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How to use EZ-Freight Tracking Portal – Remote User Operating Instructions 
 
The EZ-Freight Webtracking portal is a powerful tool 
designed for the client who needs 24/7 access to cargo 
information from their Freight Forwarder or Cargo 
Consolidator company on a real-time basis. 
Clients/Agents can search, print, or export reports and 
forms directly from their computers, via a secure web 
page.  
 
 
 
 
Access instructions  
o Visit https://venex.com or visit website of company offering EZ-Freight Webtracking portal access 
o Click “WebTracking” button 
o At EZ-Freight Webtracking portal main page, enter User and Password provided 

 
EZ-Freight Webtracking portal can provide searches for: 
 
• Warehouse Receipts • Warehouse Distribution 
• Air Freight       • Invoices (Optional) 
• Ocean Freight       • Delivery Orders (Optional) 
• Warehouse Courier 
 
 
 

Warehouse Receipt searches: Open - All Active, Open (by date range), Closed (by date range), Open-Closed 
(by date range), WR#, Reference #, and Tracking # (partial or complete tracking #). 

 
Print forms, export reports to PDF and Excel formats, view-print attachments, view history information of 
closed WRs. Make WR selection and send via e-mail. 
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To search in Warehouse Receipts: 

1- Select Warehouse Receipts from Option menu screen. Click Submit.  
2- Warehouse Receipt screen is displayed. From here chose either Single Search or Report Search 
3- Single Search options are:  

a. Warehouse Receipt, Customer Reference, Tracking # Partial and Tracking # complete.  
b. Selecting one of the options, enter a single value in the field below and click Submit.  
c. Results will display below. 
d. To open a form, double-click on the line for the WR # needed. Form will display in screen. Form 

can be printed or saved to local computer. 
e. Report in screen can be exported in PDF or MS Excel formats by clicking on Report button in 

toolbar. 
f. To view attachments, single click desired WR #, click  Attachments button on toolbar. Attachments 

can be viewed or saved to local computer. 
g. History of closed Warehouse Receipts can be viewed by single click desired WR #, click History 

button on toolbar.  
 
4- Reports options are:  

a. Open – All Active, Open, Closed and Open – Closed.  
b. If Open – All Active is selected, a date range is not required as system will search for all available 

warehouse receipts regardless of date and that are available or “open” in EZ-Freight. 
c. If Open is selected, system will display warehouse receipts that have not been shipped, within a 

selected date range. Date range required.  
d. If Closed is selected, system will display warehouse receipts that have been shipped, within a 

selected date range. Date range required.  
e. If Open-Closed is selected, system will display warehouse receipts that haven’t been shipped, 

and warehouse receipts that have been shipped, in a selected date range. Date range required.  
f. After date selection is done, click on Submit.  
g. Result will display below.  
h. To open a form, double-click on the line for the WR # needed. Form will display in screen. Form 

can be printed or saved to local computer. 
i. Report in screen can be exported in PDF or MS Excel formats by clicking on Report button in 

toolbar. 
j. To view attachments, single click desired WR #, click on Attachments button on toolbar. 

Attachments can be viewed or saved to local computer. 
k. History of closed Warehouse Receipts can be viewed by single click desired WR #, click History 

button on toolbar.  
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Air Freight searches: 
House & Master Airwaybills (by date range), House & Master Airwaybills by number and Reference number.  

View/print forms, export reports to PDF and Excel formats, view/print Manifests (Agents only). 
 
To search in Air Freight: 

1. Select Air Freight from Option menu screen. Click Submit 
2. Air Freight screen is displayed 

From here chose either Single Search or Report Search 
3. Single Search options are: 

a. House Airwaybill, Master Airwaybill, and File Control # 
b. After selecting one of the options, enter a single value in the field and click Submit.  
c. Results will display below. 
d. To open a form, double-click on the line for the document. Form will display in screen. Form 

can be printed or saved to local computer. 
e. Report in screen can be exported in PDF or MS Excel formats by clicking on Report button in 

toolbar. 
f. History of document can be viewed by single click desired document #, click History button on 

toolbar.  
 

4. Report options are: 
a. House Airwaybill and Master Airwaybill 
b. After selecting one of the options, enter a date range. System will display documents in a 

specific date range. Date range required.  
c. Results will display below. 
d. To open a form, double-click on the line for the document. Form will display in screen. Form 

can be printed or saved to local computer. 
e. Report in screen can be exported in PDF or MS Excel formats by clicking on Report button in 

toolbar. 
f. History of document can be viewed by single click desired document #, click History button on 

toolbar.  
 
Ocean Freight searches: 
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House & Master Bill of Lading by date range, House & Master Bill of Lading by #, Booking # and Reference 

To search in Ocean Freight: 
1. Select Ocean Freight from Option menu screen. Click Submit 
2. Air Freight screen is displayed 

From here chose either Single Search or Report Search 
3. Single Search options are: 

a. House Bill of Lading, Master Bill of Lading, Transaction #, Booking # and File Control # 
b. After selecting one of the above options, enter a single value in the field and click Submit.  
c. Results will display below. 
d. To open a form, double-click on the line for the document. Form will display in screen. Form 

can be printed or saved to local computer. 
e. Report in screen can be exported in PDF or MS Excel formats by clicking on Report button in 

toolbar. 
f. History of document can be viewed by single click desired document #, click History button on 

toolbar.  
 
 

4. Report options are: 
a. House Airwaybill and Master Airwaybill 
b. After selecting one of the options, enter a single value in the field and click Submit.  
c. Results will display below. 
d. To open a form, double-click on the line for the document. Form will display in screen. Form 

can be printed or saved to local computer. 
e. Report in screen can be exported in PDF or MS Excel formats by clicking on Report button in 

toolbar. 
f. History of document can be viewed by single click desired document #, click History button on 

toolbar.  
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Warehouse Courier searches: Open - All Active, Open (by date range), Closed (by date range), Open-Closed (by 
date range), WR#, Reference #, and Tracking # (partial or complete tracking #). 
Print forms, export reports to PDF and Excel formats, view-print attachments, view history information of 
closed WRs. Make WR selection and send via e-mail. 

 
To search in Warehouse Courier: 

1- Select Warehouse Courier from Option menu screen. Click Submit.  
2- Warehouse Courier screen is displayed. From here chose either Single Search or Report Search 
3- Single Search options are:  

a. Warehouse Courier, Customer Reference, Tracking # Partial and Tracking # complete.  
b. Selecting one of the options, enter a single value in the field below and click Submit.  
c. Results will display below. 
d. To open a form, double-click on the line for the WR # needed. Form will display in screen. Form 

can be printed or saved to local computer. 
e. Report in screen can be exported in PDF or MS Excel formats by clicking on Report button in 

toolbar. 
f. To view attachments, single click desired WR #, click Attachments button on toolbar. 

Attachments can be viewed or saved to local computer. 
g. History of closed Warehouse Courier can be viewed by single click desired WR #, click History 

button on toolbar.  
 
4- Reports options are:  

a. Open – All Active, Open, Closed and Open – Closed.  
b. If Open – All Active is selected, a date range is not required as system will search for all 

available warehouse receipts regardless of date and that are available or “open” in EZ-Freight. 
c. If Open is selected, system will display warehouse receipts that have not been shipped, within a 

selected date range. Date range required.  
d. If Closed is selected, system will display warehouse receipts that have been shipped, within a 

selected date range. Date range required.  
e. If Open-Closed is selected, system will display warehouse receipts that haven’t been shipped, 

and warehouse receipts that have been shipped, in a selected date range. Date range required.  
f. After date selection is done, click on Submit.  
g. Result will display below.  
h. To open a form, double-click on the line for the WR # needed. Form will display in screen. Form 

can be printed or saved to local computer. 
i. Report in screen can be exported in PDF or MS Excel formats by clicking on Report button in 

toolbar. 



EZ-Freight Software 
 
venex.com • 305-477-5122 

Page 6 of 8 

j. To view attachments, single click desired WR #, click Attachments button on toolbar. 
Attachments can be viewed or saved to local computer. 

History of closed Warehouse Courier can be viewed by single click desired WR #, click History button on 
toolbar. 
 
Warehouse Distribution searches: 
Open-All Active, Open, and History and search by individual Part #. 

To search in Warehouse Distribution: 
1. Select Warehouse Distribution from Option menu screen. Click Submit 
2. Warehouse Distribution screen is displayed 

From here chose either Single Search or Report Search 
3. Single Search options are: 

a. Part Number 
b. Enter a single value in the field and click Submit.  
c. Results will display below. 
d. Report in screen can be exported in PDF or MS Excel formats by clicking Report button in 

toolbar. 
e. History of Part # can be viewed by single click desired Part #, click History button on toolbar.  

4. Report options are: 
a. Open – All Active, Open, and History.  
b. If Open–All Active is selected, a date range is not available as the system will search only for 

Inventory that is available or “open” in EZ-Freight. Date range not available. 
c. If Open is selected, system will display Inventory of parts that have not been shipped, within a 

specific date range. Date range required.  
d. If History is selected, system will display Inventory of parts that have been shipped, within a 

specific date range. Date range required.  
e. After selection is done, click on Submit.  
f. Result will display below.  
g. Report in screen can be exported in PDF or MS Excel formats by clicking Report button in 

toolbar. 
h. History of Part # can be viewed by single click desired Part #, click History button on toolbar.  
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Invoice searches: 
Open, closed and by individual Invoice #. 

 
To search for an Invoice: 

1- Select Invoice from the Options menu, click Submit 
2- Invoice screen is displayed 

From here select either Single Search or Reports 
3- Single Search options are: 

a. Invoice # 
b. Enter a single value in the field and click Submit.  
c. Results will display below. 
d. To open an Invoice #, double-click on the line for the document. Invoice will display in screen. 

Form can be printed or saved to local computer. 
e. Report in screen can be exported in PDF or MS Excel formats by clicking Report button in 

toolbar. 
4- Report options are: 

a. Open and Closed 
b. If Open is selected, system will display Invoices within a specific date range. Date range 

required.  
c. If Closed is selected, system will display Invoices within a specific date range. Date range 

required.  
d. After selection is done, click on Submit.  
e. To open an Invoice #, double-click on the line for the document. Invoice will display in screen. 

Form can be printed or saved to local computer. 
f. Report in screen can be exported in PDF or MS Excel formats by clicking Report button in 

toolbar. 
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Delivery Order searches: 
Delivery Order by date range or single search by Delivery Order #. 

 
To search for a Delivery Order: 

1- Select Delivery from the Options menu, click Submit 
2- Delivery Order screen is displayed 

From here select either Single Search or Reports 
3- Single Search options are: 

a. Delivery Order # 
b. Enter a single value in the field and click Submit.  
c. Results will display below. 
d. To open a Delivery Order #, double-click on the line for the document. Delivery Order will 

display in screen. Form can be printed or saved to local computer. 
e. Report in screen can be exported in PDF or MS Excel formats by clicking Report button in 

toolbar. 
4- Report options are: 

a. Delivery Order  
b. Select a date range to display results.   
c. After selection is done, click on Submit.  
d. To open a Delivery Order #, double-click on the line for the document. Delivery Order will 

display in screen. Form can be printed or saved to local computer. 
e. Report in screen can be exported in PDF or MS Excel formats by clicking Report button in 

toolbar. 
 
 


