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Login page
Use email and password to login

1. Login using your email 
and password.

2. Forgot password? 
Click link to request 
your new password. You 
will receive an email 
with instructions.
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Dashboard
General view with short cuts and the main menu at the left-side

Please note: the dashboard may look different based on your account. 



Create order
Order creation in 4 easy steps, simply answer some questions
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1. Items here will show up on your 

invoice.

2. Special instructions for Spring GDS 

Canada Operations. 

3. Select this box for Spring GDS to 

count, sort and weigh your material 

for you.

4. Pre-franked box is not applicable.

5. If applicable, please reference the 

quote number given by the Spring 

GDS Canada Sales Team.

6. To be used only when country profile 

is available.  

Step 1-New mail order
What are your customer details?

Please note:       the information icon for your notifications may not apply to your account.
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Please note: the available products are tailored to your shipping profile with Spring GDS Canada. Please select all applicable 
product(s) for this order.  

Step 2
What products would you like to use?

Product #1 Product #2



Please note:

• If destination split is not available use Rest of World (ROW) as the default setting. 

• If the weight break is unknown use the first weight break as the default. 

Step 3
To which destinations are you shipping?



Step 4
How did you pack this order?



Pop up window – Example of the reminder



Please note: for multiple orders you have the option to confirm all the orders after they have been created. 

Step 5
Your order has been created!
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Consignment Note - Sample
Download your Consignment 
PDF and add with shipment.

Please print out two copies 
of the
consignment note. 

ABCCompany@test.com



Mail order history - Sample
View created mail orders by selecting a period
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Invoices - Sample
Live overview of your paid and open invoices. Download as a PDF or Excel file
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Customer Service Contact Information:

Email: customer.service.ca@spring-gds.com
Phone: 1-888-624-5327 (within Canada)

905-405-8900 (outside Canada)
Website: www.spring-gds.com/en-ca

How can Spring GDS Canada help you?
Have questions or need help? Visit the Customer Service page

http://www.spring-gds.com/en-ca
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