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lL.oggoing In

A When logging in to WebTrak open an internet window and go to
the web address: http://www.northstarexpress.com/web-trak

A Enter your username and password

A If you have forgotten your username and password please
contact your customer care representative at:

A service@northstarexpress.com

or call

A 703-532-0520 (v-F 8-5:30)



http://www.northstarexpress.com/web-trak
http://www.northstarexpress.com/web-trak
http://www.northstarexpress.com/web-trak
mailto:service@northstarexpress.com

Overview

WebTrak will close after 90 minutes of inactivity. Please remember to save your work!
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Utility Description

Shipment Entry and Tracking Track and Enter Shipments

Domestic Shipment Entry and Tracking  Track and Enter Domestic Shipments

Maintain Names and Addresses Add, Update and Delete Shipper Contacts

POD Report POD Report

Report Manager Report Manager

Default Special Instructions Default Special Instructions

Default Automatic Commodity Setup Default Automatic Commodity




WebTrak makes it easy to enter a new
shi pment . Let 0s w
process:

A At the main menu, click on Domestic
Shipment Entry and Tracking. The
Tracking page will appear. Please click
on the tab that says Add Shipment.



- 1. Click here to starta
new shipment
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Use to track/view * Note: Shipments viewed are within the last 360 days only.
Charges reflected do not include aggregate discount, if applicable
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Enter the name

of your company
as well as the
pickup address,
and name of the
best contact

for the shipment.

If your company
requires a
reference number
for invoicing, enter
that number in the
reference field.
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Log Off
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Add Shipment

‘ Main Menu ‘ Shipment Tracking Add Shipment

* Required Fields

IName*

Address 1*
|Address 2
City*
State*

Zip*
Country*
Phone*
Fax
Contact*
Email
Reference#

Ref Type

|NORTHSTAR EXPRESS

Get Shipper

|6402 ARLINGTON BOULEVARD

[SUITE 610

FALLS CHURCH

Virginia M
22042 |
Us ]

703-532-0520 |

SHIPPING COACH

v| Add More |
Add Shipper? [ (check box to add)

Trade Show

Show
Name | |q

Venue | |

Name
|| GetConsignee |

Name* |

Decorator | |Q
Address 1 | |
Address 2 | |
City* |
State* <-- Select one --> V| ‘
Zip* |

Country* |US

Phone* |
Fax |
Contact*

Email

Reference# |

Ref Type v| Add More |

Add Consignee? [](check box to add)

Trade Show Undo

Enter:

U Show name

U Venue Name (Advance
Warehouse, Con. Centre)
0 Companyds n
U Booth number

U Decorator

U Enter the physical
address of the location

U Remember to enter
contact info again,

even if it is the same
contact listed previously.

a m

N
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Click here to add (or
undo) extra fields for
shipping to a trade
show



New Order, Cont.

Keep in mind that _
service startsthe y
day after pickup ' NorthStar needs a specific

and freight \doesndt time and date when

move on weekends delivering to a show site.
or holidays. To deliver on a specific date,
So, 5 day shipments click the 60nbo

take 7 actual days. on or before t
2 day standard

can take 2-4 days.

Billing information should
automatically appear

Bill-To © PrePaid @ Collect @ Third Party

Bill-To# 520

Name NORTHSTAR EXPRESS Contact SHIPPING COACH
IAddress 6402 ARLINGTON BOULEVARD, SUITE 610 Email

ICity FALLS CHURCH State VA Zip 22042

ICountry us Phone 703-532-0520 Fax 703-532-0523
Reference# Ref Type VH Add More

Shipment Transit Information

House Bill 200817 Status Customer Website Shipment
Service Level* <-- Select one -—> hd Declared Value
Priority Code <-- Select one --> Vv

COD Amount I:l
Ready Date* |:|mm:dd.»"yyyy
Ready Time* |:|hh mm \/
Close Time [ 1anmm
Delivery Date [ Jmmiddiyyyy (Delivery Time [ Jnmm[ Jpnmm ®By Oon OBtw

O sat Delivery O Sun Delivery O None

ISpecial Instructions




Be sure to check
your o6équick fa
the decorator 6s

Closetime . o
should be the driver check in times
same as the and make sure that

end time of you give NorthStar enough

the Ready time to pick up your freight from the

us , Your HOUSEBILL 20520 Faghow. (3misntesshefore the

ce#t | \wr this shipment ./ v|| Add Mo.@jual carrier check-in time)

Time

ctsbo

from

website

House Bill 200817 Status Customer Website Shipment
Service Level* <-- Select one --> V| Declarez"value |:|
Priority Codu <-- Select one --> V|

copbAmount [ ]
Ready Date* |:|m m/dd/yyyy,
Ready Time* Jhh:mng
Close Time |:| hh:mm

(O Sat Delivery O Sun Delivery O None

Special Instructions

Delivery Date [ |ymyddiyyyy Delivery Time lhh:mm | lhh:mm ®@ By O on O Btw

Enter any

\'_Kspecial instructions

here

 Shiprhent Transit Informatign »~_________  _»~

Add Freight Information |
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