
HOW TO  
Making Towne’s online booking tool work for you 

 

Towne Air Freight’s TowneBook gives you the ability to view quotes and book your 
freight directly from your computer.  TowneBook offers many ease-of-use features 
such as remembering you’re My Moves, providing auto-complete on pickup and 
destination locations, and also remembering your agents and their phone numbers. 

With TowneBook you may also cancel shipments that have not been dispatched, edit 
shipment details, and print bills.  
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HOW TO  
Making Towne’s online booking work for you 

To make use of Towne Air Freight’s online booking system, you will need to login to the 
website.  See How To Login document for more details. 

BOOKING SHIPMENT 
Contact & Billing Information 
The initial TowneBook screen requires contact information.  This is information on you, the 
person entering the shipment.  But since you logged-in, we have your name and phone 
number, so this information should be pre-populated.  If it is not or if it’s incorrect, update 
your MyProfile (located under MyTowne). 

Also specify the billing account for this move.  The accounts you have permission to use are 
either displayed or located in the drop-down box.  If you need additional accounts added to 
your login (your company accounts only), submit a Contact Us through the web indicating so. 

Origin & Destination 
New Move 
If this is your first time entering a move, click the radio button next to New Move.  If you’ve 
done this move before and saved it in your MyMoves, continue to that section. 

Next you will need to select the move type by choosing pickup or drop at TAF dock and 
delivery or TAF dock hold & notify.  Choosing pickup or delivery doesn’t necessary indicate 
that this will be a door move, but you will need to select those options unless the freight is to 
be dropped or held at our dock. 

The method we use to determine your move type is through our auto-complete function on 
the pickup and delivery name field.  As you are typing, a list of company names from our 
database is displayed.  Selecting a name from the list gives us more information on that 
location rather than manually typing the name.  If for instance, the location is an industry 
location, you will be charged correctly for an airport move.  So please, use our list of 
companies when possible. 

If this is a move you use often, or even just once in a while, save it.  It will be available the 
next time you wish to ship saving you valuable time. 
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MyMoves 
MyMoves offers you a way to save your frequently used moves for future use.  When using a 
saved MyMove, simply select the MyMoves radio button and the appropriate move from the 
list and all your move data is automatically entered allowing you to continue to the next 
screen. 

  

Contact & Billing Information 

Use the auto-complete feature to select the 
pickup and delivery name whenever possible.  
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All previously used agents are available 
for selection which will automatically fill-
in the phone number. 

Agents 
When performing a TAF Hold & Notify, all previously used agents will be available in a 
select list.  Clicking on the Other link will allow you to add to the list if the agent you need is 
not in the list. 

Shipment Details 
The next screen has space to enter all the details on the shipment including reference 
numbers and accessorials.  If you wish to be notified by email on the status of the shipment, 
enter accordingly.  This information is pre-populated from your MyProfile data. 

3  



9/28/2009 

Quote & Confirmation 
You will be shown the quote for the freight and given the opportunity to view and correct 
data prior to booking. 

 

Complete 
Once you click Book It!, your freight has been booked.  Make note of your probill number at 
this time.  You will have the ability to print your probill at this time. 
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EDIT SHIPMENT 
Prior to dispatch and after booking, you will have the ability to edit your web-booked 
shipments.  From the edit list, select the shipment you wish to edit.   

 

Your screens will look very similar to the screens used when booking initially.  The only piece 
of data you are unable to modify is the origin data.  If you happen to make a mistake in the 
origin, it’s best to cancel the shipment and reenter it. 
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REPRINTING OF PROBILLS 
After booking online, you may also go back and reprint probills of all active shipments.  
These are shipments that have not yet been dispatched. 
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