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When a ship date is entered incorrectly, it cannot be changed. If a ship date 
needs to be changed, the trip will need to be deleted and re-added with the 
correct ship date. 
 
Once logged into RAILTRAC, click on the Main tab. Then, select Shipments, and 
Edit Shipments. 

 
 
A Get Data For Edit Shipments window will open. Type in the car number, and 
click OK. 
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The Edit Shipments screen will open. This screen consists of two sections, List Detail 
and Shipment Detail. When the Edit Shipments screen opens, the List Detail portion of 
the screen will be activated, as shown by the blue box below. The selected trip will 
appear in the Shipment Detail portion of the screen.  
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Select the trip with the incorrect ship date. Next, click in the Shipment Detail 
portion of the screen to activate the selected trip. Click Comm. Shipped on the 
Options Panel to view commodity details on the selected trip. 

 
 
Take a screen shot of the trip. This will be used for reference when reentering the 
trip with the correct ship date.  
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Click to activate the Shipment Information portion of the screen, which is 
indicated by the blue box below. Then, click Delete Record. 

 
 
A Delete Shipment window will open. Click Yes to delete the shipment. 

 
 
Then, click OK. 

 
 
 
 
 



©2017 Bourque Data Systems, Inc.    All Rights Reserved  Page 5 
 

On the Tool Bar, select New Record. 

 
 
An Add Load and Hold Trip box will appear. Select No when adding a standard 
trip. 
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In the New Shipment screen, add the components of the new trip with the 
updated ship date using the screenshot of the old trip as a guide. Click OK. 

 
 
Add the commodity details and select Add. 

 
 
 
When all commodities have been entered into the Add Commodity Information 
screen, select Cancel. 

 
 
 
 
 
 

 


