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Once logged into RAILTRAC, click on the Main tab. Select Shipments and then, Edit 
Shipments. 

 

 

A Get Data For Edit Shipments box will appear. On this screen, select New. 
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An Add Load and Hold Trip box will open. Select No when entering a standard trip.  

 

The following fields are required for entry of a new trip: 
 

• Car ID 

• Ship Date 

• Consignee Number 

• Route Code 
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Type in the Car ID and ship date. To find a consignee, right click the Consignee No. field 
or click on the Find Consignee button to search for a customer number.  

 

 

A Find Customer box will appear. On this screen, a customer number can be searched 
by using all or part of a known Customer Number, Customer Name, City, State, 
Customer Type, Active status, or combination of known values. The Consignee Number 
can then be chosen from the results by highlighting the correct Customer Number and 
clicking OK.  

 



©2017 Bourque Data Systems, Inc.    All Rights Reserved  Page 4 
 

The Consignee Number will now be populated on your trip.  
 
Next, right click the Route Code field or click on the Find Route Code option to search 
for a route code.  

 
 
A Find Route Code box will appear. On this screen, a route code can be searched for by 
using all or part of a known Route Code, Route Description, Origin City and/or State, 
Destination City and/or State, Delivery Carrier, One-Way or Round trip, or initiating car 
status of the route. The Route Code can then be chosen from the results by highlighting 
the correct Route Code and clicking OK. 
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The Route Code will now be populated on your trip. 

Multi-Shipment Entry can be checked if shipments for more than one car need to be 
entered for the same ship date, customer number, and route code. This option can also 
be used for a manual Unit Train entry in RAILTRAC. 

 
More information may be entered, such as Order Number, Customer PO Number, BOL 
Number, etc. Once all desired fields are populated, select OK. 
 

An Add Commodity Information box will appear. On this screen, a commodity can be 
entered if the Commodity Code is known, or searched for by selecting the Find 
Commodity option.   

 

 

The Find Commodity Box will appear. Enter all or part of the commodity name and 
choose Search.  Highlight the appropriate commodity and choose OK. 
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After the commodity has been chosen, the Quantity and Units should be entered in the 
corresponding fields. Then, click Add. 

 

Once you’re done adding commodities, Click Cancel. 

 

If Multi-Shipment Entry was selected all data will stay and only the Car ID will become 
blank to allow for multiple trip entries. 
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