
Guide for View Shipments  
Search for shipments in the View App.  
Click link below to go to the login Web Page: 

https://specialolympicsvaorg.sendproenterprise.com/Composer/Runtime/Index/View%20App 

 

Login with your credentials. (Username & Password) 

 

  

1) From the Welcome Screen, Select View Shipments or My Apps> View App button.  

 
3) Some of the options at the top of the screen are:  

a. Home Button brings you back to the Welcome Screen  

b. My Apps Button opens other Screens assigned to you.  

https://specialolympicsvaorg.sendproenterprise.com/Composer/Runtime/Index/View%20App


 
4) To search for a shipment, enter the following information.  

a. Enter the Date From through the Date To.  

b. Change the Shipment Status – if required.  

c. Enter “keyword” information about the shipment in the Search for Package.  

d. Press SEARCH to find the shipment.  

 
5) List of Shipments appears base off of the criterion enter in section 4. 

  

  
6) Select the shipment to view.  

  

  

  
  
  
  



  
    

7) There are two sections, two the View App Screen.  

a. Shipment Details – Information about the whole shipment.  

i. Shipment Details tab – Overview of the shipment. 

ii. Charges tab – Shows the total cost of the shipment. 

iii. Documents tab – To reprint any documents or labels for the shipment.  

iv. Addresses tab – Displays address information for international shipments. 

v. VOID SHIPMENT – Voids the entire shipment – Cannot have left the building 

vi. Re-Print Documents – Re-Prints labels and documents associated with the   

shipment 

vii. Packages in Shipment – List all the packages for that shipment. 



   
 

b. Package Details – Information about the individual package.  

i. Package Details tab – information about the package shipped  

1. Package Status – Status of the package  

2. Void Package – To void must be the same day  

3. Re-Print Label – Reprint carrier label for the package  



  
4. Track Package – View the status of the package  

a. Press the Track Package and see up to date status  

b. Click on the tracking number, and the carrier web page 

appears with the tracking number information.  

  
   

  



ii. Charges tab provides a breakdown of the carrier and discount 

charges.  

  
iii. Track History shows the history of the package  

  
  

 


