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Introduction 
 
The SHIPS Mobile, also referred to as Connect Mobile Capture (CMC), application allows a user to capture images using 
a mobile device and send the batch of images to a parent office from any location, at any time. Each group of images can 
be identified by batch type, document type, and various indexes where applicable. This guide will explain and 
demonstrate the general tasks that are required to create, index, and send image batches using a mobile device. 
 
The software discussed in this guide may rely upon or work in conjunction with other SHIPS software solutions. Please 
refer to the relevant user manual for detailed instructions about using the associated SHIPS software. 
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Getting Started  
 
Mobile Capture should be run on the following minimum device requirements: 

- Minimum Android operating system - version 6.0.0 
- Minimum iPhone operating system - version 10. 

 
Close all unnecessary applications on the device and launch the “Ships Mobile” mobile applications shown below. 
 

 
 

Login Screen 
 
Once launches, a splash screen will be displayed until the application is fully loaded (Figure 1).   
 
Then, the user is prompted to enter the “Company Code” (Figure 2). This is the company’s SCAC code. Once the login 
screen is displayed (Figure 3), enter the ‘User ID” and “Password” and press “Login”.  If a user does not know their 
credentials, they should reach out to their company administrator.  
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
If the application is configured to require a Wi-Fi connection to send batches, but the device is not connected to a Wi-Fi 
network, a warning message will be displayed. 
 

 
 
Some companies will have a session timeout in place.  This is particularly helpful when multiple drivers are using the 
same device.  If this is in place, the driver will need to login again once the timeout occurs. 
 

Warning Message  
 
After logging into the application, there may be messages displayed regarding the version of CMC installed, or concerning 
licensing terms. 
 
The below message indicates the app version must be updated before moving forward. 
 

Figure 1 Figure 2 Figure 3 
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When the next message is displayed, the user can continue moving forward but should upgrade to the new version soon. 

 

 
 
Periodically, a user will be required to accept a license agreement.  The user must read the agreement and press accept 
to continue.  If the user does not accept, a message will appear stating the user cannot continue. 
 

   
 

Home Screen 
 
Once logged in, the company’s home screen will appear. From this screen, users have many options. 
 

A. Mobile Capture: Used to capture images and submit batches. 
B. Message Center:  Used to view all messages to the user. 
C. Trip Management:  Contains Load Offers and Dispatch Orders if these modules were purchased. 
D. Driver Portal: Takes users to the Driver Portal within the application. 
E. Learning Management System: Allows users to access the LMS within the application to complete necessary 

training. 
F. User Preferences: Allows users to change font size as well as change setup to the dark background. 
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Mobile Capture 
 
Once a user clicks on the Mobile Capture Option, the options of “Create New Batch” (A), or “View Pending Batches” (B) 
appear. 

A. Create New Batch:  Begins image capture process for a new order.  
B. View Pending Batches:  Allows a user to view any batches previously begun, but which were not able to send out 

due to communication issues.  This area allows a user to resend these batches. If there are multiple pending 
batches, there is an option to select all and resend them all at one time. 
 

 
 

Create New Batch 
 
A batch is an image, or collection of images, submitted through the mobile capture for billing or reimbursement.  Trip 
Batches should be associated with an order number, however, batches for things like Safety or Expenses, may not have 
an order number tied to it.  A “batch” may also be shown as something such as a “packet”.  This is dependent upon the 
way the company requested to have the system configured. 
 

Batch Types 
 
When “Create a New Batch” is chosen, the next menu will display available batch types to choose from.  Batch types may 
include things such as “Trip”, “Safety”, “Expenses”, or “Settlement”.  The available options are based on the configuration 
of your system and the modules purchased.  Batch names can be configured in any order preferred for each customer.  
The most common choice for billing purposes to submit batches for is “Trip”.  
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Once the batch type is chosen, if it should be associated with an order number, a list of available orders for the user will 
appear.  Choose the correct order number (A) to continue.  If the desired order number is not showing on the list, try 
clicking the Refresh button (B) and if it still does not appear, type in the order number in the search field (C) and click 
Continue (D). If the order is not found, an error message will appear, and the user can choose to continue (OK) or Cancel 
and type the number in again.   
 

     
 
Optional configurations exist for order number displays which include: 

- Sent (Figure 1):  A tag on orders in the picklist which already have all required images submitted.  These orders 
will drop off the picklist as usual, per the rules configured, but will display “Sent” while still on the list. 

- Active (Figure 2):  Displays the order currently determined to be the active load for the driver.  This is determined 
by querying the TMS system and the order having a status of “started” for the driver.  Only one load at a time 
should be displayed as “Active”.     

 

   
 

 
 

Document Types 
 
Once the batch type and order number (if applicable) are chosen, the user then needs to choose a document type being 
captured.  The list of available document types will vary based upon the company configuration, and they can be in any 
order preferred by the company. If a driver chooses the document type “Carbon Color”, the image will be sent in as a color 
image, which can be cropped, but not optimized.  An example of this would be multi-part forms on colored paper with light 

Figure 1 Figure 2 
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text. Any REQUIRED document will have a red asterisk next to it and will be at the top of the list, as shown below.  
 

 
 

Required Indexes 
 
Document types can be configured to have indexes required when capturing the batch for submission. If the index is 
necessary, an index selection screen (Figure 1) will appear once the document type is chosen.  Click on the index field, 
complete the index value, and select continue (Figure 2). The user will be brought back to the “Select an Index” screen 
and any completed indexes will have a green check mark next to them (Figure 3).  If no indexes required, the user will be 
taken directly to the image capture screen and this area is skipped. 
 

     
 

  
 

 

Barcode Scanning 
 
If a company requires barcodes to be scanned, the scanner screen on the device will appear once the appropriate 
document type is chosen.  The barcode should be lined up with the red line and must be scanned before a picture can be 
taken. 

 

  

Figure 1 Figure 2 Figure 3 
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Image Capture 
 

Once a batch type and document type are chosen, the next step is to capture an image of the document to be submitted. 
On the next screen, there are two options to obtain an image:  Select from Gallery or Use Camera (Figure 1).  If the 
picture was taken prior to entering the SHIPS mobile app, choose to select image from gallery.  Otherwise, select “Use 
Camera” to obtain the image at this point.  
 
***Note: If the driver is in a moving vehicle, the application will pause, and the driver will receive a message to stop the 
vehicle before proceeding with the image capture (Figure2).*** 
 

     
 

Maximizing Image Quality 
 
To maximize image quality, there are many measures in place.  This is based on each company’s configuration 
preferences, but measures may include: 

- Document size may be limited to lower data traffic.   
- Minimum megapixel setting to optimize quality for black/white images.  Anything less than that setting will be sent 

as a color image. 
- Cropping points are available for black & white, grayscale, and color documents to maximize quality, and cropping 

box accuracy percentage can be configured by company to ensure the best possible image is transmitted. 
- Rotation is possible both during the cropping process or afterwards.  This allows for the best version of the image 

to be sent without having to recapture the image. 
- Contrast can be changed using the slider in the image manipulator to ensure it is sent in as the most legible as 

possible.  
 

Steps to Capturing the Image Using Camera 
 

1. To capture the best image possible, follow the tips below: 
a. Lay the document on a flat, dark, hard surface if possible.   
b. Hold the camera steady above the document to take a photo square on and not skewing the image.   
c. Do not zoom in or out on the image; physically move the phone up and down as needed. 
d. If possible, ensure the document is free of wrinkles and folds to capture the best image possible.   
e. Do not use a flash. 

 
Once the image is taken, choose to either “Retake” the image or “Use Photo”. 

 

Figure 1 Figure 2 
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2. Once “Use Photo” is chosen, the screen will then display the cropping points.  If the cropping points are in RED, 
the image will not be accepted (Figure 1).  If the cropping points are in GREEN, the image is acceptable (Figure 
2).  It is also possible to rotate the image within the cropping screen if needed using the rounded arrow as 
demonstrated in Figure 3. 

 

       
 
 
 

3. Once the images are properly cropped, choose “Accept” at the top of the screen.  This takes the user to the image 
manipulation screen (Figure 1).  From here, users can “pinch” or “spread” their fingers on the screen to zoom in 
and out on the image.  The manipulations available on this screen include things such as: 

A. Delete image – deletes image from batch. 
B. Change Contrast – brings up a slider to adjust contrast for better image quality (Figure 2). If the contrast 

is changed, the user will have the option of saving the contrast setting as their default for documents 
moving forward. 

C. Rotate Image – rotates image counter-clockwise. 
D. Add additional image – allows user to add additional pages to the image capture. These can be added 

using either the gallery or the camera (Figure 3).  
 

Figure 1 Figure 2 Figure 3 
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4. If additional images are added to the same document type, the user will see the numbers change the top of the 
screen to indicate image 1/2, 2/2, etc… 
 

 
 

Figure 1 Figure 2 Figure 3 
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Sending the Batch 
 
Once all images are manipulated as necessary, click “Done” at the top right to continue.  This brings the user to the 
document type screen to choose any additional document types to be added to the batch.  Once a document type has 
been captured, a green arrow appears next to the document type (A). 
 

 
 
Once all documents for the batch have been captured, click “Send Completed Batch” (B, Above). A confirmation screen 
appears, listing all document types and number of images associated with each type.  If everything is correct, click “Send 
Batch” (Figure 1). If there is a document type which needs to be removed, click the trashcan icon next to the applicable 
document type.  If there is an image associated with a document type which needs to be removed, click on the document 
type, go to said image, and click the trashcan icon on the image itself to remove JUST that image. A Batch Summary 
page will appear confirming all information being sent (this option may be configured not to appear for some companies).  
If everything is correct, choose “Confirm Send Batch” (Figure 2). 
 

   
 
 
 

If the batch sends successfully, the user will receive a message with the success and a batch number as below.  If the 
batch did not send successfully, the user will receive a message stating such and the batch will be held in “Pending 
Batches” until communication is restored, and the user resends the batch. Some companies choose to have batches only 
be sent when Wi-Fi is available.  If this setting is active, the user will receive a message stating such and the batch will be 
held in Pending Batches until Wi-Fi is available. 
 

 
 

Figure 1 Figure 2 
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Message Center 
 
The Message Center shows user all messages received.  These messages can include missing document alerts, rescan 
requests, daily roll up report of missing documents, etc… There is an option in User Settings to “Enable folder structure” 
so it is easier to find a specific message.  Having this enabled will separate messages into different folders by message 
type, and a red circle with a number inside indicates how many new messages are in each folder (Figure 1). To see 
details of a message, click on the folder and then on the desired message (Figure 2, A).  Once in the detail, the message 
received information and the message itself can be seen (Figure 3, A).  The user can also dismiss the message (Figure 3, 
B).  If a driver has dismissed messages but did not action them, they may need to see the message again.  In that case, 
the user can click on “View Dismissed Messages” (Figure 2, B) to see those messages.  
 

      
 

 
 
Trip Management 
 
The Trip Management Module allows the communication of the location of the shipment to delivery. Regular check-in calls 
with the carrier ensure that appointment times will be met. Drivers can submit Status Updates to signify important events, 
such as Order Start and Order Delivered within the order delivery cycle. These will be configured to each company’s 
standard. Check Calls known also as GPS Pings, henceforth Pings, are collected on a scheduled basis between the 
opening of an order and when the final order event is received; after which point the process may repeat. 
 

 
 

Load Offers 
 
Load Offers, contains loads that are available to owner operator drivers. The dispatch system sends available loads that 
meet the necessary criteria to the mobile application.  An owner operator can decline or accept the offers.  Once 
accepted, the load is assigned in the dispatch system and not available to other contractors. Once declined, the load will 
no longer appear on the driver’s list as an option. 
 
To view the load, click on the desired load number (Figure 1).  Then, decide to accept or decline and press the 
corresponding button (Figure 2). 
 

Figure 1 Figure 2 Figure 3 
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Messages will appear asking the user to confirm the Accept or Decline of the load (Figure 1). Choose OK to continue or 
Cancel to return to the previous screen.  Once confirmed, another message will appear confirming the Accept or Decline 
was sent to dispatch (Figure 2). 
 

   
 
 
 
 

Dispatch Orders 
 
Once the user selects Dispatch Orders, they will be taken to the order selection page (Figure 1). Choose an order number 
from the list (Figure 1, A), or click Refresh to update the list (Figure 1, B).  Users can also search by order number by 
inputting the information into the search bar (Figure 1, C). Once the user selects an order from the list, they are taken to 
the Trip Management Order menu (Figure 2). From here, they can choose Order Status to submit a status update for that 
order, or Mobile Capture where they can submit documents for that order. 
 

     
 
 
 

Figure 1 Figure 2 

Figure 1 Figure 2 

Figure 1 Figure 2 
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Order Status 
 
Order Status will update the order information as it appears in the TMS, modifying the status to reflect the current 
progress of an order and providing a GPS location for the user at the time of submission. When the status update is sent, 
the update will provide the initial/origin location data and the final/destination location data. 
 
Once the user submits a status from the Order Status menu, the application retrieves all status workflow data for that 
user. If it is determined that the user is actively working on another order or if the current order’s status has been marked 
as complete, it prevents the user from continuing to the actual Status Update Menu and displays the relevant information 
on the screen. Otherwise, it will show the Order Status menu (Figure 1) and check off any workflow items that have 
already been completed. The user is forced to advance step by step through the process: only one button should be 
available to press at any given time corresponding to the next step in the process. To move to the next step, press the 
Submit button.  The user will then be asked to confirm the status change (Figure 2).  Press OK to confirm or Cancel to 
return without saving. 
 

   
 
 
 
Once the mobile device receives confirmation that the call was successful a success message will appear (Figure 1).  The 
Order Status workflow screen will be updated with the completed steps checked off and the next step available for 
submission (Figure 2). If the order is complete, it will notify the user and go back to the order menu page.  
 

   
 
 
 

  

Figure 1 Figure 2 

Figure 1 Figure 2 
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Mobile Capture 
 
Choosing “Mobile Capture” will bring the user to the same screen as pressing the Mobile Capture button from the main 
menu when logging into.  The options are then “Create New Batch” or “View Pending Batches”.  Please review the 
previous section of this manual for more information on these options.  

 
Driver Portal 
 
The Driver Portal is an Internet application integrated into the SHIPS Mobile Application. The Driver Portal provides the 
driver with information concerning the scanning activity, pending settlement status, rejected image alerts, SHIPS Mobile 
Tutorial, previously scanned batches, and the message center. The driver’s credentials to log into the Driver Portal will be 
the same as the SHIPS Mobile application (If using the Single Sign On functionality, the user will automatically be logged 
into the Driver Portal when accessing through the Mobile App). 
 

 
 

Alerts 
 
Driver alerts on the Driver Portal consist of notifications that have been sent to the driver.  Drivers can find the alerts they 
received ranging from missing paperwork to documents that need to be rescanned. 
 

Loads 
 
The Loads section on the Driver Portal shows the driver the batches sent in based on the load number used for the batch. 
The loads page displays the list of loads the driver has sent in with the SHIPS Mobile application. The fields displayed on 
the loads page are load number, date delivered, location and location name with a view button to view the images. 
 
When viewing the load, you will be able to see the loads image, load number and document type. 
 

Batches 
 
The Batches section on the Driver Portal shows the driver the batches sent in. The most recent batch successfully sent in 
will be displayed at the top. The display order can be sorted by batch name, batch type, batch index and the time it was 
received. Each line on the Batches page has a view button to view the images that were sent in. Upon clicking the view 
button, another window is displayed showing a hyperlink to view images and the fields: DocID, Document Type, and any 
indexes that were defined. 
 

Driver Settlements 
 
If the company’s TMS system is integrated to send driver Trip Sheets to EBE, they can be uploaded to the Driver Portal.  
The driver can click on Driver Settlement and see a list of all trip sheets available.   
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Learning Management System (LMS) 
 
The SHIPS Mobile Tutorial provides an online learning solution that the driver should complete prior to using the SHIPS 
Mobile application for capturing images. Drivers can login through the mobile application or directly through the Driver Portal. 
Once a driver completes the tutorial, they may review chapters at any time via the Driver Portal. 
 
The driver’s credentials to log into the Learning Management System will be the same as the SHIPS Mobile application. 
 

User Preferences 
 
The User Preference area allows a user to change the view of the application.  Currently, there are three options: Light vs 
Dark theme, default font size, and enable folder structure. 
 
The application defaults to being in “Light” theme.  To change it to Dark, click on “Dark” (A) and then click “Save” ( B).  To 
change it back, simply click on “Light” (C) and “Save”. 
 

    
 
To change the default font size, simply click on “Small”, “Normal”, or “Large” and click Save.  The three different sizes can 
be seen in the screenshots below. 
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Choosing to “Enable folder structure on messages” (Figure 1) will group like messages together into folder as seen below 
(Figure 2).  
 

    
 

Figure 1 Figure 2 


