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2 Introduction 
This User Guide is designed to assist Motor Carriers in their usage of the TRAC Connect System. 

3 Accessing the TRAC Connect System 
The TRAC Connect can be accessed through any of the browsers listed below: 

• Microsoft Internet Explorer 6.0 or later versions. 

• Mozilla Firefox version 1.5 or later versions. 

The URL for the application is: https://www.traconnect.com/ .  The following page is displayed when you 
access the website. 

 
Figure 1 – Home Page 

 

3.1 Getting Started 
Clicking on the “Getting Started” button will cause the system to display a series of easy to follow instructions 
on setting up an account and registering your company.  Figure 2A, 2B, 2C and 2D display sample instructions 
that are included in the “Getting Started” guide. 

https://www.traconnect.com/�
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Step 1: Create an account

• Fill out the required fields and click “Create User”

• Navigate to www.tracconnect.com
and click “Create New Account…”

 
Figure 2A – Getting Started guide – Create an account 

Step 4: Complete your company profile

• Click the “Create Company” menu item

 
Figure 2B – Getting Started guide – Create Company 
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Step 5: Provide proof of insurance

• Add TRAC Intermodal to your insurance policy(s) as 
additionally insured, as specified in the Documents/Rules 
directory

• Click the “Documents” tab

• Click the top “Add” button

 
Figure 2C – Getting Started guide – Provide proof of insurance 

 

Step 6: Accept agreement

• Click on the “Agreement” tab

• Review the document and indicate agreement by checking the 
box at the bottom

• Click the “Save” button

 
Figure 2D – Getting Started guide – Accept agreement 
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3.2 Registration 
In order to access the system, you must be a registered system user. To become a registered system user, 
click Create New Account… link on the home page or as shown in figure 3. 

 
Figure 3 – Create New account link 

 

The system will display the Create an Account screen, show in figure 4A below. 

 
Figure 4A – Create Account screen 

Enter details such as your first name, last name, title and a desired entry in the User ID field.   Fields that are 
required to be populated have an asterisk (*) as part of the label.  Specify your password in the Password and 
Confirm Password fields, and indicate your e-mail address in the E-mail and Confirm Email fields.  Populate 
the phone and fax number fields, choose a desired security question and the answer. 

As you enter appropriate information in the various fields, the system performs validations to ensure data 
entered passes validation Criteria.   Any error messages are displayed on the bottom of the screen.  
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Figure 4B – Create Account process – data entry errors 

Fix any data entry errors and when ready click on the Create User button to create an account.  The system 
will check for user ID availability.  If requested User ID is in use by another user, the system will display a 
message as shown in figure 4C.   If the user ID is available, the system will create the account and display a 
confirmation as shown in figure 4D. 

 
Figure 4C – Create Account process – User ID not available 

If all the information entered passes validation criteria, the system displays a message indicating successful 
account creation as shown in figure 4D below. 

 
Figure 4D – Create Account Process – Account Created Successfully 

The user will now receive an email message for them to confirm their account request by clicking on secure 
link contained in the message. 
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The email that contains the link to confirm/authenticate the user ID request will be similar to the display as 
seen in figure 4E.   

 
Figure 4E – Create Account Process - Email requesting confirmation 

Clicking on the highlighted text will cause the system to display a confirmation message that account has 
been confirmed (figure 4F). 

 

 
Figure 4F – Create Account Process - Account Setup confirmation 
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3.3 Login 
To log in, enter your user ID and password, and press Log In. User ID and password are not case sensitive.  If 
you don’t want to be required to enter your username on future visits, check the Remember Me Next Time 
box. 

 
Figure 5 – Login  

3.4 Logout 
To logout, click on the logout link as shown in figure 8 A. 

 
Figure 6 - Logout 

3.5 Session Termination 
If you are signed on to your TRAC Connect account, and the session remains idle beyond a configurable 
amount of time (initially planned for 20 minutes), the system will log you out automatically.  You will be 
required to login again and any unsaved work will be lost.  Figure 7 shows the screen that is displayed when 
your session is terminated. 

 
Figure 7 – Session Terminated 

3.6 Forgot Password 
If you forget your password, click the Forgot password… link on the main Log In screen.   
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Figure 8A – Forgot Password 

The system will present you with screen shown in figure 8B: 

 
Figure 8B – Forgot Password step 1 

Enter your user name and click Submit and if the system recognizes the user id you entered as a valid id, you 
will be asked to answer the security question as shown in figure 8C 

 
Figure 8C – Forgot Password Step 2 

After you answer the question and click on submit, your answer will be validated against the answer in the 
system.  If the answer entered does not match the answer in the system, an error message as displayed in 
figure 8F will be displayed.  If the answer matches the answer in the system, a message confirming that the 
password has been sent by email will be displayed as show in figure 8D.  Figure 8E shows the email that 
contains the user ID and the reset password.  

 
Figure 8D – Password Reset Confirmation 
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Figure 8E – Copy of reset password in email. 

 

 
Figure 8F – Forgot password step failed validation 

3.7 Change Password 
If you would like to change your password you have to log on and click on the My Account link.  Clicking on 
this link will result in the display of the Your Account screen as displayed in figure 9. 

 
Figure 9A – Password Reset – Main Screen 

Clicking on the Change Password button will cause the system to display a screen as displayed in figure 9B. 
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Figure 9B – Password Reset - Enter details 

After you enter your current password, populate the new password and confirm new password fields and 
click on the change password button, your new password will be saved. 
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4 Create Company 
After you have successfully setup your account, you need to create your company’s profile.  Clicking on 
create company will cause the system to display the screen with the Details tab selected as shown in figure 
10.  Successful creation of a company profile requires data entry across different fields in various tabs. 

4.1 Company Details tab 

 
Figure 10 –Company Details screen 

4.2 Details tab 
Use the details tab to enter details for your company, such as the company name.  Figure 11 shows the 
necessary and optional fields that need to be entered in the details tab.  Be sure to complete all fields 
marked with an asterisk.  After you enter company details, click on the address tab to enter address details. 

 
Figure 11 – Contact Details tab 
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4.3 Address tab 
Click on the address tab to supply address information.  Your company can have up to three different kinds of 
addresses (e.g. Billing, Physical , Mailing).   

4.3.1 Add Address 
Click on the Add button on the address tad show in figure 12A, to enter details for each address type as 
required.   

 
Figure 12A – Addresses Tab 

Enter details for the different kinds of available addresses as necessary and press save after update.   Every 
company profile is required to have a physical and billing address.  After you are done entering address 
details click on the contacts tab to enter contact information. 

 
Figure 12B – Address Details - Billing 

4.3.2 Delete Address 
You can delete an address associated to your company profile by clicking on the delete icon ( ) next to the 
address.  Figure 12C shows a company profile which has an address that can be deleted.  The system will 
prompt for confirmation before it deletes the address. 

 
Figure 12C – Delete Address 
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4.4 Contacts tab 
Click on the contacts tab to enter contact primary and secondary contact details such as Phone, Fax number 
and email address.  Figure 13 shows the screen where you can input contact details.  After you are done 
entering contact details, click on the Credit tab to enter bank and reference details.  

 
Figure 13 – Contact Details 

4.5 Credit tab 
Click on the credit tab to enter Bank and Reference details.  Be sure to supply this information if prompted 
to. 

 
Figure 14 – Credit Details 

4.6 Documents Tab 
In order to participate as a valid/authorized user in the TRAC Connect program, you are required to provide 
copies of documents that establish proof of insurance.  See the Rules Directory for details on insurance 
requirements.  Figure 15A shows the documents tab where this information can be entered. 

4.6.1 Add Documents 
Click on the Browse button to upload a PDF (portable document format) document.  Figure 15B displays how 
to select and upload a document.  You are allowed to upload only PDF documents.  Update all fields with 
information corresponding to the loaded document and click on Save.   If the information provided does not 
pass validation criteria, the system will display error(s) as shown in figure 15C.   
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Figure 15A – Documents Details 

 

 
Figure 15B – Document details – Add/Upload documents 
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Figure 15C – Document details - Data failed validation 

After you are done with the documents, click on the agreement tab to accept the Interchange Agreement. 

4.6.2 Delete Documents 
You can delete insurance documents associated to your company profile by clicking on the delete icon ( ) 
next to the document.  Figure 15D shows a company profile which has documents that can be deleted.  The 
system will prompt for confirmation before it deletes the document. 

 
Figure 15D – Delete Document 

4.7 Agreement Tab 
As part of setting you company profile, you are also required to accept the Interchange Agreement which 
contains the terms and conditions that you must agree to.  Figure 16A displays a section of the interchange 
agreement and the check box that you need to select in order to agree to the terms and conditions. 
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Figure 16A – Agreement details 

After you have read and agreed to the terms and conditions of the interchange agreement and also have 
uploaded the necessary documents, the Received indicator is changed from a red X mark to a green colored 

check mark .  The Status changes from blank to new, indicating that these documents have not been 
reviewed. 

 
Figure 16B – Overall Document Status - before internal review 

After Documents have been reviewed by TRAC Connect personnel, the status will be updated appropriately.  
Figure 16C shows a possible scenario of document status after internal review.  
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Figure 16C – Overall Document Status - after internal review 

As part of maintaining you company profile, you are allowed to add comments for your own review and/or 
TRAC Connect personnel review.   

4.8 Comments tab 

4.8.1 Add Comments 
You will have the ability to save comments as part of your company profile.  These comments can be used for 
future reference by you or anybody who has access to your company’s profile.   Figure 17 below displays the 
screen where you can enter comments.  To add more comments, click on the Add button. 

 
Figure 17A – Add Comments 

4.8.2 Delete Comments 
You can delete comments associated to your company profile by clicking on the delete icon ( ) next to the 
comment.  Figure 17B shows a company profile which has comments that can be deleted.  The system will 
prompt for confirmation before it deletes the comment. 

 
Figure 17B – Delete Comments 
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4.9 Messages tab 
Issues and information in regards to your account and/or the TRAC Connect program will be displayed on the 
Messages associated to your company profile.  Figure 18 shows the messages tab.  Messages can only be 
created or edited by TRAC Connect personnel.  Note that these messages will also be visible on the front 
page after logging in. 

 
Figure 18 – Messages 

4.10 Saving a Company 
After you have entered information on each of the screens (pressed save in each tab as required), and press 
the save button, the system will validate the information.  If the data passes all validation steps, there are no 
error messages.  If there are any errors you will need to fix in order for the account to be setup.  Figure 19 
displays potential error messages when data input does not pass validation criteria. 

 
Figure 19 – Company profile setup that failed validation – error messages 

4.11 Company Approval 
A TRAC Connect representative will review your information.  If you are approved, you will receive a 
confirmation e-mail.  If your application is not approved, you will be notified of the reason via e-mail. 
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5 Editing/Updating a Company 
After you have successfully saved your company profile, you can update, edit and delete information as 
required.  In order to perform edits, click on the edit company link as displayed in figure 27. 

  
Figure 20 – Edit Company Profile 

In order to Edit or Delete previously entered information, click on the appropriate icons, as displayed in 
figure 26 below.   

 
Figure 26 – features to Edit, Delete, Display data 

6 FAQ 
You can access the FAQ by clicking on the FAQ link on the main home page as displayed in figure 21 below 

 
Figure 21 - FAQ 

7 Locations 
You can access the map of locations where the TRAC Connect program is available by clicking on the 
Locations link on the home page as show in figure 22. 

 

Edit Data 

Delete Data 

View Data 
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8 Contacts 
You can access administrative and operations contact details for the TRAC Connect program by clicking on 
the Locations link on the home page as shown in figure 23. 
 

 
Figure 23 - Contacts 

9 Documents 
You can access documents that will assist you in Getting Started, Setting up and managing accounts and 
companies as a user by clicking on the documents link as shown in figure 24. 

 

Figure 24 - Documents
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Appendix A - Security and Privacy Settings 

The following table lists required browser security and privacy settings for both user browsing and site 

development. In all cases, the recommended settings are the default settings for that browser. 

Internet Explorer 6 Make sure that the Internet Zone in the Security Zones settings is set to 

Medium. 

Internet Explorer 7 Make sure that the Internet Zone in the Security Zones settings is set to 

Medium-High. 

FireFox 1.5 or later 

versions 

In the Tools menu under Options, make sure that Enable JavaScript is 

selected. 

Note  

If browser security and privacy settings are set too high, JavaScript might be disabled. In that case, the 
browser cannot run the client-side functionality of an AJAX-enabled ASP.NET application, such as 
tracconnect.com.   
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