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1. From the CN homepage 

Login to eBusiness using 

your Velocity ID and 

password. A new window will 

open to the eBusiness 

main menu.

• You must be registered 

on the CN eBusiness 

website and have been 

granted access by a CN 

account manager to 

view customer-specific 

publications.

2. Select Price Documents 

under the Get Rates and 

Service section.

• You will be on the Price 

Documents main page.

Getting Started
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• This is the main page of 

the Price Documents 

application. When you 

access the application for 

the 1st time you will get the 

“Public Documents” view 

with a list of CN’s 

commodity groups that 

link to their corresponding 

public price documents.

• The  sub-navigation links 

at the top will allow you to 

easily navigate between 

the various sections of 

price documents. For 

example you can  

download your rates into 

an excel spreadsheet, 

approve contracts 

electronically or do a 

station group search by 

clicking on the options at 

the top.

Price Documents Main Page
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• Searching for a specific document 

can be done in any one of the 

following 3 ways:

1. Clicking on “My Documents” will 

bring you to a new page that will 

display  a list of all documents that 

you have permission to view 

including your private contracts 

and any other documents that you 

subscribed to

2. Clicking on a commodity link like 

“Forest Products” will bring you to 

a page that lists all the  public 

forest products price documents 

known as open tariffs

3. Type your company name, 

commodity name  or a document 

number  in the Keywords box and 

click on the Search button. 

Example: Type “General Motors”. 

This will bring up a list of 

documents that contain your 

search criteria. 

Price Documents Main Page Continued

NOTE: 

- The search is case insensitive. 

-The search will look for both public and private documents

- The effective date of your search… (if you are looking for a publication 

that is effective in the future you will have to change the date to the future 

date)
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• By clicking on “Forest Products” (1) from 

the Public Documents”(2) view, going to 

“My Documents” or doing a “Key Word 

Search”(3) you will get a list of 

documents.

• Click on the document number link 

under the “Reference” column to view 

the details of the document. 

• The other options available from this 

page include:

 All Versions

Allows you to view the history 

of the document shown

 Subscribed

Allows you to subscribe or 

unsubscribe to a document. 

Subscribing to a document 

will add it to your “My 

Documents” view and add 

you to the email list for 

updates/changes. Simply 

select the document(s) and 

click “Update”

 Download

Allows you to download any 

document into an excel 

spreadsheet

(3)

(2)

(1)

Search Results
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Check out What’s New with our Price Documents tool!

• When in My 

Documents… Click on 

the  + to view the 

corresponding items if 

they exist in that price 

document. 

• You can download 

specific items/schedules 

or the entire publication.

• The Keywords search is  

no longer case-

sensitive. You can type 

any combination of 

UPPER case and lower 

case. 

• Tip: You can do a 

multiple keywords 

search as well by using 

“AND” or  “OR” when 

you type in your key 

words. Read more about 

it in the Help Section.

My Documents View
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PDF Document View

• When you click on 

the reference 

number and your 

price document 

opens, the page 

now has a new look:

• From the top you 

can view the price 

document and 

item/schedule 

descriptions, merge 

the document into 

one, download 

prices or subscribe/ 

unsubscribe to a 

document. 

• The side menu is 

split into two 

sections: a header 

section and a 

section listing items 

or schedules within 

the price document.
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• Clicking on the reference number opens a 

new window and the document that you 

selected is displayed.

• The title at the top of the page gives the 

document number and the date on which the 

rates are effective (today’s date, by default).

• You can print, save (download) or search 

through the document using the Adobe 

Acrobat icons.

• You can navigate to different items of the 

tariff by clicking on the Item link in the left 

margin.

• You can subscribe or unsubscribe to the 

tariff. If you subscribe, you will receive an 

email notification whenever there is a 

change to the tariff.If you unsubscribe, you 

will stop receiving this notification.

• You can merge the document. The header 

section and each of the items listed are 

saved as individual documents. By merging 

all the items into a single document, you will 

be able to print, save or search the entire 

document, without having to navigate 

through each individual item.

• You can View Detailed Item Descriptions 

that have been put in to help identify a 

document.

As the PDF file opens up, you should select “Yes” if a dialogue box pops up with 

the message “This page contains both secure and non-secure information. Do you 

want to display the non-secure items?

PDF Document View Details
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• When you want to look at your 

prices in a spreadsheet, you can 

do this by using the download 

functionality built into the Price 

Documents tool by selecting the 

document(s)  or individual 

items/schedules you want to 

download from the main 

document display page and 

clicking “Download”.

• This will trigger the download 

process; and open up the “My 

Downloads” page. 

• The “Reference” column will 

show you the document name. 

The “Description” column will list 

the document or documents that 

you are downloading.

• Under the “Status” you will see 

“In progress”. Once the 

download completes this status 

will turn to “Completed” (if the 

file is too big it will be broken 

down into a documents). Click 

on the “Completed” link to open 

up the excel spreadsheet.

•Click on the “Update Status” to refresh the page

•To get notified by email once the download is complete check off 

the box

Download Rules:

•You can download only 1 open tariff at a time due to their size

•All other documents like contracts can be downloaded many at a 

time

•Downloads are available on the site for 2 days

PDF Document View DetailsDownloading a Document
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• From the download page 

if you click on the 

“Completed” link an excel 

sheet will open up with 

your O/D information

• Key information in the 

spreadsheet includes:

 Effective/Expiry dates

 Origin/Destination waybill 

and actual

 Rates

 Rate Currency 

 Rate Unit of Measure

 Publication #

 STCC and Note 

descriptions

0

0

0

0

0

Approving a contract (or macro)Download Spreadsheet
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• Clicking on the link 

will bring up the 

“Station Group 

Search” page.

• The search can be 

done in one of two 

ways:

 Fill in the 

province/state 

and the city and 

click submit

 Fill in the station 

group and click 

submit

Station Group Search

Tips:

• For the city, you can start typing the name of the city, or click on the icon next to the box to open a pick list to search. 

Note: A minimum of 3 characters must be used for a city search. If there are multiple cites that contain the characters entered 

all are displayed and you must pick the correct one.If the province/state is not filled in but the city is, and that city is unique 

then the province state will automatically be filled in. If the city is not unique, pick the correct one and the information will be 

filled in.

• For the station group search, you can start typing the name of the group, or click on the icon next to this box to open a pick list 

on which you can search. 

• If you want to search for groups and stations by specific date: fill in step 1, specify your date in step 2 (the default is the 

current date) and click submit. If you are searching within the publication the default date is the publication or specific 

item/schedule effective date which you can change at any time.
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• Once you click 

“submit” the “Station 

Groups Found” page 

is displayed.

• The results show all 

the groups that 

contain your search 

criteria.

• In order to view the 

stations within each 

group click on the 

station group name.

• If there are more than 

25 groups, use the 

next link at the top of 

the table to navigate.

• If there are no results 

that match your 

criteria an error 

message “No results 

found” will be 

displayed below the 

title of the page.

Station Groups Found



www.cn.ca 

www.cn.ca
13

Station Group Search Result

• Clicking on the station 

group name will display 

a new page “Station 

Group Search Results” 

with a list of cities 

contained in the group. 

• To download all the 

cities in the group into 

an excel spreadsheet 

click on the download 

button at the bottom of 

the page.

• Please Note: If there 

are more than 500 cities 

in a group you are 

asked to do a download 

automatically.

• To get notified by email 

once the download is 

complete check off the 

box.

• Each page displays 25 

cities at a time, use the 

next link at the top of 

the table to navigate 

through the results.
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• Clicking the download 

button will trigger the 

download process; and 

open up the “My Station 

Group Downloads” 

page. 

• The “Reference” 

column will show you 

the document name. 

The “Description” 

column will show the 

group that you are 

downloading.

• Under the “Status” you 

will see “In progress”. 

Once the download 

completes this status 

will turn to “Completed” 

(if the file is too big it 

will be broken down into 

several documents). 

Click on the 

“Completed” link to 

open up the excel 

spreadsheet.

Station Group Download

• Click on the “Update Status” to refresh the page

• You can also access your list of downloads via the “My Station Group Downloads” 

link from the sub navigation bar at the top

• Downloads are available on the site for 2 days
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1. From your email, click on the 

hyperlink to approve or decline 

the document. (You will have to login 

using your eBusiness ID and password).

Or from the Price Documents 

sub navigation menu click on 

“My Documents for Approval” .

2. On the My Documents for 

Approval page, locate the 

contract number under the 

Reference column (if you have 

more than one contract to 

approve).

3. Click on the Reference 

hyperlink to review the 

document.

• The PENDING 

APPROVAL watermark 

appears on all pages of 

the document until 

approval is completed 

by you and/or CN 

partners. The document 

has already been 

approved by a CN 

executive.

Steps for approving a regular contract (or a macro contract)
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4. You can either approve or decline the 

document.

• If you are not ready to do either, you 

can instead send comments to the 

Account Manager by clicking on the 

hyperlink in the Comments column.

• Click on the Approve button if you 

are ready to approve the document.

• A warning message will pop up. 

Click Okay if you wish to approve or 

click on the Decline button if you do 

not want to approve the document.

• If you decline, a message window 

will pop up. Type in the reason why 

you are declining to approve and 

click on the Send button.

• This action sends an email to the 

Account Manager who must 

address your issues (reasons).

• The document will no longer appear 

in your list of documents for 

approval. If you take no action on 

the document by the Due By date, 

you will receive a weekly email 

reminder.

Steps for approving a regular contract (or a macro contract) continued
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Downloading a DocumentEmail Notification  through Price Documents

1. Updated Price Document 

Notification

• if any changes are made to a 

document that you are 

subscribed to you will get 

notified via email that 

changes have been made.

2. Document Expiry Notification 

• if documents that you are 

subscribed to are coming to 

the expiry point you will also 

get notified via email when 

the document will expire. 

3. Document Download notification

• If you downloaded your rates 

you will receive notification 

that the download is complete

4. Station Group Download notification

• If you downloaded your 

station groups you will 

receive notification that the 

download is complete


