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1 Log-in

Username

Password

The following tabs are available after logging:

File Unit Gate Yard Cargo Windows

File — change of system access password and looking for a single container;

Unit —looking for a single container, list of all containers released for a given Forwarding Agency, list of containers
and bills of lading;

Gate — notification of export and empty containers, bookings;
Yard - list of additional orders;

Cargo — bills of lading, list of advised pick-ups of general cargo, list of cargoes in the warehouse;
Windows — tab management.

To change the password, in File tab select Edit Password.

File Unit Gate Yard Cargo

'\% Show |nspector  Ctr-l

Edit Password

Next, in Edit Password screen change the password in Security tab.

& Edit Password X
& Security |

Your new password must satisfy the following requirement(s):

1. Your password must be at least 10 characters.

2. The password must have at least 1 numeric character(s).

3. The password must have at least 1 UPPER CASE character(s).

4. The password must have at least 1 lower case character(s).

5. The password must have at least 1 special, non alpha-numeric, characters such as 2@15_=[].
6.

. You cannat reuse any of your 6 previously used password(s).

Current Password: | \

New Passwaord: [Please retype for confirmation:

Please Save above data.
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2 Password

2.1 Password change

In order to change the password, from the file tab select option Edit Password.

Eile " Unit Gate Yard Cargo

Q‘\, Show Inspector  Ctr-l

Edit Password

In the first window enter the current password, in the next two windows enter the new password.
1. Current password

2. New password
3. New password

After all the necessary windows are filled, click save.

w Edit Password X

@ Security \
Your new password must satisfy the following requirement(s):
. Your password must be at least 10 characters.
. The password must have at least 1 numeric character(s).
. The password must have at least 1 UPPER CASE character(s).
. The password must have at least 1 lower case character(s).
. The password must have at least 1 special, non alpha-numeric, characters such as #@!$_=[].
. You cannot reuse any of your 6 previously used password(s).

oW B W

urrent Password: |

\
l

New Password: lPlease retype for confirmation:

2.2 Password recovery

After starting Navis App, on the main login page choose option Forgot Password.

Navis N4 Login X

[ Login |

Next, in the Username field, enter login in the appropriate character size and click Reset Password, as below
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w Forgot Password X

To have a new password e-mailed to you please enter your user id

memei — — g

Reset Password

After finishing the above steps, an automatic message will be sent to your email address with a generated new
password. If the message is not visible, check spam folder.

3 List of containers and cargo — Units

This option provides a list of all containers and cargo released for a given Freight Forwarder.

Step 1

In Unit tab choose Units.

Filter the information and select from the UNITS -> UNITS (FF PROD_FF) window, where the entire list with container
and cargo numbers will be displayed.

L SPARCS N4 - Version 2541

Unit | Gate rd  Cargo W

Find One Unit

Units

S33L0AE 4

Units: My List

Bills of Lading

Step 2

Available information: container number (Unit Nbr), container/cargo entry date (Time In) and container/cargo exit
date (Time Out), box operator (Line Op), seal (Seal Nbr), customs clearance number (CEN Number) or customs
stops/holds (Unit Impediments), DSK number, warehouse’s order assigned to a given container (Service Ordered),
warehouse’s order number assigned to container (Serive Order Number), etc.

__ spagcs ha-verson 25 A7

L File Un
ES UnitNbr 33 | LineOp | TypelSO TimeIn Tirne Out Category | V-State T-State
= 0 |Uxxu2460277  MAE 22G1 2012-09-1321:08  2012-09-18 00:30
- | |Uxxuz4s0635  MAE 2261 2013-07-231835  2013-07-24 15:29
A | |uwasonno  maE 2261 2012-10-0504:58  2012-10-09 14:19
3 | |uxxua4sssos  MAE 2261 2013-10-12 03:40
UXXU2440265  MAE 2261 2013-02-2814:48  2013-03-05 2111
UXXU2438000  MAE 2261 2013-03-281208  2013-03-300213
UXXU2437092  MAE 2261 2012-09-2019:17  2012-10-01 07:43
UXXU2436305  MAE 2261 201212122254 2012-12-1719:41

The order of columns may be changed by dragging them with the use of the left mouse button. Apart from that,
the list may be sorted in ascending or descending order by left-clicking the name of the selected column.
Double-click option provides the Container Card.
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Step 3

The list view may also be configured as follows, by right clicking the column header. Select a particular item from

the drop-down list. Ticked fields mean that a given item of information is displayed in columns.

[ 22 Aevom || © Qingey |
| Una e Line Op
APPRUTOZR2 7O CAMA
CRMUDI TR COS
HTCNMIINGS OOL
MARLMOSIATT MAR
MICUSTEION0 M5O
SUDUS A2 T2
MSROUSS204Y Y
MANRLCOOA A

MAL
AL
Mas
aas
(v
A
AL
MAR

MALERIES IS5
[ TCLUS3051 %9
TONULLS02
RS X501 900
PAALLMIO7RY P
JAFMUTOINETS ChA
CCLVTAS0MME CO%
MIKUSOGA 582 MAK
MW USRI 56 MAK
MIUTIRIIET MAR
PAAL LM 168125 MAK
CANZISON  MAK
ran
cos
CheA
rAS
MBS S0MC MAK
UASLNOOBI TS #RC
AW U055 MAK
DEAUROO00I)  #AM
TCLUITSOIO0  ChAA
MAL LMY F3aes MAs
TRILIIOAI938  Chaa
LA ) < hes

!l'..........

T
Type 150 Tirre in Tpoos o
A5G 2020-0%-04 V13V « Tune O
asGt 2020-03-04 11,48
asG J000-Cub - 3O O W8 L
awn JO20- 0508 Y188
a0 2030-04-12 19:09 oy
430 2020-0%-04 1).45 O Ordan .
2264 2030-0%-02 0023
' .
Aavsks 2020-0%-04 11,04 Uit
L3G1 20200k 26 00 36 12-004G .
asay 20200504 11144 E
3Gy J020-04- 35 VA3 levipma <
4561 2020-05-04 1 144 } Routing .
awn J020-0%-04 11,40 -~
“Hay 2030.0%-04 11,43 S-Lompes -
ase JO20- 0k 29 1908 3 Rewter .
456 2020-05%-04 Y1)
L . L3
2020-05-04 1143 e
2020-05-01 0037 Powmon .

2020-0%0d4 11,42
0052 O IR

20200504 11142 2 By N
2020-05-04 11,42

.
2020-04-30 1337 H O
20200504 11,42 $1-Ovhar .
J030-05-03 Oh 3O o xPs 8
JO0.0%.02 103
2070.0%-0:4 VYV 2 e .

2020-0%-02 07 3%
2020-04- 23 000
2020-05-04 11,41
J020-0d- 23 O 43
JO20-0% -0 S0

Marage Colurmna

Adih 2ot Saet by Time Oud ASC

Add 2 Som by Tume Out DISC

Agena
LS ALY

w0
[N

i
rxasy

N0

Agpt Teme
Comples inTime
Dl
A
Lowt Move
Losded
Padumited O Power
v Crmatad

v Tonein

v Tme Oun

Tives S1atn Change

(SKY] (D)

Ageent Yoo

ACOM

ACOTS

-
l+)=] ®)
WM !

3

®

Gara oo
MARYO
MASSO L
MaYVOe
GALA 005
VUOKDY
OGaLA coM
VUOKD M
MARLOIM

Marore

GALA DO

MAKLO I
MAARTO I

MARSO V5
GEFMOL 2

QR0

In addition, from the Units view you can assign:

-> import or export container to your forwarding agent,

-> release to a Customs Agency or Rail Freight Organizer, and

-> issue a system order.

All these functions are described later in the manual.

4 List of containers and cargo — My List

This option allows to create one's own list of containers/cargo. The list may be created by highlighting a group of
containers/cargo in Units tab, next clicking the Display button in the left-hand upper corner and selecting Add

—

Selected To ‘Mly List’. The selected containers/loads will appear in the Units: My List tab.

Unt Nbx: B3 Auto-Retige
WD0028500T] .
WL o) Expertre CSV

NS 1) Expoet to Excel

(Pt ~Dos o

OO TSTY
ADOR2753598 MAE

26

20120923 0941

My List view is analogous to Units view.

Tiwe Ot
20124918 0030
M307- 159
20121000 1829

20303405 111
213-03-30 0213
200230400 0743
202-12-17 1941
20121208 0231
20917 08
2305171153
2130603 0033
201209-30 0530

In order to remove a container from My List, tick/highlight the container to be removed and next click Display screen

and select Remove Selected from the drop-down menu.
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5 soarcs - Vesion Z5A TG

b File Unit Gate Yard Cargo

UNITS | Units: My List

& Actions || {D Display

Last Mo, @ Auto-Resize Ctrl-NumPad +
2013-10-151

01303300 =) Export to C5V
2013-03-051f =) Export to Excel
201210010/

g

o Info

List Selected
# Add...

SajLIoAR |

Active Yard
Departed Departed
Departed

FUEEEH

5 Container card

The Container Card (Unit Inspector) allows the system user to check all container data. It contains the following
information: container entry and exit dates, weight, seal, status, etc. The Container Card is only visible if the
container has been released to a given Freight Forwarder (self-assignment of Freight Forwarder - see item 6.1 and
7.2).

To find the Container Card follow the instruction below.

Step 1
In Unit tab choose Find One Unit.

Z SPARCS N4 - Version 254178061 Y
¢ File | Unit Gate 5

Find One Unit

Units

Units: My List

=
o
=
8
=
|

Bills of Lading

or double-click a given item in Units.

Step 2
Please search for container in below window. In field Find One Unit enter container number and click OK.

m Find one Unit

|HPGU3827374 |

[JOK”xCancel][eHelp

Step 3
A container card opens with the following sections:

Container — container number, ISO type, damage symbol;
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Status — full/empty, box operator, weight, booking, placed warehousing orders (Services Order) and warehouse’s

orders number (Service Order Numbers), classification of hazardous cargo;
Transit — category (export, import, storage), port of discharge, route, entry and exit date.

Container

Unit Nbr: BMOU112320

Type 1S0: 2210
EqRole: Primary

E> . ¥ Actions

To get more detailed information, click the green arrow icon circled red in the above screen, in the left-hand bottom

corner of the container card.

After clicking the green arrow icon there is a drop-down list of detailed information regarding the container:

Status
T-State: Yard

Planned Position:
Frght Kind: FCL
Line Op: COS
VGM Weight (kg): 18,354
VGM Verifier:

Last Move: 2024-03-18 12:34
Complex Position: Y-CY1-D05.007.1.3

Transit
Category: Import
POD: Gdansk (GDN)
I/B Carrier: V-2400VA001 (COS)
/B Carrier (intended): T-GEN_TRUCK
Time In: 2024-03-18 12:34
O/B Intend ETD:

Appt Time:

VGM Updated Date: 2024-03-12 09:51

Gross Weight Source: VGM
Weight (kg): 18,354
Stow:
Stow
Stow 3:
Placarded:

BL Nbr: 6373998620
Billing Line OP: COS

All Equipment — container number, ISO type, damage degree;
Contents — goods description, net weight, details regarding dangerous and out of gauge cargo;
Damages — type, place and degree of damage (Minor, Major);

Data Sources — source of data available in the system;

Declared Goods — several customs clearance numbers;

History Move — container history;

Holds/Perms — holds and permissions applied to the container;

Itinerary — internal operating information;

Primary Equip. — seals and general information of the container.

Below you can find example of container card:

&L Ex/ele]

-
w UnitInspector for PONU2149017

.

Container

@

Unit Nbr: PONUS148017
Type ISO: 4561

(o) )

Al Equipment
Contents

Status
T-State: Yard
Last Move: 2013-10-10 00:56
Complex Position: ¥-CY1-R53604.1
Planned Position:
Frght Kind: FCL
Line Op: MAE
Weight (kg): 11,560
Stow:
Stow 2:
Stow 3:

BL Nbr: 568058938

Transit
Category: Import
POD: Gdansk (GDN)

1/B Carrier: V-EVEL1300 (MAE)
O/B Carrier (intended); R-LOC_ RADI16/10i13 (PKP.

Time In: 2013-10-10 00:56
0O/B Intend ETD: 2013-10-16 11:00

Appt Time:

L [2)x]@le]
B CEE

Equip Nbr 2 TypelsQ
PONUBL49017 45G1

Damages
Data Sources
Declared Goods
History, Move
Holds/Perms
Htinerary
Primary Equip.

Attached
2013-10-07 11:59

EqRole
Primary

Damage Severity
Miner

Detached Eq Hold/Perm
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Below you can find description of Holds and Permissions:

Name

Description

Holds

Customs Export Hold

applied in export by the customs office

Customs Import Hold

applied in import by the customs office

CZRM Hold / 1ZRX Hold

applied by CZRM / IZRX

SL Hold (Shipping Line Hold)

applied by the shipping line

Terminal Hold

applied by the Terminal

Tir Transit Carnet

applied by the Customs Office

CFS Hold Applied in export by CFS
CFS Appointment applied by the CFS
DGD Hold applied in export by the Terminal to containers with dangerous cargo

Placards Mismatch

applied in export by the Terminal for HAZ containers in case of label discrepancy

Seal Missing Hold

Applied in export by the Terminal in case of HS bolt seal missing

Vet Hold applied by Veterinary Service

Sanepid Hold applied by Sanitary and Epidemiological Station

Wiorin Hold applied by Voivodeship Inspectorate of Plant Health and Seed Inspection
Wijhars Hold Applied by Voivodeship Inspectorate of Agricultural and Food Quality

Inspection

Sktad Celny Hold

Used in import concerning the entry of container / non-containerized cargo into
the customs warehouse procedure.

TRANZYTT1

Stosowana w imporcie przez UC

00G Hold

Applied by terminal in import of OOG cargo

Permissions

Customs Export Permission

imposed by the system on all export containers

Customs Import Permission

imposed by the system on all import containers

Line Import Permission

imposed by the system on all import containers not released by a Shipping Line;
release is effected at the time of receipt by the Terminal of a PIN from the
Shipping Line

IEmpty Permission

imposed on all empty containers

Unit _Vgm_Load_Permission

In compliance with SOLAS, VGM is required for all containers in export

Customs Export Permission

Systemically applied to all export containers

TECHNICAL_FULL_CONTAINER

Applied systemically and applies to all full containers in import and export. The
listed footers do not block the handling of containers and only serve the
function of supporting security at the terminal

TECHNICAL_LIVE_REFFER

Applied systemically and applies to all full Reefer containers for import and
export. The listed footers do not block the handling of containers and only serve
the function of supporting security at the terminal

Missing Agent Permission

It is imposed systemically and applies to all full containers in import and export.
Implementation of the stop is the first step in the process of introducing PCS
fees. The stop will not block the loading/unloading of a container on/off a vessel
or taking or depositing by road/rail - until further notice.
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The status of particular permissions and holds is explained below:

e  Permissions —imposed automatically by the system:
Required — granting required
Granted — permission granted
Cancelled — permission with Granted status has been cancelled
e Holds —imposed manually on the individual basis, depending on needs:
Active — releasing required
Granted — hold has been released

Additionally, in the Container Card option Actions allows to place an order (Transactions —> Create Service Order).
E.g. staffing, unstaffing, inspection of the container. This option is fully explained in the further part of the Manual
(see item 7.6).

i ™y
. UnitInspector for PONU8149017 =%
Container Status Transit
T-State: Yard Categorny: Import
Last Move: 2013-10-10 00:56 POD: Gdansk (GDN)
Complex Position: Y-CY1-R53604.1 I/B Carrier: V-EVEL1308 (MAE)
Planned Position: 0O/B Carrier (intended): R-LOC RADMG/M0/13 (PKP)

Frght Kind: FCL

Tirme In: 2013-10-10 00:56

Line Op: MAE
Weight (kg: 11,560 /B Intend ETD: 2013-10-16 11:00
Unit Nbr: PONUS149047 Stow: Appt Time:
| TypelS0: 45G1 Stow 2:
Stow 3:

BL Nbr: 568058938

[7)[ Actions %)) Ex)@)e

Transactions  } Create Service Order

6 Export

Only containers and general cargo with prior delivery notification in Navis system may enter the premises of the
terminal.
Notification of export containers takes place automatically by electronic data interchange on a given booking by the
Shipping Line directly to Navis.
The only obligation of the Freight Forwarder is to provide the driver with the

=» container number

=>» booking numbers.

Storage of an empty container by road does not require Navis notification.
An exception is storage of an empty container that arrives by rail and requires manual notification in the system.

Notification of a full container arriving by rail requires providing the Train Operator with information related to
containers.

6.1 Assigning to a container in export by booking number.

To release an export container, enter the container number(s) and booking number as described below.
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Step 1
From the Units view, select the Actions window and then the Assign Export Container to Agent option

File Unit Gate Yard Vessel Rail Cargo

UNITS ALL '\ B

o Actions '*D Qisp:y]
Update
View
Reefer
Transactions
Administration
Validate PIN for Self Assignment

P
& o is

Li

it Delivery Orders | Ves

-
E
=
kd

v v v v w

Assign Export Containers to Agent

Step 2
In the Add Export Containers Agent Assigment window, fill in the container number and booking.

w Edit Export Containers Agent Assignment X

Unit Id: ( Please use comma between unit ids) : |[EMCU84353%4

Booking Number: M
[9/ Save] [ x Cancel] [9 Help]

After completing the required fields, click Save.
The container has been assigned to your Freight Forwarder account and is visible in the Units tab.

In case you have more export containers under one booking, you can assign to them simultaneously.
In order to do this, enter container numbers separated by a comma in the Unit Id window.

w Edit Export Containers Agent Assignment X

Unit Id: ( Please use comma between unit ids) : iEMCU3435394, BSIU8041620, GAOU6389776| <t|
Booking Number: |565300029519 |

[JSave”xCancel][oHelp];

After completing the required fields, click Save.
The container has been assigned to your Freight Forwarder account and is visible in the Units tab.

6.2 Delivery of an empty container by rail

The deposit of an empty container by road is not required to be notified by the shipping line or freight forwarder.
The exception is the deposit of an empty container that enters by rail and requires manual notification in the system
according to the instructions below.

Step 1
In Gate tab choose RAIL_GATE: Receive by Rail.

- soncs v - verson 23 A750s I

L File Unit [ Gate | Yard Cargo W

RAIL GATE  » RAIL_GATE: Receive by Rail

ROAD_GATE »

_
@
=
=]
=
m

10



> Baltic Hub

Step 2
In Select... tab select option Receive Empty.

 SPARCS N4 - Version 254.1

®  Fie
RAIL_GATE: Receive by Rail
Gate Processing

Unit Gate Yard Carge Windows

RECIVE BY RAIL Transaction Entry
Select... Ul
Select...

1. Receive Empty

| Juazay |sa;!.|one:|

Step 3
In RAIL_GATE: Receive by Rail complete the required fields:

Equipment Number — container number;

Equipment Type — container ISO;

Carrier Mode — select Train;

Line Operator — enter the container operator;

Train Operator — select carriage organiser;
Booking/Order — select correct code (e.g. NKOO1_MAE.)

UMTS | RAL GATE Recone by Bl

Gt Pras curing

KON BY RAIL | ramaarthom {amry

ey

[ —

Epwrment Nunter |

Lpuprrent 1ype ’
Come Mode

[ ’
Trsn Operster

Borkong O ’

: !gu

After completing the required fields, click Save Transaction.
The notified container is visible in the Units window.

6.3 Delivery notification of general cargo

6.3.1 Handlingin relation vehicle-warehouse-container

Delivery of general cargo at CFS in relation vehicle-warehouse requires cargo’s notification by e-mail to
containerservices@baltichub.com and provide the following information:

e  (argo storage date;

e Quantity/volume/weight of general cargo;
e  Packaging unit;

e B/Lnumber.

After the receipt of necessary data CFS worker provides by e-mail the following names of the goods created in the

system:

11


mailto:containerservices@baltichub.com
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e  BL number — driver notification number, necessary for storage of goods at CFS. The driver is obliged to
provide this number at Pre-gate.
e |d—system goods declaration; number on which all operations are performed in NAVIS.

All advised general cargo to be stored at CFS or stuffed directly to the container and goods being stripped are visible
in Cargo tab in Pre-Advised Cargo screen.

& sravcs i - verion S5 ATTEOC I

Unit Gate Yard | Cargo:

Bills of Lading

Delivery Orders

sajone

Cargo Lots

Pre-Advised Cargo

The following information is available in Pre-Advised Cargo view: general cargo number (/d), driver notification
number (BL number), quantity of goods (Qty), weight of goods (Lot Total Weight), etc.

[~ Pre-Advised Cargo ESNEET)
« Actions [ © Disply) | & o) [ - ] BV C+)=]

Created | BL Nbr BL Category Trem Nbr | Cargo Lot Id | ay | Packaging |
2013-10-221542  01/43/NKI12 01/43/NK112 30079667-1-0 150 KARTONY GEN

2013-03-1212:45  13/37/NK4g7 [ Bigort13/37/NK4g7 13/37/NK497-1-0 1.0 COLUI GEN
2013-05-0210:15  01/19/NK010 [ Bigort01/19/NK010 01/19/NK010-1-0 1.0 COLU GEN E]
2013-05-0210:59  02/19/NK010 [ Bigert " 02/19/NK010 02/19/NK010-1-0 176.0 SKRZYMIE GEN
2013-04-1615:37  02/16/NK497 Export  02/16/NK497 02/16/NK497-1-0 1.0 COLLI GEN
2013-04-26 07:54  10/17/NK437 [ Eigert N 10/17/NK4aT 10/17/NK497-1-0 1.0 COLLI GEN
2013-02-2111:02  06/08/NK437 [ Biport 1 06/08/NK4gT 06/08/NK497-1-0 1.0 COLLI GEN
2012-12-1314:23  03/50/NK161 [ Bport " 03/50/NK161 03/50/NK161-1-0 3.0 PALETY GEN
2012-11-1617:35  03/47/NK295 [ Biport 1 03/47/NK295 03/47/NK295-1-0 19.0 PALETY GEN
2012-12-1410:51  01/50/NK276 [ Bgort " 01/50/NK276 01/50/NK276-1-0 1.0 COLLI GEN
2012-10-2615:27  05/44/NK473 [ Biport 1 05/44/NK4AT3 05/44/NK473-1-0 5.0 POMADGABARYT GEN
2012-10-2615:11  03/44/NK473 [ Bigort | 03/44/NK4T3 03/44/NK473-1-0 2.0 PONADGABARYT GEN
2012-10-2213:01  04/43/NK473 [ Bigort04/43/NK4T2 04/43/NK473-1-0 4.0 PONADGABARYT GEN
2012-10-2616:57  01/44/NK479 [ Bigort 1 01/44/NK4TO 01/44/NK479-1-0 1.0 COLUI GEN
2012-10-04 17:23  01,/40/NK479 [ Bigort 1 01/40/NK4aTY 01/40/NK479-1-0 -4.0 INNY TYP GEN
(I o _._].__ - e e e — = e e __.

1:116

In order to load cargo into a container in relation warehouse-container, issue a system order for container stuffing.
Detailed instructions are provided below.

Step 1
In Unit tab choose Units.

5 soancs - Version SSA TR

File | Umit

Find One Unit

Units

sajloneS

Units: My List

Bills of Lading
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Step 2

Right-click the empty container to be stuffed. Next, select Transactions and Create Service Order.

® File Unit Gate Yard Cargo
| (et D @oms__s) BY) EID)
Z | unithbr | LineDp | TypelSO | Timeln | TimeOut | Categoryiti V-Stste | T-State DSK Nurnber [ CEN Nurnt
12 IMsku7229329 MAE 2261 2013-10-07 04:37 2014-01-17 08:57  Storage
o || Mskus178507 MAE 4561 2013-10-12 05:08 Storsge Active Vard
2 | Mskuse36084 MAE 4261 2013-11-2916:26 Storsge Active Vard
3 | msku1304385 MAE 4561 2013-10-09 09:19 Storsge Active Vard
| B lponunzrzzso mae 4261 2013-09-30 10:02 Storsge Active Vard
MRKUDS06008 MAE 4261 2013-10-14 0935 Storsge Active Vard
MAEUG288099 MAE 4261 2013-09-30 0939 Storsge Active Vard
MSKUBA07627 MAE 4261 2013-10-12 05:09 Storage Active Yard
MSKU4722136 MAE 1561 Vard
MIEU0043005 MAE 4561 Yard
TCLUSE4TIE0 MAE 4561 | 4 Yard
PONU7559634 MAE 4561 Yard
MRKUD926417 MAE 4261 | = Yard
MSKUL286471 MAE 1561 Inspect Unit Vard
PONUT172856 MAE 4561
MRKUO198965 MAE 4261 Update
MSKUB551048 MAE 1261 Transactions
MAEUB174943 MAE 4261
MAEUB244233 MAE 4261
MRKUDB41728 MAE 4261
MAEUG269925 MAE 4261 Validate PIN for Self Assignment
MSKU4626214 MAE 1561 El
SEAUSG02190 MAE 4561 2013-10-12 04:41 Storage Active Yard
< i ) B o v
19923

Step 3

In Add Service Order screen complete the fields as follows:

Billing Party — select Forwarding Agency code, e.g. NKOO1 (Agent);
Order Line — |leave this field empty;
End by Date — enter the order performance date and hour (yyyy-mm-dd); use short-cut if applicable: +1 means the

next day, +2 next, etc.;

Notes — enter the following data:
e all ID numbers to be loaded into a given container;
e notice of lashing of the cargo in the container, if any;
e all data related to booking, handling port and route;
e commercial offer number, if any;
e presence of the Freight Forwarder’s representative or the inspection company, if any.
Event Types — select CFS_STUFF_FROM_CFS. Drag the selected option to the right side by double-clicking or ticking
and dragging with the use of a single arrow.

Please Save above data.

Add Service Order

Create Service Order

Service Order Number:

Billing Partg,ﬂ|__ g,|
Order L|ne:|.. g,|
End By Date: | || ‘

Motes: |

Event Types: Excluded

Included

DCT_CF5_REPAIR
DCT_CF5_SCANNING
DCT_CFS_STRIP_TO_CFS
DCT_CFS_STRIP_TO_TRUCK
DCT_CFS_STUFF_FROM_CFS
DCT_CFS_STUFF_FROM_TRUCK
DCT_CFS_TRANSLOAD
DCT_TRANSPORT_TO_PCL

[I Sa‘.'r:] [ x Close] [9 Help]
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Step 4
The status of sent orders may be monitored in Yard tab by selecting Service Orders.

Service Orders

—m
a
=
=1
=1
=
o

Step 5
The list of issued orders is visible in below screen, automatically numbered by the system.
Acceptance of an order is visible in the system in CFS Acceptance field (AKCEPTACIJA).

o
1 (~iw! 2l @)
: = ol ») [BiY] Ziti=] ©)
Ovtw e | Odor st B a0y Dme  (ndByDe  ConcelOmte Concoftintes [ Abcaptacs <55 2 Note
Xee97) 21493 2 1300 UC. aems wekmoncine | I katomy we A
XT00N AXCIPTACIA CFS  SUANOWANSE KONTINIRA / jeanna stoskGan |
xeeone AXCEPTACIACFS  Winchs w pocthaah, 1) pact 17.7570g 13 8chem ¢
05032208 ANCIPTACIACPS  REWLLIA JGOR, (URO- TRADE ZASAWN] BRUTTC
Bt -8 ) AXCIPTACIA CFS  WIORIN warcian magrers sedmuowodoy 20 pak
206 0193 214201000 AKCEPTACIA CFS  SKANOWANE NA POTRZERY JOOR
N4 6001) 1649321 W00 AXCIPTACIA CFS  Blache w imegach -3 br - 71330 mt - 20 chon - th
200 622004 2140321 0030 AKCIPTACIA CFS  ZLECAMY WYSTAWIASE KONTINERA 0O OGLE
PR 214031 1100 AKCEPTACIA CFS  shurmervurn w home 12500 - 20743 by - 27 00
2200080 0144231 0800 AXCIPTACIA CF%  2COR DUAMOWANE LC/ FUTIRALY JSIKART 205
L0 20160).25 00 AXCIPTACIA CFS  Blache ecyrhowane w bongach « & ir 22,305 wt
20863200 2014403000 AKCIPTACIA CFS sl lowic ki polend gl / (hanware ne i
2000008 20440523 0830 AXCIPTACIA CFS  wvapabcps bowany wing 1 pasbobennuam n tadans
XaeL 21603.21 o800 AXCIPTACIA CFS  Blacha scyrhowing w bingach & bs - 2140065 < X
R L PR R AXCIPTACIA CFS  Mogrrmaumn w fpme wabibw 33 wegaek « 7000 4
0% M1603-21 400 AXCIPTACIA C1S  Prouie ¢ wystawana do sanowanas IOR. gdvoy
24000 20164321 1300 AXCEPTACIA OIS Mbummaomarn w hommt sctab 22 winths » 24390 b _ |
e ane . A AN Aa A antansasia orn — o e R
151 1
01468)

Once the order is accepted, End By Date column displays date and hour of planned service.

The ordering party may neither cancel nor edit the order generated by NAVIS.

To change the generated order please send relevant information by e-mail to containerservices@baltichub.com
and provide order number in the content of the e-mail.

Order Status informs of the current order status, where:

New — new order whose performance has not begun or which is in progress;

Completed — the order has been completed;

Cancelled — the order has been cancelled, the cause is provided in Cancel Notes; a cancelled order may not be
edited, in such case a new order has to be issued.

6.3.2 Handling in relation vehicle-container

In case of handling in direct relation vehicle-container please issue an empty container stuffing order in the system.

To generate a system order, follow the instructions found in section 6.3.1 Units -> Unit (right mouse button) ->
Transactions -> Create Service Order
The only difference is the completion of the Add Service Order window (step 3), below is a detailed explanation:

To generate a system order, follow the instructions of above 5.2.1 point. The only difference is completion of Add
Service Order screen (step 3) as follows:
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Billing Party — select Freight Forwarder code, e.g. NKOO1 (Agent);
Order Line — |leave this field empty;
End Date — enter the order performance date and hour (yyyy-mm-dd); use short-cut if applicable: +1 means the
next day, +2 next, etc.;
Notes — enter the following data:
e cargo specification: cargo name, quantity/volume/weight of general cargo, packaging unit, B/L number;
e notice of cargo lashing in the container, if any;
e all data related to booking, handling port and route;
e commercial offer number, if any;
e presence of the Freight Forwarder’s representative or the inspection company, if any.
Event Types — select CFS_STUFF_FROM_TRUCK. Drag the selected option to the right side by double-clicking or
ticking and dragging with the use of a single arrow.

After completing the above steps, click the Save icon.

w Add Service Order X

Create Service Order

Service Order Number

Billing Party:|__ {g,|
Order Line: |__ {}|
End By Date:| || |
Notes:| |
Event Types: Excluded Included
DCT_CFS_REPAIR ~

DCT_CFS_SCANNING
DCT_CFS_STRIP_TO_CFS
DCT_CFS_STRIP_TO_TRUCK
DCT_CFS_STUFF_FROM_CFS
DCT_CFS_STUFF_FROM_TRUCK
DCT_CFS_TRANSLOAD
DCT_TRANSPORT_TOPCL [+

LEEV

G|y [ save][ % Close] (@ Help|

Please Save all above data.

7 Import

7.1 Picking up full containers without assignment of the Forwarder code

If a given container is subject to no additional warehouse activities and there is no necessity to view the container
card, picking up the container requires no intervention in the system. The only obligation of the Forwarder is to
provide PIN to the driver, to be forwarded at Pregate/eBrama.

7.2 Picking up full containers with assignment of the Forwarder code (PIN)

Assignment of the Forwarder code by entering PIN received from the Shipping Line provides access to the container
card and allows to place a warehouse order.

15
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Step 1
In Unit tab choose Units.

SPARCS N4 - Version

File | Unit

Find One Unit

Units
Units: My List

-
o
-
a8
3
o

Bills of Lading

Step 2
Click Actions icon and select Validate PIN for Self Assignment.

5= X

) @) @IY) () @
 Vestate | TSme DSK Nembs
Transectonm :
30 2013-09-23 0490 |
PAS 2013-09-21 0430
B12
120 6 ) — e ) Y LR S RES Y -
¢t 3
| =N B S L 09923
b |

Step 3
In screen Add Validate Pin Number in field Unit Nbr enter the container number and in field Agent PIN enter the
PIN received from the Shipping Line.

| EditValidate Pin Number X |

o[~

Please Save above data.
The system verifies the entered container number and PIN. If the data is correct, the system automatically assigns
to the container the code of the Freight Forwarder e.g. NKOO1 from whose account the operation is performed.

Step 4
Please refresh the view for the container to be visible on Units list, click the two arrow icon marked red in the below
screen.

- ~

L T $ 3 S0

Ut M LeeOp | TypeDO Tome Tee O Coegery  Vimedl Toame |

AL LRI 8 560 e ] XE)-20-02 0020 resaye Acwe Yad A

AL TS s e 28)-05 12 04 eerege Acwe Yol il
AL ras e 2401104 e o At R
ARSI ) s ©e 24309800 R A Yoh
ALY Wi o 243102000 D Yo
AL A o 2033012 109 a A Yok
FOMA N ax . 20000393611 Dl Yol
it ag D 2515303054 e Yo
MEXLERNT Al e 2060031221334 ﬁ Ao R
ML T ar o 200000120508 p— Dl ot

L e rar wa 203352000 Shocoage Ao Yed v

3] »
i
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The container card is available after double-clicking a given item on Units list or entering the container number in
Unit tab, in Find One Unit (see item 4 Container Card).

7.3 Picking up a full container - by rail

When picking up full containers by rail, complete in Units the field Train Operator. This option may also be
completed by the Train Operator, who should be provided with PIN received from the Shipping Line.
7.4 Assignment of the Customs Agent code to a container

To make the container card available to the Customs Agent in Units tab please right-click a given container and
select Update Shipment Details Agent.

s e

[ actions ][ @ pisplay] [ | [unit or v ] (@ unmsvaro o] [2)Y] [O][+])(=)
UnitNbr @3] LineOp | TypelsO | Timeln | TimeOut | Category | V-Stste | T-State | DSKNumber

Il MRKUOBT7251 MAE 4261 2013-10-09 17:11 Storage Active Yard

|| MRKUD926417 MAE age Active Yard
MRKU0926947 MAE | [~ Active Vard
MRKU2136290 MAE | age Active Yard
MRKU2311875 MAE Active Yard  DSK/322080/00/00065

| MRKU2549185 MAE | = Active Yard  DSK/322080/00/00065
MRKUZGBETISMAE | Active Yard  DSK/322080/00/000653 =
MRKU3077015 MAE Active Yard  DSK/322080/00,/00065
MRKU3350979 MAE Transactions 4 Active Yard  DSK/322080/00/000653
MRKU3892141 MAE age Active Vard
MRKU3899737 MAE age Active Vard
MRKU4020159 MAE Active Yard  DSK/322080/00/000653
MRKU4125036 MAE | yglidate PIM for Self Assignment Active Yard
MRKU4190725 MAE Active Yard
MRKU4310604 MAE Update Shipment Details Agent Active Yard  DSK/322080/00/000653
MRKU4510011 MAE Active Yard  DSK/322080/00/000653
MRKUT041371 MAE Active Yard  DSK/322080/00,/000653
MRKUS417421 MAE Active Vard  DSK/322080/00,/000583
MRKUS013152 MAE Active Yard  DSK/322080/00/000653
MRKUS095572 MAE Active Yard
IMSKU0053691 MAE 45G1 2012-10-09 21:39 [import ] Active Yard  DSK/322080/00/000653
IMSKUO0B8217 MAE 45G1 2012-10-10 08:22 [Import | Active Yard  DSK/322080/00/000653
MSKUO0B2403 MAE 4561 2013-10-12 04:44 Storage Active Yard
MSKUOL07268 MAE 4561 2013-10-10 03:19 Active Vard  DSK/322080/00/000653 |
<] T |

1138

In Agent One field there is displayed the Forwarder code, e.g. NKOO1.
In Agent Two field select the Customs Agent code, e.g. ACO01.

w Edit Agent Shipment Details X
Train Operator: | -- v
Agent Two: | -- 2 l

| « Save | X Cancel] (@ Help|

Please Save above data.

In case of Freight Forwarder being also a Customs Agent who wants to clear the container under the simplified
procedure, the field Agent Two (e.g. AC001) also needs to be completed for the purpose of making the container
card available to the user logging on the account of the Customs Agent.

7.5 Picking up empty containers

7.5.1 Picking up an empty container - by road

No system activity is required in order to pick up an empty container through the gate. The Shipping Line releases
the container to the Forwarder. At the Pregate the driver has to provide the assigned booking/EDO number.
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7.5.2  Picking up an empty container - by rail

When picking up an empty container for export by rail please assign the Train Operator to a given container. It is
possible after prior assignment of the Forwarder code by the Shipping Line.

To assign a Train Operator, in Units tab please right-click a given container and select Update Shipment Details
Agent.

o | AT =
[ sctions][ © Display) [ | (Uit N =) [@unmsvare o) BT O+
UnitNbr 2 LineOp | TypelsO | Timeln | TimeOut | Category | V-State | T-State | DSKMNumber
MRKUOS77251 MAE 4261 2012-10-0917:11 Storage Active Yard
7 MAE rag Active Yard
MRKU0926047 MAE | [~ Active Yard
MRKU2136200 MAE lage Active Vard
MRKU2311875 MAE Active Yard DSK/32:
MRKU2549185 MAE | = Active Yard  DSK/322080/00/000653
MRKU2638718 MAE 1 ct Unit Active Yard DSK/322080/00/000653 =
MRKUO77015 MAE | P= = Active Yard  DSK/322080/00/000653
IMRKU3350979 MAE Transactions 4 Active Yard DSK/322080/00/000653 |
MRKU3892141 MAE lage Active Yard
MRKU3899737 MAE lage Active Yard
MRKU4020153 MAE Active Yard DSK/322080/00,/000653
MRKUM25036 MAE | yalidate PIN for Self Assignment Active Yard
IMRKU4190725 MAE " Active Yard
[WIVEVRYIYy  Update Shipment Details Agent Active Yard  DSK/322080/00/000653
IMRKU4510011 MAE Active Yard DSK/322080/00/000653
MRKU7041371 MAE Active Yard DSK/322080/00,/000653
MRKUS417421 MAE Active Yard  DSK/322080/00/000583
MRKUS013152 MAE Active Yard DSK/322080/00,/000653
MRKU095572 MAE Active Yard
IMSKUO053691 MAE 4561 2013-10-09 21:39 [Wimport  Active Yard  DSK/322080/00/000653
IMSKU0068217 MAE 4561 2013-10-10 08:22 [Wimpert | Active Yard  DSK/322080/00/000653
MSKUO069403 MAE 4561 2013-10-12 04:44 Storage Active Vard
IMSKUO107268 MAE 45G1 2013-10-10 03:19 imperl  Active Yard  DSK/322080/00/000653 |
7 s T - c e
1:138
In Train Operator field select the Train Operator.
In Agent One field the Forwarder code is displayed, e.g. NKOO1.
w Edit Agent Shipment Details X
| Train Operator: I - |
Agent Two: I-- ¥ | [

[/SaveHx Cancel“g HEIPI_;'

Please Save above data.

7.6  Picking up general cargo

7.6.1 Handling in relation container-warehouse-vehicle

For complete delivery notification of general cargo the following activities are required:

e  Placing an order for container stripping;
e Notification of picking up the cargo combined with driver notification;

Step 1
In Unit tab choose Units.

[ SPARCS N4 - Version 254.1

File | Unit Gate rd  Cargo

Find One Unit

Units
Units: My List

-
a
=
L1
=3
o

Bills of Lading
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Step 2

To place an order for container stripping, right-click a given container and select Transactions and next Create

Service Order.

®  Fle Unit Gate

Step 3

In Add Service Order screen complete the fields as follows:

Billing Party — select Freight Forwarder code, e.g. NKOO1 (Agent);
Order Line — leave this field empty;
End by Date — enter the order performance date and hour (yyyy-mm-dd); use short-cut if applicable: +1 means the

next day, +2 next, etc.;
Notes — enter the following

e cargo data: name, quantity/volume/weight of general cargo, packaging unit (boxes, pallets, etc.);

e commercial offer n

data:

umber, if any;

5
Ed Unit Nbr | Line Op Type IS0 TimeIn Time Out Category V-State @3 | T-State DSK Mumber
L™ 8 [MsKU1260482 MAE 45G1 2013-10-09 21:46 Active Yard  DSK/322080,00/000653/2013
o || [MAEUG288093 MAE 42G1 2013-09-30 09:39 Storage Active Yard
2 | |UEsu4saT608 Import Active Yard  DSK/322080,00/000653/2013
3§ |MSKUB07627 Storage Active Yard
L § |MSKU4722136 + Storage Active Yard
PONU7353330 Active Yard  DSK/322080,00/000653/2013
PONUD379841 - [Impoit |  Active Yard  DSK/322080,/00/000615/20131
MRKU2549185 Insnect Unit [Impoit |  Active Yard  DSK/322080,/00/000653/20131
MIELD043035 P Storage Active Yard
TCLUS647180 Update Storane Actiue Yard
POMNU7559634 Transactions e T Yard
MRKU0926417 Yard
MSKU1286471 Storage Active Yard
MRKU2638718 [impert ] Active Yard  DSK/322080,/00/000653/20131
MSKUS644617 ) . [impe  Active Yard  DSK/322080,00/000653/2013
TCLU2215372 Validate PIN for Seff Assignment Iiwpell  Active Yard  DS5K/322080,00/000653/2013
MSKU2761880 MAE 2261 2013-10-10 03:46 [Impoit |  Active Yard  DSK/322080,/00/000653/20131

e presence of the Freight Forwarder representative or the inspection company, if any;
Event Types — select DCT_CFS_STRIP_TO_CFS in relation container-warehouse. By double-clicking or highlighting
the option drag it to the right with the use of a single arrow.

w  Add Service Order

Create Service Order

Service Order Number:

Billing Party: |

Order Line! |..

End By Date: |

Motes: |

Event Types: Excluded

Included

DCT_CFS_INSPECTION_GPK...
DCT_CFS_INSPECTION_SCRAP
DCT_CFS_INSPECTION_VISUA...
DCT_CFS_REPAIR
DCT_CFS_SCANNING E]
DCT_CFS_STRIP_TO_CFS
DCT_CFS_STRIP_TO_TRUCK
DCT_CFS_STUFF_FROM_CFS

(J]EN

[# 5ave [ X Close| [ @ Help]

Please Save above data.
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Step 4

Cargo Lot number will be created based on the bill of lading number once the container is stripped. To pick up the
cargo please select Cargo Lots from Cargo tab.

= svarcs va-verson 5 AT7eoc T

Step 5

To advise a driver for picking up general cargo, please right-click Cargo Lot and select Create Delivery Order.

Cargo Lots

Eile

-
=]
<
o
=.
=
L
w

Unit Gate

Bills of Lading
Delivery Orders
Cargo Lots

Pre-Advised Cargo

s

y] B O]

Created
2012-11-27 14:19
2012-11-27 14:41
2012-11-27 15:10
2012-11-27 15:56
2012-11-27 19:00
2012-11-27 18:39
2012-12-17 18:49
2012-12-17 19:03
2012-12-17 19:43
2013-03-0512:23
2013-03-05 13:04
2013-03-0513:05
2013-03-12 11:51
2013-04-22 10:34
2013-04-22 10:35
2013-04-22 10:35
2013-04-26 15:51
2013-05-17 10:32
2013-05-20 10:26
2013-05-2213:41
2013-05-28 13:23
2013-06-10 11:03
2013-06-13 18:20
2013-06-13 18:36
2013-06-13 18:46
2013-06-13 19:01
2013-06-14 11:58

Step 6

BL Category | Ves Visit | Default Cargo LotId | oty | LotTotalWeight(kg) | Packaging | Commodity
EVEL1209 864506984-7-1 80 18,220 COLLI GEN
it EVELL209 864596984-8-1 8.0 18,290 COLLI GEM
i FVEL1209 864596984 -5-1 8.0 20,250 COLLT GEM
Import  EVEL1209 19,060 COLLI GEN
I igar N EVEL1 209 20,960 COLLL GEN
im0 EVELL209 + 19,940 COLLI GEN
I impert ] EDMO1301 14,870 COLLL GEN
- 15,808 COLLI GEN
15,185 COLLI GEN
7,529 SKRZVNIE GEN
15,713 SKRZYNIE GEN
8,248 SKRZYNIE GEN
I imper N EDMO1303 2588 KARTONY GEN
[ impert N ELL Y1205 6,563 COLLI GEN
I Impert N ELL Y1305 6,563 COLLI GEN
it N ELL Y1305 6,563 COLLI GEN
ISR HELLL 337 4,180 KARTONY GEN
_EUB“E‘1305 Create Service Order 10,009 WIAZKI GEN
[ Eport | GEM_VESSEL 2,680 COLLI GEN
[ impert N ESTEL205 4,340 KARTONY GEN
I impert N EDIT1305 7,148 COLU GEN
I impert | EBBA1305 4,380 KARTONY GEM
[ Eport | GEM_VESSEL 9,388 COLLI GEN
[ Ewport | GEM_VESSEL 5,200 COLLI GEN
[ Export 0 GEN_VESSEL 9,385 COLLI GEN
[ Eport | GEM_VESSEL 9,875 COLL GEN
[ Bt GEM VESSEL 4,867 COLLL GEN

In Create Delivery Order screen complete the fields as follows:

Billing Party — select Freight Forwarder code, e.g. NKOO1 (Agent);

Contact Details — leave this field empty;

Carrier Mode — select Truck from the list;
Customer Reference — leave this field empty;
End Date — enter the order performance date and hour (yyyy-mm-dd); use short-cut if applicable: +1 means the
next day, +2 next, etc.;

PIN — leave this field empty;
Quantity — the system automatically indicates the number of cargo;
Notes —enter the driver's data: name and surname, identity card number, vehicle registration number and remarks,

if any.
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r ~
w Create Delivery Order &

Billing Party: -- 3
Contact Detaits: | ) Unf]"éd

Camer Mode:
Customer Reference: unfilled
End By Date:
PIN:
Quantity: |10.000
Notes:

() (¥ 5ve) [ % Close| (@ veip

Please Save above data.

The number of driver’s notification is visible in Cargo Lots tab in Delivery Order column the driver's notification
number is visible, e.g. 55555. The driver that arrives to pick up general cargo from the warehouse is obliged to
provide this number.

Moreover, the placed order is also available in Cargo screen (Cargo -> Cargo Lots -> Delivery Orders) after selection
of Delivery Order. The number to be provided by the driver in the Pre-Gate may be found in Order Nbr eg. 55555.

Step 7
The list of issued orders is visible in the below screen, orders are automatically numbered by the system.

Once the order is accepted (AKCEPTACJA CFS), End Date column displays date and hour of planned service.

The ordering party may neither cancel nor edit the order generated by NAVIS.

To change the generated order please send relevant information by e-mail to containerservices@baltichub.com
and provide order number in the content of the e-mail.

. SPARCS N4 - Version 2.54.17,

®  File Unit Yard Rail

Gate Cargo

Delivery Orders
%‘ Order Nbr 42 Cust Ref PIN Order Status Carrier Visit Mode Akceptacja CF5 End By Date Notify Party Delivery Party Fi
L= Q102 06:22 COMPLETE New 012-08-31 09:00
o | [1020 COMPLETE 10:12 Mew  Truck 2012-11-15 10:00
a fjoz COMPLETE Mew o Truck 2012-11-14 12:00
3 fj1022 COMPLETE 08:04 Mew o Truck 2012-11-15 08:00
L Noz: COMPLETE 11:00 Mew o Truck 2012-11-14 11:00
1024 COMPLETE 15:27 Mew o Truck 2012-11-14 16:00
1025 COMPLETE12:36 o Truck 2012-11-14 12:00
1026 COMPLETE12:37 Mew o Truck 2012-11-14 16:00
1027 COMPLETE13:12 New | Truck | 2012-11-14 16:00

Order Status informs of the current order status, where:

New — new order whose performance has not begun or which is in progress;

Completed — the order has been completed;

Cancelled — the order has been cancelled, the cause is provided in Cancel Notes; a cancelled order may not be
edited, in such case a new order has to be issued;

7.6.2 Handling in relation container-vehicle

In case of handling in the direct relation from a container to a vehicle, steps described in item 7.6.1 have to be
followed. The only difference is selection in step 3 an option DCT_CFS_STRIP_TO_TRUCK.

In case of handling as part of TIR carnet, in Notes screen add remark TIR CARNET.

Acceptance of an order results in creation of Cargo Lots in the system by the CFS planner. The ID of the general
cargo is created on the basis of the B/L number of a given cargo. To advise a driver for picking up general cargo
freight forwarder shoul, generate Delivery Order, which is possible after acceptance by the warehouse of a given
Service Order. The acceptance of the order has to be verified in Yard tab by selecting Service Orders. The
confirmation is visible in Notes column [AKCEPTACJA CFS].
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8 Orders

To perform any activities in the warehouse, such as inspection, container stuffing, container stripping, weighing,
etc. an order has to be issued in Navis system.

In case of export containers an order may only be placed after prior assignment of the Freight Forwarder’s code to
a given container by the Shipping Line.

In case of import containers an order may be placed after assignment PIN by the Freight Forwarder to a given
container (see item 7.2).

8.1 Inspection order

Information how to generate a container inspection order to be carried out by UC (The Customs Office), IGDR,
SANEPID, WIORIN, WIJHARS.

Step 1
In Unit tab choose Units.

SPARCS N4 - Version 2.5.4.1

Unit | Gate Yard Cargo

Find One Unit

Units

Units: My List

S3IOAE

Bills of Lading

Step 2
Right-click a given container nbr and select Transactions, and next Create Service Order.

L File Unit Gate Yard Cargo Windows

(& e (@ )

lay

|  [unit e o] @uwms o] @) O]

=
3 Ll
Z || unitbr | LineOp | Typelso | Timeln | TimeOut | Category i V-Stste | T-State DSK Nurber [ CEN Nurnk
= | [msku7220320 MaE 261 2013-10-07 0437 2014-01-17 08:57  Storage
- | [Mskuo173s97 MaE 4561 2013-10-12 05:08 Storage  Active Yard
& | [mskuse3s0ss MaE 1261 2013-11-29 1626 Storage  Active Yard
I 3 | |mskui30azss maE 4561 2013-10-09 0919 Storage  Active Yard
PONU1272290 MAE 4261 2013-09-30 1002 Storage  Active Yard
MRKLIOS06003 MAE 1261 2013-10-14 0935 Storage  Active Yard
MAEUG238099 MAE 4261 2013-09-30 0939 Storage  Active Yard
MSKUE207627 MAE 4261 2013-10-12 0509 Storage  Active Yard
MSKU4T22136 MAE 1561 Yard
MIEUD043095 MAE 4561 Yard
TCLUSG4T180 MAE 4561 | 4 Yard
PONUTS59634 MAE 4561 Yard
MRKUD926417 MAE a6 |~ Yard
MSKU1286471 MAE 61| e Yard
PONUT172856 MAE 4561

MRKUO108965 MAE 4261 Update

MSKUB551048 MAE 42G1

Transactions

MAELIG174943 MAE 42G1

MAEUG244233 MAE 4261

MRKU0GE41728 MAE 42G1

MAEUG269925 MAE 4261 Walidate PIN for Self Assignment

MSKU4626214 MAE L5G1 =l
SFALIRR021G0 MAF 4561 3-10-17 04:47 Starane Active Mard il

Step 3
In Add Service Order screen complete the fields as follows:

Billing Party — select Freight Forwarder code, e.g. NKOO1 (Agent);

Order Line — |leave this field empty;

End Date — enter the order performance date and hour (yyyy-mm-dd); use short-cut if applicable: +1 means the
next day, +2 next, etc.;
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Notes — enter the following data:

e inspection type, e.g. UC, SANEPID, IGDR, WIORIN, WIJHARS;

e cargo data: kind of cargo, quantity/volume/weight of general cargo, packaging unit;

e presence of the Freight Forwarder or the inspection company, if any.
Event Types — depending on the scope of inspection recommended by a given service, select as appropriate:
DCT_CFS_INSPECTION<200kg, DCT_CFS_INSPECTION_50% or DCT_CFS_INSPECTION_100%. By double-clicking or
highlighting the option drag it to the right with the use of a single arrow.

w  Add Service Order =

r Create Service Order
Service Order Mumber:
Billing Party: | g,|
Order Line:|__ g,|
End By Date: | || |

MNotes: | |

Event Types: Excluded Included

U T_LFS_AIRITNG =
DCT_CRS_FUMIGATION

DCT_CFS_INSPECTION_100%
DCT_CF5_INSPECTION_200KG E]
DCT_CF5_INSPECTION_50%
DCT_CFS_INSPECTION_GPEW_100%

PEE®

DCT_CFS_INSPECTION_GPEW_200KG
DCT_CFS_INSPECTION_GPEW_50%

[+ save| [ % Close| (@ Help]

Please Save above data.

In case of other inspection types, select the following options in field Event Types e.g:
DCT_CFS_INSPECTION_GPKW<200kg, DCT_CFS_INSPECTION_GPKW_50% or DCT_CFS_INSPECTION_GPKW_100%
—veterinary inspection;

DCT_CFS_SCANNING — container scanning;

DCT_CFS_INSPECTION_SCRAP — scrap metal inspection;

DCT_CFS_INSPECTION_VISUAL_CONTAINER - visual inspection of the container condition, closing door, cargo
lashing, etc.

The status of sent orders may be monitored in Yard tab by selecting Service Orders.

8.2 Weighing order

Information how to generate a container weighing order.

Step 1
In Unit tab choose Units.

L SPARCS N4 - Version 2541

Eile | Unit | Gate Yard Cargo Windows

Find One Unit

Units

sajlaAR

Units: My List

Bills of Lading
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Step 2

Right-click a given container and select Transactions, and next Create Service Order.

®  File Unit Gate Yard &

Ca

« | [@ unirs

+] B @)

‘ Jaaay ‘m‘

MSKUG551048 MAE
MAEUG174943 MAE
MAEUG244233 MAE
MRKUOB41728 MAE
MAEUG259925 MAE
M3KU4626214 MAE
SFALIRANPTAN MAF

Step 3

4261
42G1
4261
42G1
4261
L5G1
4561

T

Validate PIM for Self Assignment

ransactions

| | [ Unit Nbr

Unit Nbr ‘ Line Op | TypeISO ‘ TimeIn | Time Out | Category it V-State
MS5KU7229329 MAE 22G1 2013-10-07 04:37 2014-01-17 08:57  Storage
MS5KU9178597 MAE 45G1 2013-10-12 05:08 Storage Active
MSKUBE36084 MAE 4261 2013-11-2916:26 Storage Active
MSKU1304385 MAE 4561 2013-10-09 08:19 Storage Active
PONU1273290 MAE 42G1 2013-09-30 10:02 Storage Active
MRKUO506008 MAE 42G1 2013-10-14 09:35 Storage Active
MAEUG2EE099 MAE 4261 2013-09-30 09:39 Storage Active
MSKUB307627 MAE 4261 2013-10-12 05:09 Storage Active
MSKU4722136 MAE L5G1 i
MIEU0043095 MAE 45G1
TCLUSB47180 MAE 45G1 +
POMNUT558634 MAE 4561
MRKU0926417 MAE 4261 | =
MSKU1286471 MAE 45G1 Inspect Unit
PONUT172856 MAE 45G1
MRKU0198965 MAE 4261 Update

2013-10-12 0441

Storane

In Add Service Order screen complete the fields as follows:

Billing Party — select Freight Forwarder code, e.g. NKOO1 (Agent);
Order Line — |leave this field empty;
End Date — enter the order performance date and hour (yyyy-mm-dd); use short-cut if applicable: +1 means the
next day, +2 next, etc.; in case of weighing container from road/rail it is possible to issue an order for the current

day, before driver’s arrival;

Notes — enter the e-mail address to which the weight tickets are to be sent;

T-State

Yard
Yard
Yard
Yard
Yard
Yard
Yard
Yard
Yard
Yard
Yard
Yard
Yard

DSK Number

[ CEN Nurnt

1@

Event Types — select DCT_WEIGHING_ROAD, DCT_WEIGHING_RAIL, DCT_WEIGHING_CFS (after stuffing at CFS),
DCT_WEIGHING_FROM_YARD. By double-clicking or highlighting the option drag it to the right with the use of a

single arrow.

Please Save above data.

The status of sent orders may be monitored in Yard tab by selecting Service Orders.

. Add Service Order ===
Create Service Order
Service Order Number:
Billing Party: | __ 4;‘
Order Line: . 3]
End By Date: H ‘
Notes: |
Event Types: Excluded Included
DCT_CFS_TRANSLOAD
DCT_TRANSPORT TO_PCL
DCT_WEIGHING_CFS
DCT_WEIGHING_FROM_YARD
DCT_WEIGHING_RAIL
DCT_WEIGHING_ROAD
OPS_LABELS_ADD
OPS_LABELS_REMOVE
o)

8.3 General cargo order

To issue an order regarding general cargo stored at warehouse, follow these instruction.
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Step 1
In Cargo tab select Cargo Lots.

= soncs wa- Verson S5 TG T

File Unit Gate
Bills of Lading
Delivery Orders
Cargo Lots

-
o
=
5]
&
"

Pre-Advised Cargo

Step 2
Right-click the selected general cargo and choose Create Service Order option.

. SPARCS N4 - Version 2.5.4.178

= o) [ - SIEuEEE]
Cargo Lot Id Unit Nbr CEN Number | DSKNumber | DCTNotes | Position [ Category | LineOp.

2013-09-0615:43866823810-1-1  866823810-1-1 DSK/322080/00/000495/2013 T-7718 (OUT) Import  MAE
2013-00-06 15:43866823810-1-2  866823810-1-2| DSK/322080/00,/000495/2013 T-7045 (OUT) imgerE MAE
2013-08-30 13:47 DAMGO8089-1-1  DAMG0B089-1 DSK/322080/00/000434/2013 T-7679 (OUT) IimparE MAE
2013-08-26 1414 86638273411 s663a2734-11| T DSK/322080/00/000434/2013 T-7638 (QUT) [impeit MAE
2013-08-2311:42561005349-1-1  561005349-1-1| — V-M.M01303-781220 INEXPOIIN MAE
2013-08-1913:08866380520-1-1  866380520-1-1 DSK/322080/00/000389/2013 T-7575 (OUT) [impert MAE
2013-08-12 12:34 951093106-1-1  951093106-1-1 DSK/322080/00/000371/2013 T-7536 (OUT) ImEErE MAE
2013-07-30 18:07 08/30/NK118-1-2  MIEU2005279 64752 V-EUBA1307-340606 |NNEXBOItI MAE
2013-07-29 12:0509/30/NK118-1-1 MVIU2007910 7C104 V-EUBA1307-530204 [INERport N MAE
2013-07-2514:43866603042-1-1  866603042-1-1 DSK/322080/00/000339/2013 T-7425 (OUT) IimparE|MAE
2013-07-2514:42866268958-1-1  $66268958-1-1 DSK/322080/00/000339/2013 T-7425 (QUT) [impeit iMAE
2013-07-25 10:01 08/30/NK118-1-1 08/30/NK118-1 164851 V-EUBA1307-820022 |1 Export|MAE
2013-07-25 09:53 07/30/NK118-1-1 07/30/NK118-1 164851 V-EUBA1307-820622 [NNEXBORIN MAE
2013-07-24 18:4203/30/NK118-1-1 MRKU8911922 Creste Delivery Order V-ELBA1307-410882 [INERpOt MAE
2013-07-24 18:4202/30/NK118-1-1 MRKUB911922 " V-ELBA1307-410882 [ESpORt N MAE
2013-07-24 17:0504/30/NK118-1-1 MRKUD034452 113416 V-ELBA1307-300814 [INEBORI MAE
2013-07-24 17:01 05/30/NK118-1-1  MSKU0642773 84863 V-ELBA1307-740810 |NEXBORtI MAE
2013-07-24 17:00 04/30/NK118-1-3  MSKUDG42773 84863 V-ELBA1307-740210 [INENpOrt N MAE
12013-07-24 15:5204/30/NK118-1-2  MSKU9440686 1848, V-ELBA1307-740285 |NMEXPOIM MAE
2013-07-24 15:4806/30/NK118-1-2  MSKU3440686 1848... V-ELBA1307-740286 [EXpORE N MAE
2013-07-24 14:3206/30/NK118-1-1 MRKU3856226 184855 V-ELBA1307-300385 |MMEXPORtI MAE
2013-07-23 08:2501/30/NK118-1-1 01/30/NK118-1 V-ELBA1307-420022 |NNEXBORI MAE
2013-07-17 14:00 02/23/MRKU222... BLTU4315494 V-ELBA1307-060820 [INEpOrt MAE
2013-07-17 14:0003/23/MRKU222... BLTU4315494 V-ELBA1307-060820 [NERpORt N MAE
2013-07-17 12:34 01/29/NK118-1-1 PONUT307782 — 13PL EL] V-EVEL1307-300916 [INEpORI MAE
2013-06-25 10:41 560357890-1-1-1-1 560357890-1-1-1-1 13PL322080E0052730,48,56. V-BUTT1307-700520 [NNEXBORt MAE
2013-06-25 10:20 560357890-2-1-1  560357890-2-1-1 13PL322080E0052756,30,48 V-BUTTL307-701120 [ BRI MAE
< i I

Step 3
In Add Service Order screen complete the fields as follows:

Unit Number — leave this field empty;

Event Types — select order type, e.g. DCT_CARGO PALLETIZING;

Billing Party — select Freight Forwarder code, e.g. NKOO1 (Agent);

End by Date — enter the order performance date and hour (yyyy-mm-dd); use short-cut if applicable: +1 means the
next day, +2 next, etc.;

Notes — provide order details.

Create Service Order

Service Order Number:
Unit Nbr: | |

Event Types: l 3 |
Billing Party: -~ 3]

Notes: l | :

Please Save above data.
The status of sent orders may be monitored in Yard tab by selecting Service Orders.
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9 Link to instructional videos

Below there is a link to a website containing short instructional videos presenting the basic activities in Navis:

https://baltichub.com/dla-klienta/navis

10 Glossary

Agent One Freight Forwarder agent code
Agent PIN PIN

Agent Two Customs Agency code

Arrived Arrived at the terminal

BL Nbr B/L number

Bundle Parcel (flatrack)

Canceled cancelled

Cargo Lot ID General cargo name
Category Category (import, export, storage)
CEN Number customs clearance number
Cmdy goods name

Damage Severity

Damage degree

Departed Departed from the terminal

Digits Container number

DSK Number Shortened declaration number

Dwell Number of days at yard

EC/In Container entering

EC-In Time Date of commencement of the gate transaction at the entrance

EC/Out Container leaving

Frght Kind Type - full, empty, etc.

I/B Actual Visit Name of means of transport on which the container arrived at the terminal
I/B Dclrd Mode Type of means of transport on which the container arrived at the terminal
I/B Dclrd Visit Name of means of transport on which the container arrived at the terminal
Inbound On the way to the terminal

Is 00G out of gauge

Line Op Sailing Line

Loaded loaded

O/B Actual Visit Name of means of transport on which the container is to leave the terminal
0/B Dclrd Mode Type of means of transport on which the container is to leave the terminal
O/B Dclrd Visit Name of means of transport on which the container is to leave the terminal
OERN Number Customs clearance number for the ship operator

POD Port of discharge

Seal Nbr Seal number

Service Order Numbers Order number

Services Ordered Order type

Tare Wt (kg) Tare weight
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Time In Entry time

Time Out Exit time

Train Operator Train operator

T-State Physical location of container

Type ISO ISO type

Type Length Container length

Unit Granted Hold/Perm Granted permissions and granted holds
Unit Hold/Perm Granted permissions and active holds
Unit Hold/Perm Groups Permission and hold group

Unit Impediments active permissions and active holds
Unit Nbr Container number / general cargo name
Unit Notes notes

V-State Container life cycle phase name

Warehousing orders:

DCT_CARGO_BANDING General cargo banding
DCT_CARGO_FOILING General cargo foiling
DCT_CARGO_INSPECTION General cargo inspection (with assistance of CFS worker)
DCT_CARGO_PALLETIZING General cargo palletizing
DCT_CARGO_UNPALLETIZING General cargo unpalletizing
DCT_CFS_AIRING Container airing

DCT_CFS_FUMIGATION Fumigation

DCT_CFS_INSPECTION Inspection
DCT_CFS_INSPECTION_GPKW Veterinary inspection
DCT_CFS_INSPECTION_SCRAP Scrap metal inspection
DCT_CFS_INSPECTION_VISUAL_CONTAINER Visual inspection of the container condition, closing door, etc.
DCT_CFS_REPAIR Placing the container for repair
DCT_CFS_SCANNING Scanning

DCT_CFS_STRIP_TO_CFS Indirect stripping to CFS
DCT_CFS_STRIP_TO_TRUCK Direct stripping to vehicle
DCT_CFS_STUFF_FROM_CFS Indirect stuffing
DCT_CFS_STUFF_FROM_TRUCK Direct stuffing from vehicle to container
DCT_CFS_SWEEPING Sweeping

DCT_CFS_TRANSLOAD Handling from one container to another
DCT_WASHING Container washing

DCT_WEIGHING Weighing on a vehicle

DCT_WEIGHING_FROM_YARD Weighing at IMV (from yard)
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11 Data transfer
Step 1

to Excel

Tick the selected containers.

[y | sowonea |

[ | (uniter =] [@unms -] @Y OHE
Unit Nbr LineOp | TypelsO Timeln | TimeOut | Category | V-Statedts| T-Stste | DSKNumber [ CEN Number
TEXUTLT0380 MAE 4261 2013-10-091735 Storage  Active Yard ~
MSKUS055618 MAE 4261 201310091734 Storage  Active Yerd
PONUL806608 MAE 4261 201310-0916:51 Stoage  Adtive Yard
PONUL928653 MAE 4261 2013-10-091026 Storage  Adtive Yard
MSKU9ET6577 MAE 4561 20121009 0918 Storage  Active Yord
MSKUS286246 MAE 4561 2013-10-120439 Storage  Active Yard
MAEUG186348 MAE 4261 201310120510 Storage  Active Yerd
MSKUGO75860 MAE 4261 201210-120501 Storage  Active Yard
MSKU9406456 MAE 4561 2013-10-1204:28 Storage  Active Yard
MSKUSLOT7513 MAE 4561 201341-291633 Storage  Active Yerd
MSKUS231465 MAE 4561 2013-10-09 09:38 Stoage  Adive Yard
MsKU0g92452 MAE 4561 2013-10-121339 Expart Active Yard
PONUL372023 MAE 4261 201210-101641 Import Active Yord
MRKU4310604 MAE 4561 2013-10-1019:54 Import Active Yard
MRKU0926947 MAE 1261 201311221314 A Yard
MSKU9178507 MAE 4561 201210-1205:08 Storage  Active Yard
MSKUG636084 MAE 4261 2013-11-291626 Storage  Active Yard
MSKU1304385 MAE 4561 201210-09 0949 Storage  Active Yord
PONUL273280 MAE 4261 2013-09-301002 Storage  Active Yard
MRKUO506008 MAE 4261 2013-10-14 0935 Storage  Adtive Yard
MSKU6108111 MAE 42G1 2012-10-1016:08 RS Active Yard  DSK PWE 2013,P\
MSKU1260482 MAE 45G1 2013-10-09 2146 [impert Y Active Yard D PWI 1976/201
MAEUG288020 MAE 4261 2013-09-30 0939 Storage  Active Yerd
UESU4537608 MAE 45G1 2012-10-1002:33 impertl  Active Yard  DSK PWE 201
MSKUG07627 MAE 4261 2013-10-120509 Storage  Active Yard
MSKUAT22136 MAE 1561 20121014 09:28 Storage  Active Yord
PONU7353330 MAE 45G1 2013-10-1202:52 mpert  Active Yard D PWE
< w ) -

Step 2
In Display screen select E

| wnsay | sowianey

TEUTIIONG o) ooy g Storage
Storage

PO Storage.

§ MsKussresT. po Storage
MSKUS2862¢ | = Storsge
MAEUGISERH ¢ | Storage
MsKuearses © e Storage.
MK Storage

xport to Excel.

o] (@ unms
~ DSKNumber

y B DEE @

CEN Number

Unith B Auto-Resize Cottuampad +

List Selected

U40643
MSKU919751
MSKUB23146 B} Add Selected To "My List

HHHHHHHHH

PONU1372923 MAE Qa6 Import
MRXU4310604 MAE 4561
MRKUO926547 MaE 26 2013-11-21314
MSKUS178597 MAE 4561 2013-10-120508 Storage
MSKUB636084 MaE 26 2003-11-291626 Storsge
MSKUL304385 MAE 4561 2013-10-0909:19 Storage
PONU1273290 MAE 26 2013-09-30 10:02 Sterage Yard
MaE 4261 2013-10-14 0935 Yord
MSKUG108111 MAE 261 2013-10-1016:08 & Yard
MSKU1 260482 MAE 4561 2013-10-09 21:46 | Impot Yard 3PWD/ 7976/2013
MAEUG239099 MAE 4261 2013-09-30 0939 St Yard
UESU4537608 MAE 45G1 2013-10-1002:33 & Yard 3
MSKUBR07627 MAE 4261 2013-10-120509 Storage Yard
MSKINT22136 MAE 1561 201310140928 Stor Yard
PONUT353320 MaE 4561 201310120252 ety Yord |
€ - 3

89923

Step 3

Select All - all from the list, or Selected — ticked on the list.

Step 4

ST A

Do you want to export the selected 8 rows or all 9,923 rows of this table?

Al || selected |[ Cancel |

In the displayed screen select the location you want to save the information. Selected containers will be saved in

Excel format.

If you have any questions or doubts, do not hesitate to contact the Customer Service Department by e-mail or

phone:

customerservice@baltichub.com

5873763 18
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