders based on 
search criteria entered 

�  Cost Summary - displays cost summary for all submitted orders 
based on search criteria entered, regardless of status 

�  On Time Service Summary - displays an on time performance 
report based on search criteria entered 

�  Package Detail - displays package level detail for distribution 
customers 

�  Create My Own - select from up to 12 criteria to customize your 
own report 

�  Order OS&D - is a smart report.  It compares packages scanned 
against the packages in your Advanced Shipping Notification 
(ASN). It only shows Overages, Shortages & Damages (OS&D) 

�  Package Intercept - this report is for mailroom dispatching 

�  Receiving - this report shows all packages received scanned, not 
just the overages, shortages & Damages (OS&D) 



Website Reference Guide 
 

Velocity Express, LLC. 2011 
Website_User_Reference_Guide_Revised_20110622_ver1.doc Page 14 of 14 
 

All reports previously generated by the user are listed on the reports page.  From there 
users can select to rerun or remove a report. 

�  After selecting the type of report to run, user then completes the fields with their 
specific search criteria 

�  User can name the report for future reference 

�  User can select the file format preferred; Excel, PDF or CSV.  Note: PDF files are 
limited to 1000 records 

�  After clicking Generate Report, user will then return to the initial reports screen 
while a report generates.  Report status will display: 

�  Pending - report is in queue to generate 

�  In Progress - report is generating 

�  Complete - report has finished generating 

�  Failed - report unable to generate due to technical reason (contact 
technical support) 

�  No data - no data was found to meet search criteria requested 

While the report is generating, user can navigate to other parts of the site.  Click the 
‘refresh’ or ‘F5’ button on your browser for an update on the status of the report being 
generated.  The reports page is automatically refreshed every 60 seconds. 
 
For technical support, please contact your local Velocity Express representative or call 
tech support at 1-888-839-7669. 
 
 
 
 
 
 
 
 
 

 
 
 
 


