


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

 

Å Enter your username and password 

 

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

 

Åservice@northstarexpress.com  
 

  or call  
 

Å703-532-0520 (M-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


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

The Main Manu 

will direct you to 

the various 

sections of Web 

Trak. 

 

Simply click on 

the left hand 

side of the 

screen to chose 

the area of Web 

Trak you would 

like to utilize.  



WebTrak makes it easy to enter a new 

shipment.   Letôs walk through the 

process: 
 

ÅAt 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 start a  

new shipment 

Use to track/view 

existing 

shipments. You 

can also print 

housebills and 

shipping labels 

from this area. 



Click here to add (or 

undo) extra fields for 

shipping to a trade 

show 

   

Enter: 

ü Show name 

ü Venue Name (Advance  

Warehouse, Con. Centre) 

ü Companyôs name 

ü Booth number  

ü Decorator  

ü Enter the physical  

address of the location  

ü Remember to enter  

contact info again,  

even if it is the same  

contact listed previously. 

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. 



Billing information should  

automatically appear 

NorthStar needs a specific 

time and date when 

delivering to a show site. 

To deliver on a specific date,  

click the ôonô circle, to deliver  

on or before the date, click ôbyô. 

Keep in mind that  

service starts the 

day after pickup  

and freight doesnôt 

move on weekends 

or holidays.   

So, 5 day shipments 

take 7 actual days. 

2 day standard 

can take 2-4 days. 



Enter any  

special instructions  

here 

Your HOUSEBILL  

number for this shipment 

Close time  

should be the  

same as the  

end time of  

the Ready  

Time 

Be sure to check 

your óquick factsô from  

the decoratorôs website for  

driver check in times 

and make sure that 

you give NorthStar enough  

time to pick up your freight from the  

show. (30 minutes before the  

actual carrier check-in time) 


