How to retrieve MTR’s, Packing Lists, and Tracking Information

At Pennsylvania Machine Works, Inc. we strive to make your
ordering experience easier. Once your order has shipped; do not
wait for your package to arrive before sourcing your MTR’s,
Packing Lists, and Tracking Information. These documents have
now become available on www.pennusa.com once your order has
been processed, and they will remain on the website for a period
of 90 days. Please follow the simple steps below to begin the
process.
1. Go to www.pennusa.com and look on the right hand side for the top
button linking you to the Tracking Information and Packing List option.
Click the top button “Order Tracking” to begin retrieving your Packing
List, Tracking Information, and MTR’s.

2. Once you click on the button, you will see this screen next. You will
need to fill in your Penn Customer number, and your Purchase Order
Number as Penn Machine has entered it. Typically we drop any dash or
zero at the beginning of the purchase order.
Example: “00012345” will become “12345”
Example: “1234-5” will become “12345”
Please refer to your order acknowledgement to view the PO as we have
it entered.

3. To locate your Penn Customer Number, you can either call 1-800-PennUSA and speak with a representative to ascertain your customer
number, or you can look at any of your Penn Machine invoices. On the
invoice, the customer number will appear below the “Sold To” column,
as seen in this example below. The customer number below is
“124000”.

4. Once you fill in the values for your Penn customer number, and your
company purchase order, you will be shown a screen very similar to the
one below. On this screen, you have the option to click on any of the
BLUE links for information. This information can be printed directly
from your printer. The Packing List, Tracking Information, and MTR’s
can be viewed from here.

If you choose, you can also retrieve
just your MTR without your PO#, and
without having to print your Tracking
Information and Packing List!
Note: If calling in for an MTR, you will need the Purchase Order Number!

NO PURCHASE ORDER NUMBER?
1. To get your MTR w ithout your Purchase Order Number, it is a very easy
process, start by going back to the www.pennusa.com homepage,
where you began to source your Packing List and Tracking
Information. Once there, click the button below the “Order Tracking”
button, the option you need now is “Material Test Reports.”

2. Once you select “Material Test Reports”, you will be taken to a similar
screen as when you sourced your Packing List and Tracking
Information, an example can be seen below.

3. Click on Login, as here at Pennsylvania Machine Works there is ONE
login username, and ONE password. When you see the screen below,
use the following information.
*Case Sensitive*
Username: mtr4u
Password: priam

4. Once you hit submit, use the next screen to enter your Penn Heat
Number, followed with your Material Grade. Once your selection is
made, hit enter.

5. On the next screen, the system has loaded your Heat Number and your
Material Grade, the last step is to select your item. In this case, we will
select “1 9MSW CAP F11”. Hit submit once you select from the drop
down menu.

6. Your MTR is now ready to print!

THANK YOU FROM PENNSYLVANIA
MACHINE WORKS!

