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****  NOTE: Please contact Sales Support to have an account set up  *****  
 
 
 
 

Open the Northline webpage (www.northline.com.au) and click on the link indicated by the 
ARROW below. 
 
 

 
 
 
 
 
 
 
 
 
 
The following login screen will open which is on the next page. 
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Enter your user name and password and click on “Login” .  
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Once you have logged in the following screen will show. This will be your main menu screen as 
indicated at the top of the screen under the logo. 
 

 
 
The available menus are: 
 

·  Connote Generation 
o Allows you to manually enter the details of a consignment and send an email to our 

pick up local radio room. 
o Allows you to print Box labels and Consignment Notes for your freight 

 
·  Reports 

o “Dispatch Report”  lists the consignment note details for a date range 
o  “Print Connote”  allows you to reprint a consignment note for the freight entered into 

the Pickup Request screen. 
o “Print Box Label”  allows you to reprint a box label for the freight entered into the 

Pickup Request screen. 
 
·  Freight Location Enquiry 

o Allows you to track and trace your consignment by searching on a date range or, 
consignment note number  

 
·  Logout 

o Logs you out of this application 
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Freight Location Enquiry 

 

 
 
 
You can search by entering a connote number with a date range, just a date range or just a connote 
number or Reference Number.  
 
Once the details have been entered click on “Search”  and the following enquiry screen showing the 
current status of the consignment will appear.
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Example of Freight Enquiry: 
 

 
 

 
 
Once the Status of the connote changes to Delivered the following box will appear and when clicked 
will display the POD of the connote. 
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Connote Generation 

 
To enter a New Connote click on “ Add a Connote Pick Up” where the arrow indicates below. 
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(See the Connote Generation screen on the previous page) 
 
Sender Details 
The sender details will automatically be added. These details are entered when your initial login 
account is set up. 
 
Receiver  Details 
The system will contain all receiver details once added for future use and eliminate having to enter 
details again. This becomes your most common “Receiver information”  

·  Select … 
o This button will allow you to search for a receiver previously used. You can search by 

name, state, postcode or a combination of these fields. 
 

 
 
 
o When the required receiver has been found click on the “Select”  button on the far 

right in the example above and this will transfer the information to the connote. 
 

·  New ….. 
o This button will allow you to add a new receiver for future use. 
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Adding a new location: see screen below 
 

 
 
 
 

o Enter the Name / Search code, Company Name, Address 1 (street address), Address 2 
(street address continued), and contact person.  

 
o Select the state and this will then allow you to select or enter a postcode; this will 

then allow you to select a suburb. 
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o Once all details are entered and checked click on the Save button and the click on the 

Close button (on the next pop up screen in the example below). 
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(Example below) 
 
Special Instructions: 

·  Type any special delivery instructions 
 
Reference No.: 

·  Enter the customer reference number (e.g. order number) it can be anything as a reference.  If 
a required field is not entered it will be displayed in red at the top of the screen. 

 

 
 
Adding items 
 
Click on “ Add an I tem”  to Add different charge type (e.g Full Load, 20ft Container etc) 
 
Note: Add an item should only be used for different charge types, containers, full loads, special rates etc. 
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Enter a “ Sender”  reference number, description (rate code), quantity of items, weight and cubic. 
 
To enter cubic dimensions (Length x Width x Height) click on “ Add Cubic”  (dimensions must be 
entered as meters (eg 1.2 x 1.2 1.2) 
If this connote has Dangerous and Hazardous goods you must enter that information in the described 
field. 
Once the details of the connote are completed click on “ Save Pickup”  button at the bottom of the 
screen. This will save the connote and all the details in a list ready to confirm pick up. 
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The below screen will appear that indicates a Connote created but not entered into Freightrack 
(Northline Freight Tracking Program) 
 

 
 
Clicking on the “ Back to L ist”  button will list all Connotes generated but not sent and allows you to 
enter an additional connote. 
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The above screen will list all connotes which have been entered but not sent through to Northline.  
 
To send information through to Northline click on “ Confirm Batch” . All connotes on list can Only 
be modified prior to being confirmed. 
 
If the “Confirm Batch”  is not activated then the freight cannot travel out of the sending depot. 
 
A Dispatch repor t (2 copies) must be generated for the driver and the sender to sign as a 
confirmation of the goods being picked up.  The driver will request a signed copy by the sender 
confirming the details are correct. 
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Repor ts 
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Dispatch Report: 
 

·  To print Dispatch Reports enter the date range for the consignments which need to show on 
the report and then click on Print Dispatch Report. 

 

·  2 x copies of the dispatch report are to be printed and both are to be signed by the 
customer and driver..  

o One given to our driver and cross checked against the goods to ensure it lists all 
goods being picked up. 

o One to be retained by the customer as back up of what was picked up. 
 
Example of a Dispatch Report 
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Repr int Box Labels: 
 

·  Enter the consignment note number and this will reprint the box labels 
·  Box labels can be printed to either a laser printer or a thermal label printer 

 
Example of a box label 
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Repr int Connote 
 

·  Enter the consignment note number and this will reprint the consignment note 
·  The customer is to print consignment notes and hand to driver with a signed copy of the 

dispatch report. 
·  Consignment notes can be printed to a laser printer 

 
Example of the consignment note 
 

 
 
 
 
 
 
 
 
 
 
 
 
 


