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Transport Management System Tutorial 

How To Guide 

How do I log in for the first time? 

Go on to the Vinidex website and fill in the e-form to request access to the web portal. An email will be sent out to 
create a profile and assign your own password, if desired you can ring 13 11 69 and ask for this to be set up on your 
behalf or talk to your account manager or sales representative. 

As per below screenshot once the email invite is sent you will need to click on the HERE hyperlink 

It will come from support@track-pod.com and is certainly legitimate. The sender’s name will be one of our Vinidex 
Logistics admin personnel. 

 

On clicking the link, you must enter a password of your choosing in both boxes then select “Set new password” as 
shown below. 

 

 

mailto:support@track-pod.com
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Once set you will be redirected to the log in page 

Enter those same details again and hit the reCAPTCHA tick box 

Click Sign In 

 

 

Once signed in for the first time you will be directed to an Order Analytics page, we are required to select the Switch 
to New Version button displayed on the top right-hand corner of the page. This links your new username to our 
optimized environment and will remember to direct you there from the first time onwards. 

 

You may need to log in one more time, but this process will not need to be repeated on future log in events. 
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Using the web analytics portal: 

The web address to log in from now on will be https://web.track-pod/en/orders 

Use the email address and chosen password as created in prior steps from now on. 

  

 

The web portal has many features 

On the top left corner, we can:  

• select date ranges to look at multiple records  
• OR enter the Vinidex PPS/Invoice Number to select for a certain record. 

 

 

https://web.track-pod/en/orders
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Underneath the date filters is a dynamic filter bar, we can use this filter box to search for keywords across all 
columns within the data table in view. 

The results from your query show in orange text across all columns, any rows that don’t produce results are filtered 
out of the list. 

 

 

As you can see below there are two columns that the result is found and shows accordingly. 
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You can use date, dynamic filters and other filters all together to narrow your results. 

 

The top right corner has a selection of field selection filters including 

• Delivery type 
• Status 
• Depot/Ship From 
• Client (Customer Name) 

 

Use these in combination if desired. 

Using Grouping 

It is possible to group data by columns including setting a group by sequence/ hierarchy  

Toggle the Group By switch to the “On” position by sliding right and highlighted orange. 

 

Then select columns in order of hierarchy to get the desired result 

Each result can be collapsed or expanded as needed. 
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Make sure you grab the column by dragging and dropping the column to the group by sub bar under the dynamic 
filter box and hover until it shows the column name with a + symbol. 

 

 

Changing the view and adding and hiding fields 

The analytics screen can be customized to your desire. You can expand column widths as well as reposition all 
columns displayed by dragging and dropping to the desired column positions. Next time you log in the position will 
stay the same as you previously set it. 

 

 

To show and hide columns click on the column selection icon on the top right-hand side. 

  Shows as a black grid icon to the right of the group by toggle switch. 
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Once selected a list of fields will appear in a side banner. 

The columns set to show will be on the top and have a blue tick box next to them 

These can be reordered by dragging and dropping to a new order which can be reviewed and saved. 

Under a break line is all the additional fields available to show if desired. 

Vinidex recommends showing Customer Reference ID as this will be your purchase order number field. 

 

Once fields are added remember to optimize their position on your screen to get the best out of your experience. 

Downloading data from the Analytics Page 

Simply hit the reports icon and extract to excel. 
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Actions  

The point of finding the information you want is to either look at the current status, its history or download the POD 
document. We do this by scrolling right and looking in the actions area. 

Actions have 3 icons 

• ePOD to instantly download the POD document in pdf (For completed deliveries or collections) 
• Live Tracking to see where the delivery vehicle is and attain ETA and position in delivery queue 
• History to see all the details across 3 tabs on a right-hand side banner 

Live tracking will bring up a delivery summary page where customers can leave feedback and review delivery 
details/photos and also download the POD accordingly. 

Live Tracking 

 

 

Shows the position of the vehicle in orange and the delivery destination in blue. 

The white box in the map area shows position in the queue, driver name and ETA while the information on the left-
hand side shows all order details and package details. 
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Clicking the 3-dot icon for more actions will show the following drop down 

 

Copying the Tracking link or ID allows you to send that tracking link to anyone or as many people as you like to 
inform them of the progress and status of the delivery in question. 

If you click live tracking on a completed delivery the web page view will change. 

Give feedback by rating and leave comments 

See sign on glass signature, receiver name, toggle through photos or download the POD 

 

You can also review the order details on the Order Info Tab. 
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Back on the Analytics Page 

Hitting View History under more actions shows all the order detail in a banner style for easy reference. 

 

 

You can see order info, goods details meaning package info and history. 

This is a very useful summary of the delivery record and often be the fastest way to retrieve the information you may 
have been looking for. 

Get familiar with this particular feature as its most helpful.  
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The POD Document 

We capture a lot of information on our POD including all order information, terms and conditions and order 
acceptance, including any issues noted and specific delivery date and time stamp. 

We capture the receivers name and signature as well as take photos and record the geolocation of where goods 
were delivered to. This means we have more than one validation method for assessing delivery events. 

 


