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WELCOME TO PACE ONLINE 

 

You have been registered to book online with Pace. We look forward to helping you meet 
your urgent courier needs. 
 
Our online facility is an automated order processing system for the acceptance of 
bookings and provides an inquiry & administration functionality. 
 
The online booking facility is available to accept job bookings between 7.00am and 
6.30pm Monday - Friday excluding public holidays. 
 
For job bookings outside these hours or to talk to a Pace Representative at anytime, 
please contact our award winning customer services team on 0800 501-502. 
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USER GUIDE TO THE PACE WEBSITE 

 

To log on to the Pace ñOnline Bookingò application, type www.pace.co.nz in the URL 
address line 

 

 

 

 

You will be presented with our home page. Feel free to browse around. 

 

 
 
 

http://www.pace.co.nz/
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LOGGING IN 

 
 
ü On the right hand-side of the screen is the Log In section. 
 
Login requires the following details: 

Email Address:      <type your email address> *  
Password:             <type your password> (all in lowercase)* 
 
 
* Details e-mailed to you by a Pace representative. 

 
 

 
ü Enter your Web Account Details* and click  
 

 

 
Use the TAB key to move to the next line and use lower case characters 

 

 
We strongly recommend that you go to the administration page and change your 
password once you have logged in. 
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LOGIN FAILURE 
 
If you have entered your details (email address or password) incorrectly you will be 
directed to this page to re-enter your details. 
 
 

 
 
Login will require entry of: 

Email Address:      <type your email address> *  
Password:             <type your password> (all in lowercase)* 

* Details e-mailed to you by a Pace representative. 

 
 
                                                                                  <type your email address> 

                                                                                  <type your password> 

 
 
 

 

 
If this still fails to log you in please call 0800 501 502 
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JOB QUERY ï View Your Current Bookings 
 
Once you have logged in, all your job bookings for the last two days will be displayed in 
this screen. 
 
From here you can generate reports, search for individual jobs, follow the current status 
of your job, view more detail of individual jobs, book identical/duplicate jobs and manager 
your account. 
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SEARCH FOR and REQUEST A REPORT 
 
To do a search on bookings made: 
 
ü Select an account, search dates and then type in to one of the search fields search 

criteria and click the      button. 
 
Selecting a date range and not typing into any of the search fields will result in all jobs 
done between those dates being presented. 
 

 
 
To do a search on all bookings made in the last 30 days: 
 

ü Click the   button to clear all the search fields and date ranges. 

ü  Then click the  button. 
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VIEW JOBS IN MORE DETAIL 
 
To view a particular job in more detail: 
 

ü Click on the job number    
 

 
 
To quickly and easily book this exact job again: 

 

ü Click   and this will populate the job details in to the job booking 
tab for you. 

 
 

 

 
All you have to do is choose a service and click the submit button to book 
this job again.  
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EMAILING A REPORT 
 
Once your results have been presented and you are satisfied with them: 
 
ü Type in your email address in the óEmail Results to:ô field 

 

 
 

ü Click the    button to receive the email.   
 

 

 

You can add more than one email address to the óEmail Results to: fieldô by 
separating the email address with a semi colon ;  
For example,  joe.bloggs@company.co.nz; john.smith@company.co.nz  

 
 
 

ü To change dates or request a different result click  and request new data. 

 
You will be emailed the results as an attachment.  
 
Open the attachment which opens as an .xls spread sheet. 
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MAKING A BOOKING WITH PACE 
 
ü Click on the job booking tab to book a courier and have an item picked up. 

 

 
 
 

 

You are always only one click away from booking a job with Pace. The job 
booking tab can be seen in the entire web booking application. Simply click it 
to book a job. 

 

ü Choose the account (if you have more than one) you want to book the job on. 
 
ü In the óPickup/Delivery Detailsô window, enter in all the details of where you want 

the item picked up from and delivered to. 
 
Also in the óPickup/Delivery Detailsô window you can: 
 
1. óSwapô the pickup details to the delivery details,  
2. Choose a delivery address from the óYour Frequent Addressô list by clicking the 

Delivery Details button,  
3. Save addresses to óYour Frequent Addressô list,  
4. óClearô the details in the óPickupô or óDelivery Detailsô fields, and  
5. You can even book a return job by checking the óReturn boxô. 
 
ü Enter all your reference details as required in the óBillingô window. 
 

 
 
ü In the óRequired Service window click the óShow servicesô button, 
ü Choose the service you require 
ü You can also specify if you need a van for larger items, a motorbike or a pushbike 

(CBD only). 
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MAKING A BOOKING WITH PACE (continued) 
 

 
 
ü To book this job just click the submit button at the bottom of the óJob Detailsô 

window. 
 

 
 
 
If you need to add more information, or let us know that how many items to pick up, just 
add this into the óJob Detailsô window.  
 
In this window you can 

1. Book your job for a future dateif required.  

2. Let us know if your item is a dangerous goods.  
3. Add further information about pickup or delivery details.  
4. And if you require a proof of delivery we can email it to you if you tick the box at 

the bottom of the screen and fill in the email address. 
 

 

You can add more than one email address to the óEmail Results to: fieldô by 
separating the email address with a semi colon ; 
For example. joe.bloggs@company.co.nz; john.smith@company.co.nz 

 

 
 
 

 

If you need to make any changes to the pickup or delivery details you will 

need to click the button again. 
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MANAGING YOUR WEB ACCOUNT 
 
ü From the ñJob Queryò or ñJob Bookingñpages click the ñMaintenanceò tab to access 

the ñUsers, Frequent Addresses and Booking Optionsò tabs. 
 

 
 
 
 

 
MANAGING USERS 
 
ü Click the ñUsersò tab. 
 

 
 
From here you can: 

1. Access and modify Job Query,  
2. View Price,  
3. View Details,  
4. View Signatures,  
5. Job Booking,   
6. Maintain and modify Web Users,  
7. View Passwords,  
8. View Frequent Addresses,  
9. Modify or Delete Addresses,  
10. Modify Booking Options 








