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Contact Us for Further Help 

Please contact us for further help or support relating to the PACK & SEND PowerSender portal at: 

Email: powersender@packsend.com.au 

Tel:  + 61 (0) 2 9822 5622  

 

Version 

This edition: December 2017, Version 1.00 

 

Copyright 

Copyright © 2017 Pack & Send Holdings Pty Ltd 

No part of this material may be reproduced in any forms or any means, electronic or mechanical, 

including photocopying, without the prior written permission from Pack and Send Systems Pty Ltd. 

 

 

 

Pack & Send Holdings Pty Ltd 

Unit 3C, MFive Industry Park,  

1 Moorebank Avenue, MOOREBANK NSW 2170 

Tel:  + 61 (0) 2 9822 5622  

Fax: + 61 (0) 2 9822 5677 

www.packsend.com.au
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INTRODUCTION 

Batch Shipping in Online Self Service 

 
Batch Shipping provides a more efficient process when sending multiple items on the same day. It includes 

features such as: 

 

• Streamline your parcel shipping process by entering multiple shipments in one batch 

• Automated Service selection saves time in creating shipments 

• Consolidated document and label printing.  

• Make a single payment for multiple shipments 

PACK & SEND is committed to be a vital link to synchronise the exchange of products between buyers and 

sellers.  

 

We continuously listen to our customers and based on their needs, invest in the development of innovative 

online shipping tools to make it easier for them to sell online and deliver parcels. Customers that send multiple 

shipments each day, can apply for free access to use our Batch Shipping tool when registered and logged in as 

a PowerSender.  

 

The benefits of the system include being able to save significant processing time, enabling you to send your 

customer shipments faster and with less hassle. This User Guide is intended to give detailed assistance to our 

customers – so you can get the most out of this system and efficiently sell more goods online, in less time.  

 

Should you require further help or support with using the Batch Shipping tool, please contact us at 

powersender@packsend.com.au or phone the PowerSender support team at +61 (02) 9822 5622.  

 

We also welcome feedback or suggestions to further updates to PowerSender that will help you sell more 

product online. 
 
  

mailto:powersender@packsend.com.au
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GETTING STARTED 

1. Signing up and Logging in as a Power Sender 
 
1.1 To sign up or login as a Power Sender, the first step is to click the ‘Login’ icon at the top of our 

packsend.com.au home page. 

 

 
 
1.2 You will then be taken to the following page, which is used for either signing in as a Power Sender if you 

already have an account or registering a new account if you don’t. 
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1.3 If you don’t have a Power Sender account and need to register a new account, click the  

button to begin registering an account. 

 
 
1.4 If you already have a Power Sender account and would like to log in using your account, enter your 

account’s email and password in the fields provided and then click the  button. 

 
 
1.5 When registering for a new Power Sender account you will be taken to the below page, where you can 

complete your registration by either filling in the required fields (name, email, phone number etc.) and clicking 

the  button or alternatively you can register by using your Facebook, Google +, or eBay account 

by clicking on the appropriate platform’s logo. 
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1.6 Once logged in to Power Sender, before you begin creating batch shipments, you will need to ensure an 

address has been entered in the ‘My Account’ section of Power Sender. This can be accessed by clicking the 

‘My Account’ button which is located towards the top right of the window. 

 

 
 
 
1.7 Once in ‘My Account’, contact information and address details can be added or modified by clicking the 

 button. Your preferred Service Centre for drop offs can also be changed from this screen. 
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1.8 Optionally, you can also enter addresses and package template details into Power Sender through the 

‘Addresses’ and ‘Packages’ section of the ‘My Account’ screen. 
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2. Starting a New Batch Shipment 
 

 

2.1 Click on ‘Batch Shipment Entry’ button at the top of the screen, next to the ‘Start a New Quote’ button. If 

the ‘Batch Shipment Entry’ button does not appear on your screen, please contact us on          02 9822 5622 to 

arrange for it to be enabled on your account. 

 

 
 

 

 

2.2 The ‘Batch Shipment Entry’ screen will open. 
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3. Batch Details 
 

 

3.1 From here you can enter an optional ‘Batch ID’ to help identify your batch in future. If nothing is entered a 

default Batch ID consisting of the date and time the batch was created will be used. 

 

 
 

 

3.2 You can also select whether you want to send the batch shipments from your address or whether you 

would prefer to drop them into a PACK & SEND service centre. If either your address or preferred service 

centre does not appear, they can be added through the ‘Profile’ settings in ‘My Account’. 

 

3.3 Click the  button. 
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4. Shipments 
 

4.1 You will now be able to add shipments to your batch by clicking the  button. 
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4.2 You will then see an ‘Add Shipment’ screen appear where you can enter the relevant information for the 

current shipment.  

 

 
 

 

 

Fields with an asterisk are mandatory. The fields are: 

 

1. ‘Select Services Based On:’ – Gives you the option to select the service with the best price or 

the service with the fastest delivery time. 

2. ‘Receiver’ – The contact name for the receiver. Clicking on the book icon next to this field will 

open your Power Sender account’s address book and allow you to select a contact, which will 

automatically complete the address fields for the shipment. 

3. ‘Phone’ – The phone number for the receiver. Must be 10 digits without spaces. 

4. ‘Address’ – The street address of the receiver. Can be up to 35 characters long. 

5. ‘Address 2’ – The second line of the street address of the receiver. This field is optional and 

should be used to complete the receiver’s street address whenever it does not fit in the first 

address field. 

6. ‘Organisation’ – The name of the organisation or business of the receiver. This field is optional. 

7. ‘Email’ – The email address of the receiver. 

8. ‘Country' – The receiver’s country. This is currently restricted to Australia. 
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9. ‘Suburb’ – The receiver’s suburb. After entering at least 3 characters of the suburb or postcode 

a list of available suburbs will appear. The relevant suburb will then need to be selected from 

this list. 

10. ‘Is this a business address?’ – This checkbox should be ticked if the shipment is going to a 

business address. For residential shipments it should be left blank. 

11. ‘Description’ – A brief description of the contents of each package. 

12. ‘Dimensions’ – The length, width, and height of the package in cm. 

13. ‘Weight’ – The physical weight of the package in kg. 

14. ‘Value’ – The value of the contents of the package in Australian Dollars. 

15. ‘Order ID / Reference’ – An optional field to enter a reference for the shipment. 

16. ‘Signature on Delivery’ – This checkbox should be ticked if a signature is required on delivery. 

More information is available by clicking the ‘?’ symbol next to this field. 

17. ‘Freight plus Warranty’ – This checkbox should be ticked if the Freight Plus Warranty service is 

required for this shipment. For shipments not requiring warranty this should be left blank. 

More information is available by clicking the ‘?’ symbol next to this field. 

 
4.3 When entering package details: 

 

1. Clicking on the grey box button  to the right of each package line will open a screen showing 

you your Power Sender account’s saved packages and allow you to select a package, which will 

automatically complete the package details for that package. 

2. Clicking on the grey ‘+’ button  will add a new blank line to enter a package, whereas the grey 

arrow button  will add a copy of the existing package to your shipment. 

 

4.4 Once all fields are complete and all information has been entered, clicking the  button will save 

the shipment in the batch. 
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4.5 You should now see a spinning icon in the ‘Service’ column for the added shipment, which once loaded will 

show the service name and price of the selected service based on whether best price or fastest delivery time 

was selected. In the case that you would like to change the service selection criteria for a shipment selection 

you can either click on the Order ID for the shipment or double click anywhere on that shipments line to open 

the ‘Update Shipment’ window. 

 
Please Note: Editing a shipment will re-evaluate the available services and prices for that shipment. 

 

 
 
 
4.6 To delete one or more shipments, click on the checkboxes of the shipments to be deleted and then click 

the  button. 
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4.7 If any shipment has an issue – it will be shown in red as per the example below. 

 

 
 

 

4.8 Once all shipments have been entered, click the  button. 
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5. Confirmation & Payment 
 
5.1 Before payment can be made, you will be required to confirm that you agree to the Online Self-Service 

Terms & Conditions and any other conditions stated by clicking the checkbox in this window. 
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5.2 If you have existing payment details saved, they will appear as a payment option, otherwise you will have 

the option to pay by credit card or PayPal. 

 

 
 
 
 

5.3 If Pay by Credit Card is selected, after entering your credit card details click  to 

continue. 

 

 

5.4 If Pay by PayPal is selected, clicking the  button will take you to PayPal’s site for payment. 
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6. Printing Labels and Booking Pickups 
 
6.1 After payment has been made you will see a spinning icon in the ‘Docs’ column for each shipment until it 

has been consigned with its carrier. Once each shipment is consigned you will then see a reference number 

appear in the ‘Reference’ column and a  and an  appear in the ‘Docs’ column. To print any shipment’s 

documentation individually you can click on the  to print the Carrier Label, or the  to print the 

Address Label. 
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6.2 Printing the labels for every shipment in the batch can be done through the ‘Documents and Labels’ table 

below the ‘Shipment List’. 

 

 
 

 

 

6.2.1 First click on the checkboxes to select to print either ‘Carrier Labels’ and/or ‘Address Labels’. 

 

 

6.2.2 Then click on the desired option button (circular check box) to order the labels by either the Order ID, 

Carrier, or Grid Sort (Grid sort is the order that the shipments are shown in the shipment list. Meaning you can 

click on the titles of each column in the Shipment List to sort by that column and the Grid Sort option will 

reflect this order in the printed documentation). 

 

 

6.2.3 Finally click the  button to download a pdf document of labels. 
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6.3 Downloading the tax invoice for the batch can be done by clicking the  button. 

 

 

6.4 Depending on the option that you chose when creating your batch, you will either see a  

or   button under the ‘Documentation and Labels’ table. Clicking this button will take you 

to the ‘Carrier Documents and Book Pickup’ screen where you will see a table of the carriers that your 

shipments have been consigned on, and  buttons next to each carrier that will require a 

manifest (a manifest is the piece of documentation that gets handed over to the pickup driver when they 

collect your shipment/s). 

 
Please Note: It is important for you to keep all packages for each carrier separate to those for other carriers to avoid a shipment 

being picked up by the wrong carrier. 

 

 
 

 

 

6.4.1 For pickups, you will need to select a pickup date and pickup times from the drop down boxes provided. 

An instruction for the pickup location e.g. ‘front door’, is also required. Once this information has been entered 

click the  button to complete the booking. 
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6.4.2 For drop offs, the selected PACK & SEND Service Centre that will be expecting your packages will appear 

at the bottom of the page. 

6.5 After printing manifests and booking any required pickups, clicking the button will take 

you to a list of all your batches in the ‘My Account’ section of your Power Sender account. 
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6.5.1 From here you can view each batch by clicking on the Batch ID, or download its tax invoice by clicking on 

the Download button in the Tax Invoice Column. Any batches that have no yet been paid for can also be 

edited by clicking on the Batch ID. 
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7. Tracking Your Shipments 
 
 
7.1 Tracking your shipments can either be done through the PACK & SEND Home Page or through Power 

Sender. 

 

 

7.2.1 To track through the PACK & SEND Home Page you will need to hover your mouse over ‘Couriers and 

Freight’ as shown in the image below, and then select ‘Track & Trace’. 
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7.2.2 You will then be taken to the ‘Track & Trace’ page. After scrolling to the bottom of this page you will find 

a field to enter a tracking number. After entering your tracking number click ‘Submit’ to track your shipment. 
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7.3.1 Tracking your shipments from within Power Sender can be done through either the shipments or batches 

sections in the ‘My Account’ page. 

 

 

7.3.2 To track through the shipments screen click on the  button of the desired shipment and then the 

 button. 
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7.3.3 To track through the batches screen click on the tracking number of the desired shipment in the 

‘Reference’ column of the ‘Shipment List’ 

 

 


