
HOW TO  
Making Towne’s new online shipment tracking work for you 

 

Familiarizing yourself with this online tool will make your tracking and tracing 
experience more enjoyable and efficient. As always, we’d love your feedback! Let us 
know what you think of the new tool by clicking the Contact Us button in the upper 
right corner of the www.towneair.com homepage. 

Added functionality includes: customized results, active shipment report, appointment 
information, W&R data, ETA, single page detail, freight bill delay codes, local time 
displayed, and ability to search on any number. 
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HOW TO  
Making Towne’s new online shipment tracking work for you 

With thousands of unique visitors to our web site every day, we know that technology is 
important to the way you work.  Keeping our customers in mind, our new shipment tracking 
tool, TowneTrack, provides you with the ability to customize your tracking results.   

CUSTOMIZING RESULTS 
Once logged into towneair.com, you may tailor your TowneTrack results using the 
MyETrack section in your MyProfile (under MyTowne).  Three fields will always be 
displayed: probill, status and comments.  In addition to those, you may select up to 8 other 
fields which will display in their search results screen. 

Active Shipments 
Another customizable feature set in MyETrack is the definition of Active Shipments.  You 
may select Active Shipments from TowneTrack rather than doing a search.  You can set the 
definition of “active” as not yet delivered, delivered today or delivered yesterday.  By default, 
not yet delivered is set.   

 

Select display fields 

Set definition of Active 

1  



2/19/2009 

TRACKING IN HEADER 
Still available in the header of the site is an input allowing for tracking on an individual 
number.  No longer are you required to enter the type of number you are searching on, i.e. 
probill, sticker pro, pickup number.  One number will link to all other reference numbers for 
the shipment. 

 

NAVIGATION 
TowneTrack is located under the Customer Tools drop-down menu.  From there, you are 
able to either get their active shipments or search.  
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SEARCH 
Our search screen is very similar to the former shipment tracking screen.  The main 
difference is that the selection of number type is no longer required.  You may search on any 
number without the need to know the number type.  Up to 10 numbers may be searched on 
at one time.  Additional numbers are added by clicking the plus button. 

 

Search By Date Range 
The date range selection boxes will only accept ranges within seven days of each other. 

ACTIVE SHIPMENTS 
By selecting Active Shipments under TowneTrack, you will be able to see all shipments 
that you have defined (see Customizing Results) to be active.  These are all active shipments 
being billed to your bill-to account(s). 

3  



2/19/2009 

RESULTS 
The Search and Active Shipment results will display the fields set in MyETrack in tabular 
format if more than 1 probill is returned.  The tabular format will also be used when you are 
not logged in or you are not the bill-to for the shipment due to security reasons.  By default, 
the following fields are shown: probill, stkr, shipper, consignee, pieces, weight, charges, status, 
local time, comments.   

 

If you notice in the screen above, some sticker pros are in a line by themselves.  Those sticker 
pros belong to the probill listed above it.  Simply stated, that probill has multiple sticker 
pros. 
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Detail Screen 
When searching on a single number the you are logged-in and the bill-to, results will be 
displayed in the detail screen. 

Details may also be viewed by clicking the probill when results are displayed in a tabular 
format.   

The detail screen contains all pertinent information 
to that shipment including reference numbers, 
W&R information, status, ETA, and appointment 
data available in a single screen, ready to print. 

Current status highlighted 
for quick reference 

 

 

 

 

Full status 
information detailed 

The detail screen contains all pertinent information to that shipment, including 
reference numbers, W&R information, status, ETA, and appointment data, 

available in a single screen, ready to print. 
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Status Screen 
Clicking the status will pop up a window displaying all statuses of the move. 

Statuses 
TowneTrack will now display all statuses beginning at pickup. 

 

TOWNETRACK WITHOUT LOGGING-IN 
You may still TowneTrack even if not logged in.  The Search screen only takes numbers, no 
dates or date ranges.  Up to 10 numbers may be searched on at a time.  Additional numbers 
are added by clicking the plus button. 

 

Results will display in the list format as shown previously.  The major difference is the 
default columns will show but the detail and status screens will not be available, nor will the 
charges. 
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