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About This Manual

u‘j

Welcome to CEDAS Gateway - the integrated software solution for
freight forwarders.

This user manual is specially designed to provide you with the basic
information required to use the Gateway system. It includes instructions on
navigation within the system, creating, editing, and printing forms,
documents and reports, and system management functions.

This manual assumes that you have knowledge of the regulations and
administrative procedures associated with completion of shipping documents.
Therefore this manual does not attempt to provide instruction on the
information content or operational procedures for using the document being
generated.

Since each Gateway system is uniquely tailored to meet our client’s particular
needs - including corporate branding with logos on the documents -- this
manual only addresses the generic features and functionality. Any specific
features will be addressed through training or through supplemental
addendums that may be provided.
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Product Overview

CEDAS Gateway is an integrated software suite used to automate and
integrate all Freight Forwarder documentation activities, data interchanges,
operations and accounting/invoicing functions.

Features
The main features of Gateway include:

Intuitive Windows-based multi-user interface.
Complete documentation preparation for all transportation modes.
Export documentation compliance verification.
Document completeness verification.

Automatic generation of part-specific forms.
Complete parts list file with corresponding HS codes.
Electronic export declarations.

Full Consolidation and Deconsolidation.

Print, E-Mail and Fax outputs

Full search capabilities

Operational and management reports.

Tracking and task management.

Each CEDAS Gateway is tailored to your corporate look & feel, with the
necessary forms, modules and corporate branding to meet your organization’s
needs.

Modules and Documents

Gateway is organized into four types of Modules. The specific modules that
are available to you will depend on your particular configuration.

Shipping Modules contain documents for handling physical freight
movements. There are individual modules for each mode of shipment i.e. Air,
Ocean or Ground.

Documentation Modules contain the regulatory documents associated with
export shipments such as Free Trade Certificates and Export Declarations.

Financial Modules contain documents that capture billing, cost and
quotation information for shipments.

Import Deconsolidation Modules contain documents related to inbound
movement and processing of goods.

Each module contains the selection of documents and forms related to that
module. That is -- only documents related to Air mode of transport will be
accessible from the Air module.

You select the module you want to work in at sign-on, or you can change to
another module while working in Gateway.

© C-Team Systems Inc.
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Shipment

Each shipment is given a unique shipment ID that is automatically assigned
by the system. A shipment may be accessed from multiple modules. You
may create the shipment in the appropriate shipping module and then go to a
financial module for entering billing or costing information.

Document Entry

Every document entry screen displays the shipment identification information
- common information that is displayed at the top of every document entry
screen so that you know the basic information of the shipment you are
working on.

When you first access a shipment it is always in VIEW-only mode - so you
can only view it. You must access EDIT mode to be able to make changes to
a document - however, while someone else is editing the document you will
not be able to get into EDIT Mode for that shipment.

You never need to worry about saving any information you enter into
documents, since Gateway saves it for you — automatically - during normal
operation.

Each document in a module (identified by tabs across the top of the document
entry screen) is associated with a physical document output. If you have not
used a document for a specific shipment it will not be produced for the
shipment.

For ease of data entry for larger documents you may need to enter document
information in multiple parts (document entry parts are accessed with the
tabs down the right side of the entry screen)

The documents, when printed, will include the appropriate corporate branding
(logos) and will be in the required format for regulatory purposes. You can
use the Print Preview function within Gateway to view the document even
before you print it.

Key Document

Each module has a KEY document - the first document of any module (e.g.
Commercial Invoice or Source/Booking Form). It contains much information
that is common to many other documents in the module. Data in common
such as Port of Discharge and Country of Destination only need to be entered
once on the KEY document and then the information is used for all other
documents.

Shipment Tracking and Tasks

All modules come with a Tracking/Task form to allow you to effectively
manage the activities associated with a shipment. As well as tracking key
milestones for a shipment to keep track of its status, you can also define
other user-specific tasks with reminders so that you are always on top of the
individual tasks that may need to be completed for a shipment.

Master Bill of Lading

A master bill is provided for all shipping modes to support shipment
consolidation. When you first access the Master Bill for a shipment you will

© C-Team Systems Inc.
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be prompted to either create a new consolidation or to add this shipment to a
consolidation that already exists. The Master Bill is the key to managing
consolidations (and Import deconsolidations) in the Gateway system.

Lookup Lists

Gateway comes with many of the standard tables pre-loaded - e.g. Countries.
In some cases you can maintain lookup lists in the system.

You can use the Lookup functionality for simple and accurate data entry on
many fields in the system.

Print, E-Mail of Fax

Gateway’s printing features allow you to print or fax your documents to a
designated output device.

The Print Preview feature allows you to view your documents before you print
them. You can direct a print preview display to send a document via e-mail in
a graphic format.

Standard Reports

A set of standard management and operational reports is provided with every
system.

© C-Team Systems Inc.
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Getting Started

N Access the Gateway login screen from either an icon on your
desktop or by using the START button and selecting the Gateway program.
Once accessed you need to enter your UserID and password. (See your
Administrator if you have not received your UserID and password)

)
[

Depending on your particular configuration there are different system
modules available. Select the module that you want access to.

Access GATEWAY

1. Double click on the Gateway icon on your desktop

OR

Click on the START button and select PROGRAMS and select Gateway. The
Login screen displays.

Gateway Yersion: 1.17 StockCA O] x|

| ‘ | ]

&l CEDAS Gateway Version 1.17

Spstern Module  Foims  Help

Gateway

Total e-Freight Management Systems

Login Information
o I,— [ Low ]
Login
’7 Password:

-

4 |

M 4
Log In CHANGING YOUR PASSWORD
. . Use the TOOL button to access file
1. Type your User ID in the ‘User ID’ field. maintenance and select USERS. You

can maintain your password and e-mail

Type your 'Password'. (Only asterisks (*) display as the |29

password is being typed.)

The module selection window displays
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Click on the Module button required.

Gateway ¥ersion: 1.17 StockCA o [=[ ]

| - Ay

Feparts  Toolz

Swstem Module  Forms  Help

Export Modul —D ion —— Lagin Informatian
....................................................... o [ [SEETER
Ocean Export Documentation ’7 =
Air TransBorder
Ground

— Financial Modules . Import Modules
Luotation Import
MODULE QUICK SELECT
Financial & lnvoice LDeconsalidation Press [ALT] + the underlined
letter of the module
« | 2z
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When entering any module in Gateway, the user is now presented with a selection list of
shipments for the user. Simply select the desired shipment by double clicking on the
shipment or highlighting the shipment and clicking [Select].

m MyFiles Selection List

UszerD: |DIANE

® My Files: Current Active List

kdodule: |AirTransp0r1

" Temporary YWorking List |

ResetList

Gateway File no| Exporer

Dept Date

Arrvl Date | Consol File no| Consignee

Orig.Ctry Dest.Ciry | Status| Notify Part A

»x-000007135 oceanwarld lin 2005701727 2006/01/27 HADDAD ACCESS AG A
CH-AEDD0009 AR GARMEN 2005/08/08 2005/01/11 ACA-0000079 HADDAD ACCESS HK s 3
CA-00000734 AR GARMEN 2005/08/10 2005/08/15 ACA-0000083 BELUGAINC AE s
PH-00000384  ALEXAFFARE 2005/05/27 ALA-0000055

LA-00000449  ALEXAPFARE 2005/06/07 ALA-OODNDSS HADDAD ACCESS

LA-AENDDODT A PERFECT O ALA-0000T03
LA B4 . TOC| 2005/08/21 ALAODONTOS |AMPLE EXFORTS | CA
LA-00001146 G2, SIDDESHA 2006/05/01  2006/05/09 ALA-OO00126 HEYMAMN CORPOF BD
PH-00000275  ALEXAFFARE 2005/05/10 2005/07/27 APH-0000056 THAT?S INTERMA EG

There are 23 shipments in myfiles far this module.

PH-00000571 ALEX APPARE 2005/07/13  2005707/25 APH-0000065 K MART CORPORZ EG R
TR-00000197  WINGS LOGIS 2005704706 2005/01/17 ATR-0000037 “WINGS LOGISTICS AD LMY =1 DHL AELM
TR-00000200 A PERFECT O 2005704706 2005/04/07 ATR-0000038 GRANDKNITTING U3 s B
TR-00000283 HEMNKELTECFE 2005/05/12 2005/05/20 ATR-0000040 GRAMD KNITTING AN Al 8]
He-00000103 HELD IMC 2005/01/25 AxX<-0000023 GRAMD KMNITTING AF AF L
=-00000112 2005/01/25  2005/01/25 AsxX-0000024
H4-00000141 200570127 2005/01/27 AxX-0000026 Al AN R hd
<
Fermowve . Eeload list Prew | First |
shipment LEve] AddMew | adding Last
fram list Search 100 user files Next | Last |

This list can be sorted by any column by clicking on the heading of the column. The width
of any column can be changed by dragging the side of the column.

The intent of the MyFiles is that they are a list of shipments worked on by the user.
Whenever a shipment is created, it will be automatically added to the user's MyFiles.
When ever a shipment is found via a search, the user is given the option of adding it to
their MyFiles list. When a shipment is set to complete in the tracking, it is automatically
removed from the MyFiles list. At any time shipments can be added or removed from the
user’'s MyFiles list.

When in the module, the [Prev] and [Next] buttons on the command bar will move the
selected shipment through the list in the order displayed on the MyFiles screen.

In addition to the user’'s MyFiles list, there is a temporary working list that can be created
using selection criteria. In this way the user can quickly and easily get to the files they are
working on.

When going into a module for the first time or there are no shipments in your MyFiles list,
you will see this message.

© C-Team Systems Inc.
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MyFiles Selection (=]
UserID: [DIANE

® My Files: Current Active List

ociule: |A\rTranspurt

" Temporary ¥orking List Fieset List

r Gateway

MyFiles 15 a list of shipments that you are currently working on.

Whenever vou create a shiprment, it will be added to vour list, When yvou find or edit a shiprment vou will
have the option of adding it to vour list.

You have no shipments in your MyFiles list yet,
Use the 'Find' button at the bottom of the list to add existing shipments to the vour list, You can also use
the 'AddNew' button to create new shipments,

When you set the shipment status to closed or cancelled, the shipment will be removed fram your list

autornatically.

There are 0 shipments in rmyfiles for this module.

Remowve Beload list Erew Eirst
shipment Eind / AddMew adding Last Select Close
from list Szie 100 userfilas Dlext | Last | —

You can use the Reload list button to add the last 100 user files. This will provide the user
with a starting list. Shipments can still be added by selecting them with the [Find/Search]

button, or removed using the [Remove shipment from list] button to tailor the list to
exactly the files being worked on.

= MyFiles Selection List

User|D: |DIANE

= My Files: Current Active List

hdodule: |A|rTransp0n

™ Temporary Working List Reset List

Gatewsy File no| Exporter DeptDate  |Amvl Date | Consol File no Consignee

Orig.Ciry| Dest.Ciry| Status | Notify Part A

LA-AEN00001

APERFECT O

#<-00000135 ocean world lin 2005/01/27  2006/01/27 HADDAD ACCESS AG Abd
CH-AEOODODS AR GARMEN 2005/08/08 2005/01/11 ACA-0000079 HADDAD ACCESS HK us S
CADDO0O734 AR GARMEMN 2005/08/10 2005/08/75 ACA-0000083 BELUGAINC AE us
PH-00000384  ALEX APPARE 2005/05/27 ALA-0000055
LA-00000449  ALEX APRARE 2008/06/07 ALA0O00006E HADDAD ACCESS

ALA-0000103

LA 54 |Tiv TOc| 2005 ALA-D000104 | AMPLE EXPORTS
LA-0000T146 62, SIDDESHA 2008/05/01 2006/05/08 ALA-D000126 HEMAN CORPOF BD us B DHLDAM:
PH-00000275  ALEX APPARE 2005/05/10 2005/07/27 APH-0000056 THAT?S INTERNA EG us
PH-00000571  ALEXAPPARE 2005/07/13 2005/07/25 APH-0000085 K MART CORPOR: EG us R
TR-O0000197  WINGSLOGIS 2005/04/06  2005/01/17 ATR-000037 WINGS LOGISTICS AD UMY S DHLAEIM
TRAO000200 A PERFECT C1 2005/04/06  2005/04/07 ATR-D000038 GRAND KMITTING US us B
TRA0000283  HENKEL TECH 2005/05/12  2005/05/20 ATR-0000040 GRAND KMITTING AN AN U
3400000103 HELD ING 2005/01/25 AX-0000023 GRAND KNITTING AF AF L
400000112 2005/01/25 2005/01/25 AX<-0000024 B
500000141 2005/01/27  2005/01/27 Axx-0000026 Al AN R v
< | >
Femove X Eeload list Erev FEirst
shipment Ll AddMew | sdding Last 4 Select
fram list Search 100 userfiles INext | Last |

There are 23 shipments in myfiles for this module

Alternatively or in addition, one can create a Temporary Working list by clicking on the

Reset List button.

You can use this for the files that you want to work on for the day or create a new list

weekly. Just choose the criteria you want for the list.

© C-Team Systems Inc.
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m Working List Selection Criteria

User|D: IDIANE Mame of working file: IWorkListDIANE (" LoadList

— Selection Criteria

Wode of transpartation Irn/Exp
(f‘ At Ocean { Ground w Al ‘ ’Vt"‘ Import  Export @ Al

Date Range 5
’7{?52006;02;05 ~]2- & Dept DU o[ e e~ Booked by* |

FCL/LCL
¢ FoL
€ Lol
@ Hoth

" Armd Dt
¢ GL Date Customer
Port of Lnadingl Salesman
Port of Unloadingl Agent
Wessel* Project no I
‘ [~ Active Status or Specific Statusl or [ Al Including Cancelled Shipments | (*means partisl

matches included)

Make Waorking List | Close

Once the criteria is chosen click on Make Working list. It will take you back to MyFiles
and you can select the Temporary Working List option to display the list. The temporary
list works just like MyFiles for sorting, selection, and moving through the list using [Prev]
and [Next].

= MyFiles Selection List

UserIC: |DIANE Module: IAirTranspon
‘ " My Files: Current Active List @ Temporary Working List /oL siDIaHE Reset List | ‘

Orig.Ctry Dest.Ctry| Status| Matify Party I/E

DHL DANZ E

11l | >

Femowe o Erev First |
shipment Find / AddMew Select Close |
frarm list Search Mext Last | =

There are 2 shipments in myfiles for this module. é‘

To move between the Temporary working list and the MyFiles list, just click the
appropriate radio button.

When creating a new shipment, the user is asked if they want to add the shipment to
MyFiles, which it will, but it does not add the shipment to the Temporary Working List. If
the shipment meets the current selection criteria of the working list, simply use the [Reset

List] button on the MyFiles screen to reload the list again with the same criteria.
H:\Installation & Training Manuals\MyFiles Manual .doc

Document/Form Entry Screen

Upon successful logon and module selection the Active Shipment Listing
window displays a list of all active shipments for the selected mode of
transportation.

© C-Team Systems Inc. Page 9



_imlx

Active Sipment Listing |
Base Criteria for all searchy
ode of ransportation Imp/Exp =
|Vl"' Al & Ocean € Ground Al | |Vf"' Import % Expart Al ‘ 2
Booked by I Customer I
Fioon5/04029 =l >=Depatdt < [Tionnsn405 = ;3'1
r - . . El
|r:2005m4/29 ~| »=Amival dt < |!:52D[|5f[|4/25 =] T Active Status or Specific > £
House BAL na. | Exporter | Depart date | MHEL Mo | Deconsol | Consignes | Orig. Cty = |
TE-00000021 2002.04.02  5TB-0000020 -
TE-00000022 2003.04.07
TE-00000031  Atlas Copoo Compresse. 2003.05.13 - $TE-0000043 ATLAS COPCO EMERGE UNY
TE-00000032  Albany Intemational ~ 2003.05.13 DIRECT Shri Dinesh Mills Ltd X0
TE-00000034  ONME TIME SHIPPER/C 2003.05.13 DIRECT OME TIME SHIPPER/CC
TE-00000035 B urmows Paper 20020513 DIRECT ADLER ATELIER MODE UNY
TB-00000046  Atlas Copea Compresse 2005.04.19  DIRECT ATLAS COPCO ENERGE UNY
TB-00000052  AEP COLLOIDS 2003.06.12 DIRECT
TB-00000053  Atlas Copeo Compresse 2003.06.12  STB-0000044 ATLAS COPCO ENERGE UMY -
1 | »
Clear &l Addew
—_— — Search |
Update Delete _I Cloze
| 2343 Erries Found | | 1047 M

From this window you can:

o Search for specific shipments (either from the Basic or Shipment
tab). E.g. you may want to select only shipments you have booked.

o Select an existing shipment to update by highlighting the desired
shipment and clicking on the Select button

o Add a new shipment by clicking on the Add New button.

Once you have selected an existing shipment or asked for a new shipment to
be created, the Key form for the module displays. (Either the Commercial
Invoice or Source/Booking Form)

P Gateway StockCA Ocean Transport Module -0 x|
G HBL| Go| |-y « r N 4 D=8 @ B
Systern Module  Fome  Help Frev Mext Last Find | Mew ~E=Z| Frint Reports Tools DOCUMENT TABS
| —
Source/Bocking ITlackinga’Tasksl House Ocean BiIII Master Ocean BiIII Distrihutionl Cert ofDrigI Fickup/LCBL rtm
Document header Exporter I Hauze BAL Statuz Shpr Exp Plef Mo, Consignee I
! JACTION INTERMNATIDMAL [re-0ecooonz | [Rf JAEC CLIENT INC
contains common 882 LAFFERTY LANE Dept.D.  Eooki Ship.Dt.  |123 MalN STREET
information for all o5 = | SR |2005-05 =
shipment forms ACTON YALE GC e 0204 J5UITE 500
JOH THD Carrier B/L no. MHEL no. AMSTERDAM
| | | |HOLLAND
Ple-l:alriagel Place Of Receipt IMD Shipment description/Commodity IPAF'EH b
| |MONTREAL |PAPER IN ROLLS 2
Yessel & Yovage I Port Of Loading | 42521 Cloze Mt Load Dt Laad time: _
Use this area to = [HAMBURG GERMANY | | [ —— PART TABS
-
enter document Port Df Discharge | Place Of Delivery [47034 EstAmival ETADest Req'dBy 3
content | [VALENCIA. SPAIN 2005 05 | [ [
Egquipment descri lion:l [ Containerized/FCL Special Instructions * B
| g
i I e
Bate ID  View I -
Booked By IGEDFF Book Dt From Quaotation no. | E
[g=oft [oosnszs | | s
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Navigation

Navigation Toolbar

The Navigation Toolbar, located at the top of the data entry screen, provides
the basic navigation functionality for the system.

Go HEL| Gol |l « r M #H D= &g &a P2
Systern  Module  Forms  Help Prev Mext Last Find | New —[EzZ| Print FReports Tools

Go HBL Allows quick display of a specific shipment. Enter the HBL or File
Number you wish to view and click on the Go button..

VIEW/EDIT To toggle from VIEW to EDIT mode. Default mode is always
VIEW mode. While in VIEW mode you cannot modify any information. The
button will appear depressed when in EDIT mode. You will not be allowed to
access EDIT mode while someone else is editing the shipment. However, you
can always VIEW a shipment.

PREV To go to the previous shipment (based on the Active Shipment Listing).
NEXT To go to the next shipment (based on the Active Shipment Listing)
LAST To go to the last shipment (in the Active Shipment Listing)

FIND To find and display a specific shipment using search selection criteria.

NEW To create a new shipment (or template). New shipments can be
created based on a template or be copied from an existing shipment.

CUSTOM menu - reserved to client custom or specialized Gateway features.
PRINT To print the current document forms or label.

REPORT To access the Reports menu to produce pre-defined reports
available in the current module

TOOLS To access a variety of file maintenance functions such as maintenance
on the Lookup fields.

Document Tabs

Located across the top of the document entry window, use these tabs to
access the various documents within the current module.

Parts Tabs

Located down the right-hand side of the document entry window, use these
tabs to access other parts of the currently selected document.

Moving Field to Field

The [TAB] key will move you from field to field within the current document.
(In a predefined TAB order)

Menus
Menus provide access to various options:
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Menu Description

SYSTEM

Access to system administration functions such as Recreate
Indexes, Backup, Restore, return to the Main Screen or Exit.

MODULE

Access a list of available modules to allow you to switch to
another module within the Gateway system.

FORMS

Access a list of available documents within the current
module to allow you to switch to another document (same as
using Document Tabs)

HELP

The HELP menu allows you to access general help
information and the About feature and version information.

Field Types

Date Field

Date fields are used to enter dates in standard format. While you can enter

any text in these fields the system validates to ensure the information is

entered in the correct formatl. If Ithe format is not correct it will not be saved.

Valid Format:

yyyy.mm.dd

Close Dt Load Dt
|2002.06.05 |i
Est Arrival E.T.A Dest.

=]

1B s

(complies with ISO International standards.)

UL HEMRI BOURASSAEST

Dept. Dt

REAL. PO HI1E 1PG

Calendar Search

|2003.05.12

|46 Schaol Road

I T Today: 29/04/2009

Select | Lancel |

4| March 2005 April 2005 May 2005 |
W2 = 1 2z 3 1 5 12 1 2 3 4 5 & 7
6 7 8 9 10 M 12 3 4 5 & 7 & 9 B 9 10 11 12 13 14
|12 14 15 18 17 18 19 10 11 12 13 14 15 16 15 16 17 18 19 20 21
20021 22 23 024 25 2 17 18 19 20 21 22 23 2 23 M I/ W/ 27 2

E| 27 28 29 30 3 24 025 % 27 BTHN W W AN 12 3 4
5 6 7 8 9 10 M

I ped J I I

Theg

CALENDAR
LOOKUP

All Gateway date fields
are accompanied by a
calendar lookup to
facilitate entry of dates.
Click on the field label

EHeg

Text Field

Text fields accept any alpha-numeric input. Any information can be entered

but some may be limited in length. The ‘Shipment Description’ field is an

example of a text field.

Monetary Field

Monetary fields are used for entering monetary amounts. The input accepts only
numeric characters - input will be reformatted to 2-decimal points (independent

of the currency). A “Declared Value” field is a monetary field.

© C-Team Systems Inc.
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Value Fields

Value fields are used for entering value such as quantity and weight. These
fields will also accept alpha characters. The data in these fields is not
reformatted for display.

Code Field and Lookup Field

Clicking on any boldfaced and underlined field label to display a list of valid
entries to choose from.

All Lookup fields are accompanied by an associated Code Field to allow
optional entry of an appropriate code - e.g. Country Code. Once entered the
appropriate description displays.

Countries Search [

Full name |
Code [ Include DMLY sharthst
Short name |
Reqion A8,
Code | Short Mame Long Mame Y
ahD ANDORRA AMDORRA
AE ARAR EMIRATES UMITED ARAR EMIBATES
AF AFGHAMISTAMN AFGHAMISTAM
AL ANTIGUA ANTIGUA AND BARBLUDA
A ANGUILLA, ANGUILLA
Refrezh
AL ALBAMNIA, ALBANIA
A ARMEMIA, ARMEMIA Add/Edit
AM METHERLAMD METHERLAMDS AMTILLES
< > Cloze
There are 347 records.

Check Box Field
A check box field indicates that a feature is activated when checked.

v Freight Prepaid

Option Button Field (radio buttons)

An option button (also known as radio buttons) allows selection of one option
from a range of options to be selected.

b ode ——

&+ Tiuck

™ Rail
Grid Field

A grid field is a large field marked into rows and columns like a spreadsheet.

© C-Team Systems Inc.
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T FOTSEETT TS —SAPPEXP FETTE, T

WERMONT CASTINGS INC. [pec-000372 |_ [

[ATTN. DALE BENSON DeptDt  Booking no. Ship.Dt

B0 501, ROLITE 107 [conzoz06 [ [o00z 02 08

BETHEL VT 05032 Camier BfL no. CrStat MHBLno.

U5 A [ [o]

| [camaineriD [seal oy [Description (Conteiners and STC) [ Griweights [Measures [Fiacas [HS Cade™
TH''rB869764 HGYE678F B 840 FT CONTAINERS STC

| |THEUss8ZE8? JGEEZHE [ 48 CARTONS OF POCKET WIDGETE B800 18 48| 0203.11.000

> | | THEU7786545 222

| TOBE STORED N A COOL PLACE

e Totals: Containers [& Gtoss Weight & Measures [0 [ie Upl v

"] I Hazmat dec. Ereinht Ch ~Units used above————————————

Navigation and editing keys while in grids
[Enter] to move within the grid
[1] [¥] to move from line to line
[INSERT] to insert a line in a grid (may not be available on all grids)

Some fields also provide a lookup functionality to facilitate entry of common
data into grids

Charges Search X]

Description |

GRID LOOKUP
Use the [F12] key for any grid
fields denoted with a (*) to access

Charge code lookups.

GL account [invoice) GL account [sspenses) Make sure you click on REFRESH

to refresh to lookup list.

Restrict to charges for; and /£ or
(o Al Import © Export G Al O A O Ocean O Ground © Domestic &ir
Code | Description Init Charge | Cost Acc't | Invoice Ao #
OFF  OCEaAM FREIGHT 100 456 123
AF AIR FREIGHT CHaRGE 0 300 220
DOC  DOCUMEMTATIOW CHARGE 75 BAT4 24583
101 OCEAM FREIGHT 0 5&000 45000
BaF  BUMKER ADUJSTMEMT 0 200 100
Hefrezh
100 LOCAL DELMERY 0 1480 1350
COM  DOMESTIC TRUCKIMG 0 125-367 120-367 Add/Edit
AGGE  AGGRAWATION SURCHARGE 120 6300100 6200100 .
o i e m—— e e P, Cloze
£ ¥ 4

There are 27 records.

Shipment ID

The shipment ID is a unique key ID number that is automatically assigned to
identify each shipment. For an export it is referred to as the House Bill of
Lading Number. For imports it is referred to as a File Number.

Format : XX #######
Where
XX=Location (used for multi-office configurations - xx is the default)

#H##H#### = unique number assigned by the system (starts at 0100000)
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This key field is used to link all documents in a shipment. It is system
assigned in sequential order and cannot be modified.

Keyboard Shortcuts

Keyboard shortcuts are available to support navigation in the system without
using the mouse.

Function keys

F1 Help

F2 System Menu

F3 Module Menu

F4 Forms Menu

F5 View/Edit toggle

F6 Find (Shipment Search)

F7 New

F8 Gateway Options Menu (Special Features)
F9 Print

F10 Report Menu
F12  Grid Lookup

When a function key displays a menu, use the 1 or | to select the menu
items and press Enter.

Or
Type the first letter of the menu item.
Press [ESC] to exit a menu

Alt Keys

Alt + # - to access the part tab (the number will be underlined)

Alt + letter to access modules or buttons (use the underlined letter)

© C-Team Systems Inc.
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, Editing and Modifying

Documents/Forms

)

E/ When you create a new shipment you can base it on a predefined
template or you can copy information from an existing shipment. Use the
ADD NEW button from the Active Shipment Listing to open the Create
New Shipment window. (If you already have a shipment displayed select
NEW from the toobar to open the Create New Shipment window.)

Al Er s [ H
Active Shipment Listing

BBl Create New Shipment

_Imlxl
B

Forms to copy

| e

— Create Shipment — Mode:
% Create Mew Shipment ; Al atar
of mkor/H il
E " Create New Template & Ocean
4 ) A
IF — Baszed on
| = " Create From Template & Expart
e— ™ Create From Previous " Import
House
TE-O0 Ml |*default
TE-O0 [T Include Line ltems
TE-O0 " Copy packages aswell |
TE-00 Service Type
for Customer of
e ' I

[Source Baooking & Cannm. [re.]
O 2ustralian Certificate
OB sbstract

[ Cetificate of Origin
[ Container Handling
O Distribution
OFccr4n

I FD& Entry

O FDs R adiation

[ Free Trade Certificates
[ Hause Eil

O Insurance

O Inward Car. Man.

Auto zelect completed farms to copy

Clear All

Update

AddMew

Delete

Search |

Select |

| 2344 Enries Found

| | 120PM

How to create new shipments using templates
Follow these steps to create a new shipment using templates.

Click the ADD NEW button from the Active Shipment Listing
(or NEW from the Toolbar if a shipment is already displayed).
The Create New Shipment window opens. Always make sure
the correct Mode is selected.

In the Create Shipment box ensure the option button Create
New Shipment is selected.

CREATING NEW TEMPLATES
To create a new user-defined template
click on the Create New Template
option button. Enter the information
that you want to include in the
template. You can then use this
template when creating a new
shipment. Information from the
template will be included in all new
shipments created using this template.

In the Based On box ensure the option button Create from Template is
selected. The “*default” template is used or you can use the
to find another templ m

button

Note: You can choose to include line items or to copy packages as well.

If you want to create the shipment for a specific customer use the for
Customer lookup to select a customer from your customer list.

© C-Team Systems Inc.
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5.

Click on the AUTO SELECT button to select all forms from the template.
(If you don’t click on AUTO SELECT only basic information from the Key

document will be copied i.e. Source Booking Form)

Click on the PROCEED button. A new shipment is created based on the

template with a unique shipment ID.

How to create a new shipment based on an existing shipment

To create a new shipment that contains information from a previous shipment
- Gateway has an option to copy the shipment information from an existing
shipment into a new shipment that can then be edited. As well, you can

specify whether to copy Items information.

1. Click the ADD NEW button from the Active Shipment Listing (or NEW

from the Toolbar if a shipment is already displayed). The Create New

Shipment window opens. Always make sure the appropriate mode is selected.

2. In the Create Shipment box ensure the option button Create New

Shipment is selected.

3. In the Based On box ensure the option button Create from Previous is
selected. Enter the shipment ID to copy from or use the m:on to find

a specific shipment to copy from.

4. If you want to create the shipment for a specific customer use the for

Customer lookup to select a customer.

Note: You can choose to include line items or to copy packages as well.

5. Select the forms that you wish to copy or use the Auto Select button to

automatically select all competed forms for the source shipment.

6. Click on the PROCEED button. A new shipment is created based on the
content of the shipment selected to copy. A unique shipment ID is assigned

by the system.

How to Enter/Modify Shipment Information

Once a new shipment is created you must change to EDIT mode

REMEMBER

EDIT mode cannot be accessed
while the shipment is being modified
by another user.

before you can add or modify (edit, add or remove) information
in the forms.

Each Gateway module has its own unique set of forms that are
accessed by the tabs across the top. Simply select the form to
be entered or modified.

There is no risk of losing any information -- Gateway
automatically saves information during normal operations.

Shipments can be edited to add, change or remove information.

How to Cancel a Shipment
Once created a shipment is active in the Gateway System with the

AUTOMATIC SAVE
Information is saved automatically
whenever you:

exit Gateway

switch between modules,
records or forms

print

access Tools button
toggle to VIEW mode

appropriate status. You can cancel a shipment so that the status changes to

© C-Team Systems Inc.
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X. Once cancelled the shipment remains in the database, but is not included
in any of the reports.

To cancel a shipment:
1.  Access the shipment to be cancelled.
2. Go to the Tracking/Tasks document.

3. Click on the Cancel This Order button.

W Gateway Demo3-CA Ocean Transport Module \
Gio toFil Gio @ Clrym i DS 8| B 2| R
Spstem Module  Forms  Help Frew | Mest | List | Find Mew E=o Frint | Reportz| Tools Guit
Source/Booking BUEEAEREEES Hoyse Dcean BiIII Master Ocean BiIII Distributionl F're-AIertI F'ic:kup.-"LEBLI Cont. Handlingl Consol Preﬂ_’
Exporter [173 House B/L Status  Shpr Exp.Ref.No. Consignee neel
E2, SIDDESH&WARI CIRCULAR RO |LA-DDDD1 304 | |
THIS IS A TEST ADDRESS CHAGHE  Dept.DE. Booking no. Ship.Dt.
|2008/09415 | |2008/09415
DHAKA1217,  Bangladesh Carrier B/L no. MHEL na.
| J5LA-0000109
Forwarder Event Log: [Completed Tasks and Events) I Show only WebTrack Log E‘
Drescription Complete Dt Time DuesEst Dt Assign To| Remin E
g.
L=
4
8
@
(=3
—
5
(L3
< il | Il =
Current Comments®
Caftel This Add Event | Wiew L
Shipment Mote | Desc v

The Status changes to X. The button displays Shipment Cancelled.
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W Gateway Demod-CA

Go to File | Go| | @ 4
System  Module  Forms  Help Prev

Source/Booking FUL

»
Next

Ocean Transport Module

H
List

]

0
Find =10

il

| é
Pririt

(&l

Reports

P

Tools

[+
(it

Houze Ocean Billl taster Ocean BiIII Distrihutionl F're-.f-‘«lertl F'ic:kup.-’LCBLI Cont. Handlingl Conzol Pre 4 I L4

Exporter [173 House B/L Status  Shpr ExpRef.No. Consignee |
[62, SIDDESHAWARI IRCULAR RO [Laoooizns o | |
THIS 15 A TEST ADDRESS CHAGNE  DeptDE  Booking ro. Ship.DL
|2008/09415 | |2008/0945
DHAKAAZ17.  Bangladesh Canier BAL ri. MHEL .
| | |5Le-0000109 |

Forwarder Event Log: [Completed Tasks and Events)

[~ Show only WebTrack Log

‘wieb | Task ID | Type | Description

| Complete Dt| Time | Comp. By | Due/Est Dt Assign To| Femin

LD Ewent

Shipment has been cancelled

2003/06/10 16:34 MASTERF

< 1| ] =l
Current Conmments*
Shipment Add Event | View o]
| Cancelled Mate | Desc |

|

[ Eiov | Zewsel |7 uppen
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S

earching for Shipments/Files

Gateway provides a full context sensitive search capability to help you

find the exact shipments you are looking for.

1. Simply click on the FIND button on the toolbar to access

the Shipment Search window.

2. Enter or modify the search criteria.

Gateway StockCa Ocean Transport Mo - |EI il
Go HBL Go Vi @ «r M d DS & @ P
System  Module  Foms  Help Frev Mest Last Find | New —Ez=| Print FRepots Tools

Source/Booking ITlacking#Tasksl House Dcean Ewlll Master Ocean Bi\ll Dismhutinnl Cert ﬂlDrigl Pickup#LEBLl En;l_'

Exporter [5 EANOD4  HowseBJL  Stalus ShprExp RefNo Latiiees
|Alba\ Shipment search
1656 ¢ "Smgls Selection Only - and base criteria belo

HEL nofile no l— [partial matchs from the left included)
[For this figld. put > at end of data to match from the right)

Clear
Ciiteria

| 111

=
&
2
&
Base Criteria for all search
Mode of transportation |mp/Exp FCL/LCL 0
|}' Air % Ocean  Ground Al | |}" Import € Expat € All ‘ " FCL E
Her LCL £
Ve 2006/01/23 =] >=Depart dt < [TT2005/04/2:=] Booked by= = Both
Kan Eoinimoe=] »=Arrival dt ¢ [F2005,06,202]  Customer 2
Poi | I ctive Status or Specific Status | | | ™ Templates Orly | i
Mur
lE House B/L no. | Exporter Depart date| MHBL Nao. Deconsol Consighee
Select
E
- Refresh
,ﬁ *_I
— Cancel

Shipment tab (ALL criteria)

Shipment search

Thig zearch criteria will list all shipments that meet ALL of the criteria entered below, and mests with basic
search criteria from part & [mode, IE, status, date range, user and custamer. *=partial matches included]

Destin. ctry. I_ Carrier I Agent HEL no. I
Origin ctry. I— Lontact I— Shipper Ref No. I—
Port of Loadingl— Ailine I— Exp. Carrier B/L - Booking no. I—
Port of Unlnadingl— Wessel * I— Astio I—
Commodity l— Salesman l— Che Beference no. * I—

IOl ContairerD [ £CED no |

ALWAYS NARROW YOUR
SEARCH

You can narrow searches by
entering more criteria — try
indicating a mode of transport or
whether the shipment is an import
or export. This will speed your
search and reduce the amount of

' | There are three
separate search
criteria tabs. This is
the BASIC search.

=l
L)
z
]
%

Related tab (ANY criteria

Shipment search

Local Carier B/L no I
Additional Airing in MAWE I

Thig search criteria will list all shipments that meet ANY of the criteria entered below, and meets with basic
search criteria from part & [mode, |E, status, date range. user and customer. Exact matches anly).

MHBLDecon | Containerid |
Part Code I
Irvoice no. I— Other Reference nos. I
Supplier Inv.no I Previous CCCD no I
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3. Click on REFRESH to execute the search
Gateway displays a list of shipments that match the search criteria.

4. Highlight the desired shipment and click the Select button to display the
shipment in VIEW mode.

Partial Searches (Right and Left)

You can search on partial names using the left partial name feature. For
example APPLE EXPORTER will be found if you search on APPLE, APP.

You can do a right partial search on Shipment ID by entering ID (or partial
ID) followed by >

145> locates all shipments with an ID ending in 145.

Date Searching

Date range criteria is turned “off” by default and is not active unless a check
is placed into a box to the left of the date.

The criteria for ‘Depart Dates >=" is the exception to this rule, and is always
active and defaults to sixty days previous to the current date.
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Using Tracking/Tasks

Tracking

Tracking allows you to keep track of the milestone dates for a given

The Tracking/Tasks document is available in all
Gateway modules and contains tracking and task information for a given
shipment to help you monitor and keep track of activities and tasks.

shipment. Estimated dates are populated from various document date entries
or can be entered directly on this form. (Note: If dates are entered directly on
the Tracking Form they DO NOT populate back to the other shipment forms.)

Actual dates are only entered once the milestone has actually been achieved.
The actual dates determine the current status of the shipment that is printed
on management reports (or optional WebTracking).

Gateway StockCA

G HEL| G

Systern Module  Forms  Help

Ocean Transport Module

‘ Wit @

4 M

Prev Mext Last

- 1ol =l
#w D 8 @ 2
Find New =i Print  Reports  Tools

Source/Booking  Tracking/Tasks IHouse Ocean BiIII Master Ocean BiIII Distributionl Cert of Drigl Pickupa"LEBLI Co 4 I 4

WEB TRACKING

Why not provide tracking
information to your customers
— 24 hours a day — 7 days a
week — using the optional Web
Tracking. Current status of the
shipment and comments are
transmitted to the Web at an
interval you specify so your
clients always know the status
of their shipments. .

Exporter [4BANO0Y  HouseBA  Status Shpr Exp RefNo Consignee [
albany International |TB-DDDDDDSZ IX_ |92??9 Shri Dinesh Mills Ltd
156 South Main Street Dept.Dt.  Eooking no. Ship.Dt.  |Padra Road PE No 2501
|2002.0513 [NYCMUMDO3455  [2003.05.16 [ adodara 330005 India
Carrier B/L no. MHBL no.
|31 JOIRECT
E wpork Carrier Actual Date & Time Ezt. Date 5‘
[K.amakura v. 90 1. Booked Dt [2003.0513 Dt £
Fort of Loadir 2. Shipped [ left point of origin | Dt Dt 20020516 a
INEW Yark 3. Received by Conzolidator [ Freight Forwarder | Dit Dt =
I_M of Entr 4. Loaded on Board [ Export Carrier | Dt Dt|2003.05.13 §
Mumbai . Arived at Destination Part of Entry. Dt Dt[zoozoezt |@
Last Stage Completed ir
Iﬁ E. Cletared Eustorns. _ Dt Dt -,
7. Delivered ta Final Destination. Dt Dt
I Shipment  [FTPOD Recelved Dt Dt E
Carments - 9. Completed & Clozed. Dt )
I~ Heotes |
POD  signed by:
|
Tasks

The Forwarder Task Manager allows you to identify any required tasks for a

shipment including:

. a description of the task;

. priority;

o who is responsible for completing the task;
. when it's due ; and

. a reminder date.
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You can set up reminders to trigger alarms on tasks as they are approaching.
Once completed you can mark the task as complete.

Reports provides standard reports on shipment tasks including tasks by
shipments and tasks assigned specifically to you.

To enter a new task:

1. Access the TRACKING/TASKS document.
2. Select the TASKS 2 tab to access the Tasks form
3. Click on EDIT (you must be in Edit Mode).
Gateway StockCh Ocean Transport Module 1ol =]
sGu:teH: ) hodule Formsa_:nlaln ‘ - @ F':w N:Ht I-:ilst f?:d NEW % Fﬁ ngts Tﬁs

Source/Booking  Tracking/Tasks | Houge Ocean Billl azter Ocean Billl Distributionl Cert ofDrigl PickuprCBLI Cod I L4

Exporter [x) pan004 House B/L Status Shpr Exp.Ref.Mao. Consignee I
Albary International |TB-DDDDDDS2 IX_ |92??9 Shiri Dinesh Mills Ltd
156 South b ain Street Dept.Dt.  Booking no. Ship.Dt.  |Padra Foad FE Mo 2501
|2002.05.13 [NYCMUMDO2455  |2003.05.16 [adodara 330005 India
Carrier B/L no. MHEL no.
|321 |DIRECT

Farwarder T ask Manager:
Tazk® |Description |Assigned To" |Due Date* | Caompleted | Camp
]

[NITER=I

Forwarder Task Manager:
Completed By [ Comp Date* | Comp Time | Contact [ Reminder Dt* | Reminder Sent [ Priority
|

m

]

[~ Hide Completed Tasks

[ Eov ] Zeser [VThusei

In the Forwarder Task Manager you can enter new tasks in the Grid field
provided.

(Refer to Grid Field on page 13 for details on entering data into grid fields.)

Webtracking Manual

The steps involved with creating/processing and accessing the C-Team
webtracking feature are relatively straight forward, but require that a few things
are set up first. The following instructions will ensure that you have a consistent
and successful webtrack occurring.

The first step is to ensure that gatewayautoprocess.exe is running on your
network. This is a small application that resides in the gateway folder and takes
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relevant information from your Gateway database and sends it to the webtracking

server on regular 30 minute intervals.

1D Code: JOE| o EIN O Duns I—
& SN SEN

Show in selection lists
[~ Exporter [~ Consignee [~ Broker

[~ Teminal [ ‘warehouze/Stuffing facility

Address block az displayed on forms

o
Short name
[For carriers) |Joe Cantact
City [arpwhere County [Us  [UNITED STATES
Postal code / ZIP 12345 Pravince £ State |Hawai Related Port

Related Contact

W Lnknown Shipper Contact Notes

[ Mo Auta E-mails [ Motes
_ ihlotlit sinaks I File Attachrments

[~ Agent [~ Other I~
| RERES [~ Camier [ “endor

Mame |IOE CONTACT

Address [123 FIRST 57

E mail [jane@anywhere com
Web tracking password |\WEBTRACK

Format | |
Jrom | [ANYWHERE 12345
|US'&' I:g$tolmer
Contact name [Jane Contact m Prafile
tore
Telephone |123-4567 Fa [765-4321 Al
People

Carment |ane is an excellent customer.

Modified by: todified or

ik

Copy
Created on: Delete
2006/06/23 Clase

The next step is creating a web tracking password for your customer (which in
this example is WEBTRACK). This customer now will be able to log into your
web tracking using the User ID and password, as indicated by the red arrows.
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. Gateway Demo-US Ocean Transport Module

GotoFile Go @ 4 » Mo R | é?__ =] [E3) ﬂ It P Ly
System  Module Forms  Help Piew | Mext | List | Find MHew Eif Frint |FReports| Toole Cluit Tools Cluit

FEX

Source/Booking  Tracking/Tasks WHUUSE Ocean BI"] I aster Ocean BIH Distribution Cerl Uang] SED AES} PlckupHLCBL] Cont. Handhng} I

Exporter ||0E House B/L Status Consi ,—
[J0E canTACT [or-aon W |
[123FIRST 5T Dept.Dt. Booking no Ship.Dt. [
[aHvwHERE 12345 |2008/06/29 | [2006/06/23 |
|usa Cartier B/L no MHEL rio. [
[ [ I I 02

CBL] Cant. Haﬂd\ing} \nsulamca] F'rE-AIelll

Forwarder T ask and Event b anager [not completed): EK
P Drescription Agsigned To® | Reminder Dt*  Due/Est Dt Compl Completed By* | Comp

Chrono Seq| ‘webTrack

Goods have been picked up from the shipper 2.000
Event  Goods have been received by the forwarder O 3.000
Ewvent  Shipment has been loaded on board O 4.000
Ewvent  Shipment has arrived at destination port of entry O 5.000
Event  Goods have been delivered to the consignee O 7.000
Proof of Delivery has been received by forwarder O g.000
Shipment iz completed and clased ] 9.000

Set as Financially * @
Complete [~ File&ttachments | [ Shipment Notes

L £ Shy limpnl l‘;ﬁumml

Next, you will need to create a shipment for your customer and complete the first
task (or milestone) on the Tracking/Tasks form called ‘Booked’ (CODE: BKD).
This is located on the second tab called ‘Tasks 2’ on the right hand side.

This has already been done in the example above as can be seen by arrow 01.
The status indicates BKD. This milestone is completed by checking the
‘completed’ box (as per arrow 02).

If you scroll to the right you will see the last 2 columns in the Task and Event
Manager window, as per arrows 03 and 04. These are of note as they indicate
the natural chronological sequence of milestones for a shipment. Custom
milestones can be created and fit into the chronological sequence by having a
sequence number in between a whole number such as 2.5 for example. As well,
these milestones can be controlled with the webtrack checkmark (arrow 04) as to
whether they display when the customer logs into the webtrack to see the status
of their shipment.
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Wi Gateway Demo-US

Ocean Transport Module

GotoFil Go : «|r|im@éd| D= &|l@| e +
Sv:h:n Ie,\.lmdwe Forms mj @ Prev | Mest | List | Find Mew Print | Reports| Tools QEL;it
Source/Booking  Tracking/Tasks I Houze Ocean BiIII Master Ocean BiIII Distributionl Cert of Elrigl SED-AES I F'ic:kup.-"LCBLI Cont. Handlingl Insurancel Pre-AIertI
Ezporter |0E House B/L Status  Shpr Exp.Ref. Mo, Consignee |
JOE COMTACT Jev-ooizegrs fBkD |
123FIRST 5T Dept.Dt. Booking no. Ship.Dt.
ANTWHERE 12345 |2006/06/23 | |2006/06/23
Usa, Carrier B/L no. MHEL no.
| |
Forwarder Event Log: [Completed Tasks and Events) E‘
| wehTrack |TaskID* |Type | Description | Completed Dt Comp. Time | Completed By* | Dus/Est Dt*| Assigned To’ Z
BED Event The shipment has been booked with the carrier 2006/06/29 1346 MASTERFS ]
=
i
&
E
[
(3
Current Comments®
Cancel Thig | AddEvent | I Show onivwebTrack Log Al
Shipment Mote |
= - il - | Ed
Now switching to tab 1 called ‘Tracking 1’, you can see that the booked (BKD)
status is listed since the completed checkmark was placed in the previous
screenshot. As milestones are completed they end up shifting here from ‘Tasks
2’. Once here, they will then display on the webtrack webpage.
Keep in mind that the webpage is updated at the rate that
gatewayautoprocess.exe uploads the relevant data which, as mentioned, is
approximately a 30 minute cycle.
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DETAILED SHIPMENT INFORMATION
Faor Reference Mumber 200300000000

HEL: 2612575 Fos: 4 OWieight: 10 K& Vol @ 16 KG
Shipper: JOE COHTACT
Consignes: EALFH MALPH
Cons. Ref. Mo.:
YeszelMNMoyage no.: = Fort of Loading: Est. departure date:
IBERIA LINEAS AEREAS DE ESPANA MADRID, SPAIM 28JunlE
Loading Date & Time: Fort of Discharge: E=t. Arr. Date:
- NEW v ORK-KENNEDY, 28JunlE
Booking Mumber: Final Destination: Final Dest. Date:
123%-4567800 s 28Jun0&
Carrier BfLino:
1254567200 PO & Other Ref. Murbers:

SHF
A
FFR

DFRF

26Jun0G 16 16:00 0005 PICKED UF FROM SHIFFER MA4STERFS
28Jun0G 14 194:12 SHIFMENT ARRIWYED AT DESTINATION FORT MALSTERFS
284un0G 14 14:12 30005 RECEIWED B THE FORWARDER ML TERFR
200un0& 14 14:12 DOCUMEMTS PICKED UP ML TERFR

Above is a screenshot from the webtracking page. This is what the customer will
see when they login using their User ID and password, then select one of their
shipments. As can be seen above, all relevant information surrounding that
particular shipment is listed, as well as the completed milestones.

The milestones will be listed on the web tracking
Webpage according to the durations listed in the table below:
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WebTracking displays current shipments only based on the current status and
when the current status was achieved on the Gateway Tracking form.

Event Sequence

0

0

1.0
2.0
3.0
4.0
5.0
6.0
7.0
8.0
9.0
-1

No status

NEW Shipment newly created/received in Gateway
BKD The shipment has been booked with the carrier
SHP Goods have been picked up from the shipper
FFR Goods have been received by the forwarder
DEP Shipment has been loaded on board

ARV  Shipment has arrived at destination port of entry
CCD Goods have cleared customs

DLV  Goods have been delivered to the consignee
POD Proof of Delivery has been received by forwarder
CMP Shipment is completed and closed

XLD  Shipment has been cancelled

not tracked
not tracked
365 days
365 days
365 days
365 days
180 days
60 days
45 days
45 days

30 days
not tracked

These durations also apply to any custom status created between the standards
shown based on the first digit of the EventSequence in the Task manager.

WebTracking Manual

The steps involved with creating/processing and accessing the C-Team

WebTracking feature are relatively straight forward, but require that a few things
are set up first. The following instructions will ensure that you have a consistent
and successful webtrack occurring.

The first step is to ensure that GatewayAutoProcess.exe is running on your
network. This is a small application that resides in the gateway folder and takes
relevant information from your Gateway database and sends it to the
WebTracking server on regular 30 minute intervals.
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ID Code: JOE| * EIM ¢ Duns [
& " SNN € SBM

Short name
[For carriers) Hoe Contact
City [Anywhere Country [US  [UNITED STATES
Postal code # ZIP |12345 Prowince / State |Hawaii Related Port
Related Contact
v Urknown Shipper Contact Notes

[ Mo Auta E-mails [ Motes
Lt [ File Attachments
Show in zelection lists

| E=porter [ Consignee [ Broker [ Agent [ Other I
[~ Teminal I Warehouse/Stulfing facility | RERES [~ Camier [ “endor

Address block as displayed on forms
Mame LIOE COMTACT
Addiess 123 FIRST 5T

Format |
fram
above

|AMYWHERE 12345
|Usa

Cuztomer

| Profile

Contact name |J ane Contact
tdore

Telephone [123.2567 Fax |765-4324 Contact

E il |iane@anywhere.u:nm Peaple
‘web tracking password '\WEBTRACE

Corment

Jane iz an excellent customer,

Copy

o i) Delete
Modified by: Madified or: Created on;

20060629 Clase

i

The first step is creating a web tracking password for your customer (which in
this example is WEBTRACK). This customer now will be able to log into your
web tracking using the User ID and password, as indicated by the red arrows.
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i Gateway StockCA Ccean Tra ;Iglil
oo | Go| @ «|lr|m|af o|Z= | g | x| 2| w
System  Module Forms Help it Press | Mewt | List | Find Mewy £ Print |Feports| Tools Cluit
Source/Booking ECERUETAEESN House Ocean EIiII| taster Ocean EI\II| Distribution' Cert 0fOrig| PickuprCElL' Cant. Handling' Insurance | LIL
Exporter IAPPLE House B/L Status Shpr Exp RefMNo. Consignee I1 618
AFPLE IMC |AG—DDDD1188 ICCD |CUSTREFNO SH INTERMATIONAL COLTD
1235EED ST Dept.Dt. Booking na. Ship.Dt. ROAD N 4 FHUM ANGKED KHURM KA
OTTAWA ONTAIRD [zoo7/03j06 | [007/08/06  [SROK ANGSNUAL
CANADA K2K 3E5 Carrier B/L no. MHEL fio. KANDAL PROVINGE, CAMEODIA
| [pirECT
Export Carrier Actual Date & Time Est. Date 3
| 1. Booked Dt |2007/09/06 Dt %
Port of Loading 2. Shipped (left point of arigin ) Dt Dt |z007 /09,06 a
TORONTO.ONT.CANA, 3. Received by Consolidator { Freight Forwarder ) Dt Dt =
’FMY— 4 Loaded an Board ( Export Carrier ) Dt Dt [2007 /0805 =
nhui 5. Arrived at Destination Port of Entry. Dt Dt %
Last Stage Completed Ina
|5_ 6. Cleared Customs Dt |2007/09/06 Dt |
7. Delivered to Final Destination. Dt Dt
Cancel This B POD Feceived. Dt Dt &
Shipment 3. Completed & Closed. Dt les
Comments = " _Motes | -
[ File Attachments |
POD signed by

Next, you will need to create a shipment for your customer and set the Actual
Date for the first milestone on the Tracking/Tasks form. Each milestone as the
date is entered will set the status for the shipment, as can be seen above where
milestone “6. Cleared Customs”, set the shipment status to “CCD”.

These status as well as the dates of each milestone set will be posted to the
WebTracking for this shipment.

Keep in mind that the webpage is updated at the rate that
GatewayAutoProcess.exe uploads the relevant data, which, as mentioned, is
approximately a 30 minute cycle.

The customer can then log onto WebTracking, using their contact ID and the web
password assigned in contacts. The WebTracking log on screen is tailored
individually for each C-Team customer to reflect the look and feel of their web
site.

© C-Team Systems Inc.

Page 30



DETAILED SHIPMENT INFORMATION
Faor Reference Mumber 200300000000

HEL: 2612575 Fos: 4 OWieight: 10 K& Vol @ 16 KG
Shipper: JOE COHTACT
Consignes: EALFH MALPH
Cons. Ref. Mo.:
YeszelMNMoyage no.: = Fort of Loading: Est. departure date:
IBERIA LINEAS AEREAS DE ESPANA MADRID, SPAIM 28JunlE
Loading Date & Time: Fort of Discharge: E=t. Arr. Date:
- NEW v ORK-KENNEDY, 28JunlE
Booking Mumber: Final Destination: Final Dest. Date:
123%-4567800 s 28Jun0&
Carrier BfLino:
1254567200 PO & Other Ref. Murbers:

SHF
A
FFR

DFRF

26Jun0G 16 16:00 0005 PICKED UF FROM SHIFFER MA4STERFS
28Jun0G 14 194:12 SHIFMENT ARRIWYED AT DESTINATION FORT MALSTERFS
284un0G 14 14:12 30005 RECEIWED B THE FORWARDER ML TERFR
200un0& 14 14:12 DOCUMEMTS PICKED UP ML TERFR

Above is a screenshot from the webtracking page. This is what the customer will
see when they login using their User ID and password, then select one of their
shipments. As can be seen above, all relevant information surrounding that
particular shipment is listed, as well as the completed milestones.

The milestones will be listed on the web tracking
Webpage according to the durations listed in the table below:
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WebTracking displays current shipments only based on the current status and
when the current status was achieved on the Gateway Tracking form.

Status Code

No status not tracked
NEW Shipment newly created/received in Gateway not tracked
BKD The shipment has been booked with the carrier 365 days
SHP  Goods have been picked up from the shipper 365 days
FFR Goods have been received by the forwarder 365 days
DEP Shipment has been loaded on board 365 days
ARV  Shipment has arrived at destination port of entry 180 days
CCD Goods have cleared customs 60 days
DLV  Goods have been delivered to the consignee 45 days
POD Proof of Delivery has been received by forwarder 45 days
CMP Shipment is completed and closed 30 days
XLD  Shipment has been cancelled not tracked

© C-Team Systems Inc.

Page 32



OVERVIEW - Web Tracking Services

=Y

Z This annex to the Gateway User Guide provides general details on the online
features provided for your website by WebTracking. Your version may be tailored to
meet specific requirements and may not match this general overview in all details.

WebTracking feature is actually a series of online utilities to provide access to system
information and submission through your website..

The Agent Settlement feature:

. Allows you to maintain an Agent profile information through the Contact
Maintenance function

o Allows you to track income and expenses by agent in order to determine agent
commissions and profit sharing

. Optionally transfers data to the accounting system (dependent on system
configuration)

. Produces reports for agent reconciliation by HBL, Consolidation or reporting
ranges

. Supports different commission structures for different agents

. Simplifies and automates the agent settlement process
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Maintain Agent Profile

el

J*-c

Agent profiles are maintained through Contacts Maintenance. Using this
function you can define any of your existing contacts as AGENTS, or you can create a

new contact and define them as an agent.

To create a new contact as an Agent (or make a current contact and Agent):

1. Click on the TOOLS button to access the File Maintenance window.

2. Select Contacts to enter the Contacts Maintenance screen. Select NEW to
create a new contact. In the Show in selections list check the Agent checkbox

Contacts Maintenance /

ID Code @+ EIN ¢ Duns
" SMN T SBN
Shart name
[for carriers]
City [PARIS Country [FR [FRAMCE
Fostal code £ ZIF |750125 Province / State Related Port |CDG

Related Contact

Contact Motes

™ Motes
S how in selection lists
[ Exporter [~ Consignes [ Broker v Agent [ Other r
[ Terminal [ “warehouse/Stuffing facility [~ CFS [ Carrier [ “endor
Address black a= displayed on forms
Mame [OWERSEAS FORWARDIMG INTL PLC
Address [28.2, RUE JACOUES KABLE
Farmat | [75018 PaRIS
frem | [FRANCE
| Custamer
Contact name [CHRISTIAN DUPLIS '_M ﬂ Make an existing contact an agent
Telephone [+33 1.46.07.94.39 Faw [+331.46.07 52.83 o iati
E mai | Cortact : You can mgke an existing contact an
web tracking pazsword : ;quef:ré : Agent by d|Sp|ay|ng them on the
Comment Contacts Maintenance screen and
ticking the Agent checkbox.
Modified by: MASTER Fodified on: Created on:
2/10/2005 2005.02.10
Feady
/
When the Agent is ticked the Agent Profile button is now enabled.
3. Enter/revise the contact information.
4, Click the Agent Profile button to access Agent Profile Maintenance window.
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'Agent Profile Maintenance

Agent Code

Parts serviced

Puartg* | Airparks®
OWERSEAS FORWARDING INTL PLC LEHAFR oG
28-2, RUE JACUUES KABLE ANTWEBE LHF
|F5EI18F'AF!IS BREMDEZ AMS
FRANCE LIVEGE BRU
Rate Based 0
Air Import |‘|1,5|j % Prafit hd
Air Expart [1.25 $/KG che v
Ocean Impart LCL |5_;f5 $/CEM hd [F12 to lookup/zelect)
—FCL
' I IX Prafit
or
& [40.0 Jo0 |55.00 /0 |E0.00 J40HC  |60.00 5
Ocean Export LCL |1 200 |°/o Prafit Vl
—FCL
' I IZ Profit
o @ [3E0 o (#8500 4o 5200 aoHc | M5
Comments
PREFERRED AGENT FOR ALL ‘WESTERMN EURPORE BOUMD| SHIPMENTS
ALL COMTALCTS DOME '/ITH CENTRAL OFFICE IN PARIS Delete I

ALL BILLING DOME “/I1TH CENTRAL OFFICE IN PARIS

NOT USED FOR SHIPMENTS DESTINED TO SPAIN AND PORTUGAL

LCloze |

Feady

Enter the commission / profit share information for the agent for each mode of
transit. This information will be used in the calculation of commissions and profits that

will be reported on.
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Tracking Income and Expenses by Agent

7%

D == od

for the purposes of determining commissions and profit sharing.

Link Agent for Shipment

Agent Settlement allows you to track invoices and expenses by agent

When a shipment is first created on the Gateway Booking screen, an Agent can be
selected for that shipment. This will allow income and expenses for that shipment to be

attributed to the agent.

Forwarders Invoice Screen

The Forwarders Invoice screen has been modified to allow you to select any invoice
charges that you do not wish attributed to the agent by ticking the No OAS checkbox.

145 | Agl
]4‘—91 b | Gateway Wings Finance Module I._”E]m
] A e
] Gio HEL| Go| | 4 r N D= & . L
] Systern Module  Forms  Heln Prev MNest Last Find | MWew =EzZ|| Print Repots Tools
d Shipmenl' Trackina/Tasks Fonwarder's Inv. IF'rofita"Lossl Eonsol.lnv.s' Brokeragelnv.l Eonsol.F’#L'sI Agent Eollectedl AgentSeltIementI
Exporter IZ-"-\‘-C Houze BAL Statuz Shpr Exp.Ref Mo, Lonsighee IGF‘JDWI
|Z.~'-‘«E TRADERS INC |>¢<-DDDDDD--15 IS_ | |GF|AM PRODUCTIPNS
2356 DEBBY ROAD Dept.DL.  Booking no. Ship.Dt.  |564'wWEST KARLDER ROAD
TORONTO |2005.01.10 | |2005.01.10 [MiLaN
CaMADa M2D BDE Carrier BAL no. MHEBL no. ITALY 5445454
| | 520000004
Copy charges from Duote Fage T of 7 -
o
L Ta abtain a listing, press F12 while the cursor iz in an * column. |i
Code” | Service charge | GLéect | Quantity  Unit Price| $ Amount| No PAS [Agt L
> |12 OCEAN FREIGHT FCL 1000 1 2400 2400 ]
4 DOCUMENTATION FEE 10 1 75 B[O E
10 INLAND FREIGHT 1000 1 £00 g00 [ ™
21 CUSTOMS CLEARAMCE AMD DUTIES 22 1 8500 ge0n0 [ __J
]
M
=]
w
£ 11
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Expenses (Profit and Loss)

The Profit and Loss screen in the Financial Module has been modified to manage

expense line items by agent.

You can select any expense line item that you do not want attributed to the agent by

ticking the No OAS checkbox.

l;'Ej—LEr! Gateway Wings

\ Finance Module

Jo/ed

Gio HEL| Go | . 4 » M #M 0O = g &= D
Systern Module  Forms  Heln Prev MNest Last Find | MWew =EzZ|| Print Repots Tools

Shipmenl' Trackingﬂasks' Farwarder's lny,  Profdloss | Eonsol.lnv.s' Brokeragelnv.l Eonsol.F’#L'sI Agent Eollectedl AgentSeltIementI

Agt Exporter IZAC House B/L SiMYs Shipr Exp.Ref Mo, Consignee IGF‘JDWI
new | /Z4C TRADERS INC J-<<-00000045 |GRA&M PRODUCTIONS
2356 DEBBY ROAD Dept.Dt.  Booking no. Ship.Dt.  |554WEST KARLDER ROAD
The /| TORONTO |2005.01.10 | 2005.01.10 [MILaN
I CaMaDa M2D 5DE Carrier BAL no. MHEL ry ITALY 5445454
(Con | J 54000000

*‘wherever a listing iz available - press the
F12 key from within that figld.

Copy charges from quate |

Close |Eode" |Charge |Acct |Supplier" Ivaice Nos| I, Date® InNQt.Amt.|Eurr“ |I
O 10 IMLAMD FREIGHT 1000 1650 0 usD
O 21 CUSTOMS CLEARANCE AND 23 1650 50
O 20 COMTAIMER HANDLING CH2 16 1706 510 E
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Tracking Revenues Collected by Agent

Revenues that will be collected by the Agent are tracked in the Agent Collected screen

so that they can be accounted for as part of the Agent Settlement.

‘! Gateway Wings ﬁnance Module

mE=x)

Gin HEL| Go| |l 4 » M A D & & 2
Sustern  Module Forms  Help Prevw Mest Last Find | Mew “~E=Z|| Print  Reports  Took

Shipmentl Trackinga"TasksI Forwarder'slnv.l Profita’LossI Consol.lnv.sl Brokeragelnv.l Conzol PAL's  Agent Collected IAgentSettIement

Exporter [74¢ HouseB/L  Stalus Shpr Exp.Fiet No. Consianee [GRaM
ZA0 TRADERS IMC |>¢<-IJDDDDD45 IS_ | GRaM PRODUCTIONS
2356 DEBEY ROAD Dept.Dt.  Backing na. Ship.Dt.  |564WEST KARLDER ROAD
TORONTO |2005.01.10 | |2005.01.10 [MiLaN
CANADA M2D EDE Carrier BAL no. MHEL na. ITALY B445454
| |seec0000004 |
Fago T of 7
¢ | Toobtain a listing, press F12 while the cursor iz in an * calumin, E b
Code® | Service charge | Quantity| Lnit F'rice| $ Amount| Ii
BmRE: CONTAIMNER HANDLING CHARGE 1 500 500
>
-
-
|| 3
I

= o=
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Tracking Expenses Paid by Agent

Expenses paid by the agent can be entered on the Agent Settlement screen.

] Gateway Wings Finance Module

=)0 m
Go HBL| Go| |l 4« » 1 @ D e & £
Systern  Module  Forms  Help Prev Mext Last Find | Mew Frint  Reports  Tool

Shipmentl Trackingx’TasksI Forwarder's Irw. | Profit#Lossl Consol.lnv.sl Brokeragelnv.l Conso\.F‘a‘L'sI Agent Callefted  Agent Settlement |

Exporter [747 House B/L Status Shpr Exp.RefNo. Lonsignee |Gpfip nt settlement
ZAC TRADERS INC [reooooooas |5 | GRAM FRODUCTIONS  / can only be
2356 DEBEY ROAD Dept.Dt.  Booking no. Ship.Dt.  |554°WEST KARLDER FMAD
TORONTO |2005.01.10 |2005.01.10 [MILaN
CAMADA M2D BDE Carrier B/L no. MHBL no. ITALY 5445454 /
[Sr<-0000008 / OSED.
Agent Collected Revenues  Total 500.00 Agent Paid Expenses Total: /00 - .
IService charge Agt Aml| ICode" Service charge | Supplier Agt Aﬁt‘ Cur* | Exchg | ] verview Of a”
CONTAINER HANDLING CHARGE £00.00 / 1.0 =
o
’Gateway Wings Finance Module =2 m
=
Go HEL| Go | i @ 4« »r M M 0 S @ »
Systemn Module  Forms  Help Prev Mext Last Find | Mew Print  Reports  Toole

Shlpmentl Tracklngf’TasksI Forwarder's \nv.l ProWLossl Eonsol.lnv.sl Blokeragelnv.l Eonsnl.PJL'sI Agent Collected  Agent Settlement |

Conzol Revenues

o 0714 %o wet[000

Esporter [7:0 HouseBJL  Status Shpr ExpRefMNo. Consignee |GRAH

ZAC TRADERS INQ__ T | GRAM PRODUCTIONS

2356 DEBEY ROAD Depl.Dt.  Booking no. Ship.Dt.  |564\WEST KARLDER ROAD

TORONTO 2005.01.10 | |2005.01.10 [MiCan

CANADA M2D GDF Caith & MHEL no. ITALY 445454

| |5><-0000004

Shipment Revenues Tatak [11175.00 Shipmfxpenses Tatal: I571 20 -

Service charge | $ Amount|Nopt| Aot Amt| | | Service charge | $ Amount No pt| Agl Amt| 3

OCEAM FREIGHT FCL 2400.00 2300.00 CONTAIMER HAMDLIN 57120 [ 571.20 i

DOCUMENTATION FEE 75.0 75.00|= —

INLAND FREIGHT g00.00 [ 500.00 b

CUSTOMS CLEARAMCE  8500.00 [ 2300.00 M A

< I | m < I | [L] 9
—

Consol Expenses at 0719 %= Net IEE’E‘L34

Service charge

$ Amaunt| Mo pt At Ak

| Service charge

[ Amount] Mo pt] Agh Amt|

OCEAN FREIGHT FCL

350000 [ 3758.00
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Agent Settlement Documents and Reports

Agent Settlement Reports and Documents can be
printed from Gateway to support the Agent Settlement function.

Agent Settlement Document

Printed from the Agent Settlement screen in the Financial Module. It
contains the information from the Agent Settlement screen. Ensure that
the settlement is flagged as ‘Closed’ and click the PRINT button and
select the Agent Settlement document from the print queue. (Note: -- If
the report is printed before the settlement is “Closed” it will still be printed,
but will be marked “Invalid for Use”)

Consolidated Agent Summary Report

This report contains a summary of all agent settlements for a specified
agents or consolidations. This report will only report for settlements that
have been flagged as “Closed”. This report is available for the Gateway
Reports menu.

Agent Summary Report

This is a summary report of a specified agent’s settlement for a selected
time range. This report will only report for settlements that have been
flagged as “Closed”. This report is available for the Gateway Reports
menu.

Summary of Collect Charges Document

Printed from the Agent Collected screen in the Financial Module. This
document contains the detail of the Agent Collectable amounts for a
specified shipment or consolidation. Click the PRINT button and select the
Collect Charges document from the print queue.
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Consolidations

Multiple individual shipments (often with different shippers) can be
consolidated or grouped together - usually to get better rates for the freight
forwarder. With Gateway you can include one or multiple shipments in a
consolidation and add or remove shipments from a consolidation.

When a consolidation is created a unique Consolidation Number is assigned
automatically by the system. The format is similar to that of the Shipment ID
number.

Format:
CXX##H#HHHH#HHHH

Where:
C= type of consolidation
Valid values are:

A = Air
S = Ocean
C = Ground

D = Import Deconsols
XX = Location

#HE#H#H#H#H# unique number

WARNING!!!

When creating a new consolidation the master document contains shipment
information, such as the Vessel and Port of Discharge that can be edited. If
changed this information will update the information in the individual
shipments that are contained in the consolidation.

Typically the information in the consolidation and the individual shipment are
the same. However, the individual shipment can also be edited to include data
that is different from the Master consolidation form. Be careful when editing
individual shipments that are part of a consolidation.

How to Create a New Consolidation

A new consolidation can only be created from within a shipment that is not
presently consolidated.

1. Find the shipment to be consolidated.

2. Select the appropriate consolidation form for the shipment:

Ocean = Master Ocean Bill
Air = Master Air Bill
Ground = Carrier Booking
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atey Demo

o to File G|

@ Clrin @ DI & & 2| g
Sustem  Module Foms  Heln Prev | Mest | List | Find Mew |=gzgl| Print |Reports| Toolks Cuit
Source.-’Booking] Tlackinga’Task] House Air Bil g ill | Air Labels] F'ic:kupr'LEBL] Insurancel F'le-.-’-‘«lertl B/L Abstract]
Exporter [DAWFRE  Hause BAL Status  Shpr Exp.FefMo. Consignee |1251
|D.t‘-‘«\-’|8 FREIGHT SERMICES | |CCD | |KMAHT CORPORATION
|‘I‘I-38 AURIGA DRIVE Dept.Dt. Booking no. Ship.Dt. |‘I45 MWILLERHOUSE RD
[0TTawA, ON | [125- [z007A10A1 |
|E.6.N.&D.6. K2 Ba5 arrier BA mn HEI CHaMBERSBURG, Pa 17201 U.5.A.
| Master Bill Issue
Maszter Bills are izsued as bage consolidation forms using export
reference numbers which reflect their distinct nature. Thiz shipment iz
not part of a conzolidation or has not previously been identified 3z a
direct shipment.
Enter # if knawn or
Add to Congolidation -» | %
Create New Consolidation Office Code |L4
Direct Shipment
Cancel ‘
CONSOLIDATION OF ONE

For ocean shipments, where containerization
is the norm, it is not unusual to have a single
shipment considered as a consolidation of
one using the Direct Shipment option. The
system will update key information on the
consolidated form -- e.e. item totals as well

A window opens with option to add to existing or create a new consolidation.

3. Click on Create New Consolidation to create a new consolidation. A
Consolidation ID (in this case the Master HBL No) is assigned. You can now
enter the required information in the master consolidation document.

Gateway StockCA ol =]
Corsolidation Tooks Edi @ 4 > Ml &4 0 é—ég =) B3| B
Systern Module  Forms  Help : Prev Mext Last Find | Mew “g=2|| Print Feports  Tooks

Source#BookingI Trackinga’TasksI Houge Ocean Bill  Master Qesan Bil | Distributionl Cert ofDrigI Pickupa’LCBLI Cod I 4

Exporter I— Master HBL Mo. Status Consignee lm
4B Shipping Corp [eTe-ononcsn | [ [EDDEX INC
123 Main Strest Dept.Dt.  Eooking na. 251 MURRAY STREET
rpwhere CA Jeo0z.04.07 | NEWARK NY 14513
Carrier BAL no. Usa
|

Motify Party I 55 Cont. Ma./Booking no Domestic Bouting/

Export Instructions# g
For deliv. apply to: I 1=
Original Bill of Lading no.
| R
Closing Dt Est Arrival g
(L)
Pre-Carriage I Place Of Beceipt I )
| 3
Yessel & Yoyage Port Of Loading Loading Pier/T eminal |3
—
Port OF Dischalgel Place Of Delivery I Onward inland routing
g
|+
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How to Add Shipments to an Existing Consolidation

To add another shipment to the current consolidation:

1. Select the consolidation. (Find a shipment in the consolidation you want to
add to.)

2. Select the consolidation form:

Ocean Module = Master Ocean Bill
Air Module = Master Air Bill
Ground Module = Carrier Booking

3. Click on the white Consolidation Tools box in the upper left corner
above the menu bar. The Consolidation Maintenance window opens.

Gateway StockCA Ocean Transport Mods N [=] ]
Conzolidation Taools Edi @ 4 [ Y | é—%g =] (5] P
Systern  Module  Forms  Help ' Prev Mewt Last  Find Mew —E=z/| Print Repotz Tools

Source.-"BookingI Tracking.-"TasksI House OceanBill  Master Dcean Bil | Distributionl Cert ofDrigl Pickup:’LEBLI Lot I 4
[4 Consolidation Maintenance
m IShipments includedlin the consolidation | | |
Mo o |House B/L Mo Pieces Grosz Wt | Cubage Part of Unlading Part of Lading
123 Main Stree TR 00000z
Anpwhere Ca

=
2

4

3

 KG &m3

el |0 oo jn.on Add Remove [  Est |

L.Iosmg Lt EsCAmval

7 1

Pre-Caniage I Place Of Receipt I

Veszzel & Vopage Port OFf Loading Loading PierdT erminal

1 Eped 1

Port OF Dischalgel FPlace Of Delivery I Orwward inland routing

b Hed

4. Click the Add button a list of shipments available to add to this
consolidation displays.

5. Select the Shipment to be added from the list.

OR

1. Find a shipment you want to add to a consolidation. (Note — The
shipment cannot already be part of a consolidation)

2. Select the consolidation form:

Ocean Module = Master Ocean Bill

Air Module = Master Air Bill

Ground Module = Carrier Booking
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Gateway StockCaA -3 x|
o HEL Go| |l « » M @ D & @ £
Prew Mewt Last Find | Mew —E=Z| Pint FRepots Tools

Systemn  Module Forms  Help
Source.-"BookingI Tracking.-"TaskI House &ir Bill  Master Air Bil |Air Labelsl F'ic:kup.-"LEBLI Insulancel F're-AIertI B/L A I L4

Exporter [APLIODT _ HouseB/L  Status Shpr ExpRetNo. Consianee [+DIRI0D]
4BC Autoparts |TB-AEDDDDDB I_ | |ADIF|EET COMPANY
Dept. Dt Eooking no. Ship.DE.  [455 Main Street
[207 COUNTY HIGHwWAY 1 Ry ] 212809
W Master Bills are issued az baze conzolidation forms uzsing export
LISA— reference numbers which reflect their distinct nature. This shipment iz

not part of a conzolidation or has not previously been identified az a
direct zhipment.

Enter # if known or

Add to Conzolidation -» || % |

Create Mew Consolidation

Diirect Shipment

Cancel

3. Enter the consolidation number that you want to add this shipment to

or click on the ﬂ button to get a list of available consolidations.

4, Click on Add to Consolidation.
How to Remove a Shipment from a Consolidation

1. Search for the shipment to be removed from a Consolidation.

2. Select the appropriate consolidation form:
Ocean Module = Master Ocean Bill

Air Module = Master Air Bill
Ground Module = Carrier Booking

3. Click on Consolidation Tools. A list of shipments included in the

consolidation displays.

© C-Team Systems Inc.

Page 44



Gateway StockCA

Ocean Transpork Module

(=] 3]
Congolidation Tools Bl @ 4 P M 4 0 = & = P
Systern  Module  Forme  Help ! Prev Nest Last Find | Mew —===/| Print Feports Tools

Soulce#Bookingl Tlacking!Tasksl House Ocean Bill  Master Ooean Bill | Distribulionl Cert of Dngl F‘\ckup.r‘LCBLl Lot I 4
[ Consolidation Maintenance :
m Shipments included in the consolidation

Fom o ores | House BJL Mo, |Grnss it
123 bain Sh [

ﬂ TE-00000022
[Anywhere CA,

| Pieces

|Eubage | Part of Unlading | Part of Lading

Nol

4

L3

* KG & m3
B kef |D |D ] |D oo Add Remave I Exxit I

Closing UF  EsEAmival g
v
Pie-Carriage I Place Of Receipt I B
[ 7 g
Yessel & Yopage Port Of Loadin Loading Pier/Terminal ™
—
Pont OFf Dischalgel Place Of Delivery I Onward inland routing .
o
4=

4. Highlight the shipment to be removed.

5. Click the REMOVE button. Click YES to confirm.

Gateway returns you to the first shipment in the consolidation in VIEW mode.
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I

mport and Deconsolidations

The Import module allows you to manage individual imports that
are related to a single house bill. Activities such as financials, billing and
administration, pre-alerts/arrival notice, and delivery instructions are all
handled within the Import module.

Often imports are consolidated by the overseas agent and must first be
broken down (deconsolidated) into individual house bills. The process of
deconsolidation, as well as all of the financials and full container cartage
associated with the entire consolidation, are managed in the Deconsolidation
module. Once broken down through deconsolidation, the individual imports
can then be managed in the Import Module.

If the entire import -- regardless of its size -- is handled by a single House Bill
of Lading, then it can be entered and managed completely within the Import
Module. The Deconsolidation module is only used when multiple House Bills
are contained on the same manifest for an import and must be broken down
for individual consignees.

WARNING!!

When editing a deconsolidation, changes will be reflected in the individual
imports if they are associated with the deconsolidation. However, changes
made at the individual import level will NOT change the information at the
deconsolidation level. Be careful when editing consolidation details that will
impact individual imports.
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How to Deconsolidate Shipments

1. When an import is a consolidation of individual imports you must first
create the Deconsolidation file. Access the Deconsolidation module and click
on the ADDNEW button.

2. Enter the required information relating to the entire deconsolidation
using the forms provided.

3. To manifest the deconsolidation into individual house bills, access the
DECON CARGO MAN document. Select Create New Import.

Gateway StockCA =[0] x|
Go HBL Go - @ 4 » M # D &S @ L
S e R e Prev Nest Last Find | New =EZE[| Print Repots Tools
Inbound Booking | Tracking/Tasks Decen Caga Man. |Eunlainel Cartage | ConsolInv.s | Consol Exp.s | Delivery Sip 4 [ *

Exporter Deconsol File NoStalus Agent MBL Ref Consignee
[DTE-0000m14

DeptDt. Baoking no.
[2005.04.29 |
Carrier B/L o,
Deconsolidation dialog

E|

Erter #ifknown o

Add exist t->
f =ising mpon |1

Create New Import

Cancel

Each new manifested import is automatically assigned a unique house bill
number.

Gateway StockCA Import Deconsolidation Module - | Ellll
Go HBL GEla . . @ « »u o@D & & B
Systern Module  Forms  Help Prev Mest Last Find | Mew “E=2|| Print  Feports  Tools
Inbaund Book\ngl Tracking/Tasks Decon Cargo Man. | Container Cartagel Consol.lnv.sl ConsoI.Exp.sl Dielivery Slipl 4 I L4
Exporter I Deconsol File Mo Status Agent MBL Ref Lonsianee I
Jorsooonmz | [
Dept.Dt.  Booking no
[2005.04.29 |
Carrier B/L no.
" Original Shipper || Ultimate Consignee I Fage Fof 7 =
Customer g
|| l— =
—
> Bill ln:l
| Iy
| =
i
M - . " —-
- MNotify Party I Container o Filz Mo House B/Lno [Agent]
" 1= Jre-aio00001 |
|| Both the Original Shipper Shiprnent Customs Cargo Control Mo:
and Ulkimate Consignee | | M
o must be completed.
. Place Of Delivery [ E.T.ADest.
L [ |
4, Enter the required house bill information on Part 1. Click on the Part

II tab to access the second page of information. Enter the import content
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information. The system automatically keeps track of the pieces, weight,
measures and volumes for this import as well as all imports collectively in the

manifest.
Gateway StockCA Import Deconsolidation Module =10 5[
Gio HBL| o Edit@ 4 > M A Dé & 2
Sustem Module  Forms  Helo Prev Mewt Last Find | Mew “EzZ|| Print FRepots Tools
Inbound Bookingl Tracking/Taske Decon Cargo ban I Container Cartagel Conzallnv.s | Conzol Exp.s | Delivery Slipl ajr
Exporter I Decorsol File NoStatus Agent MBL Ref Consignee
Joteooooms | [
Dept Dt Booking no.
[2005.04.23 |
Carrier B/L no.
Fage f of 7
o
< Ship Oty | Description and Marks & Numbers | GrossWwigt  Cubage 3
fas
= I
»| [ Un Un| R
-
|| Packagasl EY
™
M —
:\, Advice Date Storage Date
[~ Total Pieces Weight  Measures
b | Dthes Risferences | All Shipments |U |D |D
E Booking Form | | |
5. To add another new import click on the NEW tab | NAVIGATION

on the left tab bar. A new manifested import is created

for the deconsolidation file.

6.
created.

Use the > and < tabs to move (forward
and back) through the individual imports
associated with the deconsolidation.

Repeat step 5 until all required new shipments for Deconsolidation are
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P

rinting Forms and Documents

Clicking on the PRINT button in the toolbar will present the user

with a print selection screen relevant to the current module. You simply
select which documents you want to print and the quantity.

Only documents from the current module are available for printing.
Documents that have not been completed are “grayed-out” and are not
available to print.

The counter boxes show the quantity printed for a previous operation. Click
on Set All to 0 to quickly reset all the counters to zero.

Some documents come with pop-up windows (indicated with a small-P-in-a-
box). Pop-up windows are provided for some forms:

o To allow a particular document to go to a different printer.
. To allow you to choose one or all documents in the case of multi-form
documents such as the Forwarder Invoices.

PDF Mail

Send forms/documents as PDF files by clicking on the PDF MAIL button. The
Gateway PDF Mail window opens.

Enter the required mailing information and click on Send.

© C-Team Systems Inc.

Gateway StockCA _ Ol x| SELECT A PRINTER
— Always verify that the
Gio HBLI _IGD ‘ g @ ‘ P:W N:xt I_:lst ;’:d N?w ‘ F%t HEEID”S T/fls correct printer is selected
Shelem NeEls o (il D in the Select Printer field.
Source/Booking | Trackina/T ask | House air Bil| Master i Bil | Ai Labels | Pickun/LCBL | Insurance | Pre-tent | BAL <] ¥
If available from
~ Oy Farm Last Printed — Gy Farm Last Printed Windows™ on your
= : . ' workstation you can direct
I 0 _.' Source/B ookin 1:2003.06.12 I 0 _.' Cargo Sum. Manifest .
== g = g to othe other devices such
I 0 ::Il Tracking/T ask. I 0 ::Il Intemnal Sheet as FAX, postscript drivers
nia =1 House A Bil [0 = US A Cargo Manifest _FDPMai | and /l*ldObe Acrobat
i MNictillar TM
[0 =L #| Master &ir Bil IFGHE
n/al=d  Air Labels Exint COMPLIANCE
s = Pickup/LCEL SetAlltol Use the COMPLIANCE
= — button to verify the list of
nfa/=y  InsdiEne Compliance forms required for the
n/a =4 Prelet Euit destination country.
nia ==  B/LAbstact
=l I~ French
Select Printer | WWBUILDZYHP Laser)et 4 ﬂ
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Gateway StockCA P ] 39
Go HBLI_ Gateway PDF Mai |2
Systen Mt Shipment Persons Search Contacts Search f ool
Source/Boc Tar I I To: | BAL 4| ¥
DR | =
Gty .
Subieet: test Air Shipment # TB-D0000024 to Colagne-Bonn Aip
I =
i — Message:
[ =
e :|I FOE il |
|1— =] Preview |
=
nia j Bt
= Set Al to D
nd'a ::II LI _’lJ ompliance
=
n'a| = Exit
= PDF Attachrment Mame |Fred TE-00000024
n'a | = L
- - — - French
Additional Attachments | List of Additional Files for Transfer
—
Bookes Saye | | Send | Cancel | = §
Rick Rama [ES

Using the Print Preview

Print preview system opens with the first page of the selected print job and
displays it for you in the format that it will be printed. Use the navigation

buttons to move through the entire print job in preview mode.

Click on the PREVIEW button on the print window to view your print job in

preview mode.

ﬁ C~Team Print Preview

Preview Zoom

g [=[ 3]

Printer
Select

g Gota
i | Fage

& =3
Brint Email

Save

2 ﬂﬂlHZoomﬂ:ImDZ

TRACKING FORM

Select User Settings from

ShippenlExporter 2.5.contnolBooking no HE!
Agipolymatrix 0Z0-00000000 TE
40 Downing Parkway Shipper's Ref.no. Date
INVH#Z 20
Other references Failing
2C
Consignee Inzurer:
ATLAS COPCO ENERGAS GMEBH ]
FEEEEEXE AT XX LA L X T A AL XA AL XA A AL LA LA
NOT WALID FOR UZE
FEEEEEXE AT XX LA L X T A AL XA AL XA A AL LA LA
Notify PartyiCustoms Broker Ect Bucle T C-leam hyst
SETTING PRINT 3 . ‘_"'“_W';"“'""
estination Country
PREVIEW OPTIONS STATES |ﬁ| CERM

Lading ne.

the Preview pull-down poo

PreCamiageby FreeofBe menu to set their individual
Mobile Air TranspMNew 7 . .

- settings for the print
Export Carrier!Yessel Part of Loa N N
Lufthansa Cargo |MNew 7 Preview function.
Port of Dizcharge Place of Dell
Cologne-Bonn Alr
Marks and numbers Mumber and kind of packag. Gross Weigl

Shipping Rty

The Print Preview opens in a separate window. Close Print Preview to return

to Gateway.
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How to send documents by e-mail (as an attachment)

Note: This e-mail feature requires MAPI compliant e-mail software to be
installed on the user’s workstation. MS Outlook and Groupwise are both

examples of MAPI compliant email. Check with your system

you are unsure whether or not your e-mail is MAPI compliant.

administrator if

1. Display the document to be e-mailed in print <N Email CRERES x|
preVIeW Ta: Ishipper@company.com To: I

CC: [ e |
2. Click of EMAIL button to the Print Preview toolbar, > [Bedkna cerfimaton

The e-mail window opens. The document is attached in
JPEG format.

3. Enter the appropriate e-mail address(es), subject
and note.
4, Click SEND to e-mail the file. E-mail sent from

Meszage:
Hi Shipper.

Thiz email containg your booking confirmation for the four skids vou called
me about this morming.
|[I'm still working on finding the best rate far your 20 container shipraent)

-Fonwarder

File &ttachment M ame IAS-UDDSS425booking

¥ Send Preview as Attachments Send I Cancel I

preview is copied to the sent items folder in your regular e-mail mailbox.

Saving a Document Preview to File

You can save the image of any document previewed to a
1. Display the required document in Preview Mode.
2. Select save to file from the Preview pull down menu.

The document will be saved as a .JPG file. image

file.

THE JPEG ADVANTAGE
Once print files have been saved
to a JPEG format from Print
Preview, they can easily be
opened with any browser

cnftarara
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OVERVIEW - Multi-Shipment Expense

This annex to the Gateway User Guide provides general details on the
multi-shipment expense option used when an expense invoice from a vendor needs to be
applied to multiple shipments (i.e. unrelated as not in a consolidation or related as in a
consolidation). The invoiced expense can be applied to multiple shipments in Gateway to
be applied to the shipment profit and loss. With an accounting interface, the expense is
then transferred to Accounting as a single line item.
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How to Apply Invoiced Expenses

To perform multi-shipment expense, access the financial module and select any
shipment. Select the tab marked Multi-Shipment Exp.

Unlike other forms, the current shipment information does not display in the header area
of the form. The Multi-Shipment Expense form has been enlarged to use the header
area.

There are two parts to the Multi-Shipment Exp. Form

1 Select Allows you to search for open or closed vendor invoices that were previously
recorded through this function.

W GatewayUs AirCitysql Finance Module = |EI|1|
Goto Go | \@ ] > | M| #A D | & g | = | @ %3
System  Module Forms Help 1S Prewv | Mext | List | Find Neswe Frint |Repaors| Tools Quit

Shipmentl Tasks;TrackingI Forwarder's Inw | meit,fLDasI Consal \nvsl Brokerage Irv | Consal PfL's Multi-Shipment Exp. Ilns Clairn | ﬂ 4

Multi-Shipment [~ Seleclion Criteria When checked displays only

Vendor E: _— i li - Onl . . )

mvoicas lier: jA0AUTO) "roes From:[7 20050270  Open open invoices (available for
UTO REPAIR, INC Pange To: [ 12006/03/28 | \n\?!ue\\_ editing that have not been

" closed and transferred)

Enter search | -

Invoice No

criteria and click 03/ ity Surcharges-Al | 50120 ol
SEARCH 2008,/02/02 Ira
105 Aitling Import Service Charge B0zom 123456 2006/03/20 1.0 200.
113 Breakbulk Fee - Al 5005M 123456 2008/03/20 100 USD
104 Ajr Freight- Impont 500001 %1234 2006/03/23 200 UsD
104 Aijr Freight - Impont 500001 w1234 2006/03/23 200 USD
104 Air Freight - Import 500001 xcooox 2006/03/23 100 UsSD Select a shipment to view/edit
105 Airling Import Service Charge R020071 20000 2006/03/23 200 1.03%
105 Airling Impart Service Charge 02007 20000 2006/03/23 200 UsD 1.0 Z00. J
108 Airline Impart Service Charge 020071 kkkkk 2006/03/23 2000 UsD 1.0 200.
104 Air Freight - Import 500001 ccco 2006/03/23 200 1.0 e
105 Airline Import Service Charge 502001 123456 200B/03/24 5 LISD 1.0 CI|Ck ADD NEW |NVO|CE to
105 Airline Import Service Charge R0z001 232222 2006/03/24 599 LSD 10 . .
105 Airling Import Senvice Chargs 502001 happy 2006/03/24 415 UsD 11| enter an new invoice
109 AMS Security Surcharges - Al 501201 ddkd 2008,/03/24 2.5 USD 1.0 -
104 Ajr Freight - Impont 500001 kikkk 2008,/03/24 1.0 200.. =
| | >
Selecta supplier and date range then press Search to get a list Edit/*iew vendaor expense
of invacies. Select an invoice or click the Mew Invoice button Al N ies | invoice on Details Tab 2

Previously closed Multi-Shipment Expense Invoices can be viewed but not edited.

Select the invoice you wish to view or edit, or select Add New Invoice. Proceed to the
DETAILS tab. One must be in Editmode to add or edit multi-shipment expenses. You will
still have to be the editor of record from the shipment you are on to go into editmode,
even if you are not editing any expenses for that shipment.

To view a closed multi-shipment expense, click on the expense line, and then move to
the Details 2 tab,
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2. Details Use this tab to distribute the invoiced expense across multiple shipments.

Gots | Go | @ M| s D@ 8| @ |2 e
System  Module  Forms Help 1w Prew | MNext | List | Find MNew Print |Reports| Tools Cluit

Sh\pmeml Taskszra:kingl Forwarder's Inv. | Prnlithnssl Consal Invsl Brokerage Inw. I ConsalP/L's Multi-Shipment Exp ||ns C\aiml 4

Exp Glacct Curr.

Exchange

AC-000onog2 - 124
AC-00000043 124
AC-00001896 151
DAC-0000841 122

CSh Trucking - Al
CSM Trucking - Al
Field Transfer- Al
Clairn Setllernent- Al

82.80
13340
]
0.00

Supplier Inwoice Mo Inv_ Date Code Charge o
AEALTO hay 2006/03/28 105 irline Import Service Charge 502001 usD |10 T
| Jracey [z00e/0z/ fhine mp E juso_| 3
Tum on expense distribution Date Due |—
Invaice Amount to he diributed @ By CBM/Chgii Distribute Invaice Total —

© By portions Exfpaiee 28063 &

&,

Shiprment* ‘Cnde* ‘Charge ‘Exp GLacv:t‘ Dist Rate‘ Est. Cost Act Costs 0
AC-00000074 129 CEM Trucking - Al 30.85 30.85 :

82.80
13340
33.58
0.00

When this supplier's invoice is complete, flag it TotDigt Rate  Trans. to Acc Closed by
V¥ as "Closed" to fransfer as single expense o gﬁ_d/Sehtact (Bl IEUUE!US;‘EE IMASTERyF‘l
accounting. No maore charges will be allowed \prent expenses

When creating a new Multi-Shipment Expense invoice, the fields at the top of the screen
deal with the total invoice. If the expense is transferred as single item with no details, only
the charge code and GL account selected at the top will apply. If the invoice line details
are transferred to accounting, each line item can be posted to different expense account
as selected on the line items. If the line item charge code and GL account are left blank,
the charge and GL account from the header are used for that line item.

Expense items can be entered directly, creating new expenses, or they can be selected
from existing (but not closed) expenses already assigned to this supplier.

When creating new expenses, enter or select the shipment it is assigned to, and then
enter the amount of the line item. The shipment must be a valid shipment. This
information will be used for determining the Profit and Loss for the shipment.

Note: The “Est. Cost” column cannot be entered directly. It is generated when the
forwarder’s invoice to your customer has been entered with an estimated cost. When the
customer invoice is closed, an expense is generated with the estimated cost. This is then
used for comparison to the actual expense when the supplier invoice is entered.

To use these “existing” expenses, press the [Add/Select Existing Shipment expenses]
button. Do a search for open expenses for this supplier, and then select the expenses
you wish to include in this multi-shipment expense invoice. You will not be allowed to
select any expenses from shipments where the expenses are currently being edited by
another user (you will be told who the other user is)
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Steps :

Select the “Mult-Exp. Inv.” tab in the financial module (from any shipment)

Enter “Edit” mode.

Select the supplier identified on the invoice.

Click the Add New Invoice button. The Details 2 screen displays.

Enter charge code for the entire invoice as well as currency and due date.
Create a line (HBL/File no, charge code and amount) for each expense that will
be used for the shipment’'s P&L. (Note: as each line item is entered and invoice total in
incremented).

7. Click the closed button at the bottom left corner of the screen, all blank fields will
fill automatically with the correct information.

8. When all line items have been entered and no further edits are required, check
the CLOSED tick box.

oo s wN

F12 on the shipment will bring up the regular shipment selection screen. Select the
shipment and continue entering the new expense. Similarly the charge code and be
looked up or typed in and the description and the GL account will be displayed.

o]

Gow | §<>MMDEJ§@P&
System  Module  Forms Help it Prewv | MNext | List | Find e Print | Reports| Tools Quit

Shipment| REEE TN Shipment Search x|
Sl \nvaic — Single Selection Only - and base criteria belo
Gateway File no/HBLno  (partial matchs from the left included) Im
AEAUTO | RTS8 oA 4 (For this fisld, put > at end of gn AeEliHElE)RElD 3
data to match fram the right) Only Ore (1) (exactmatch only -for partial use part2) | &
Turn on expe
Invoice Amauntt |~ Base Criteriafar all search
Mode of transportation Imp/Exp FCLALCL 1%}
5
P‘ Ar € Ocean ¢ Ground & Al | (f‘ Import © Export & Al ‘ © FCL e e
Shipment___|C Clo Citteria. | |2
AC-00001015 11 |enns12/28 x| >=Departdt < [z006/05/20 x| Booked by* © Both
[ 20060225 =] >=Arrival dt < [ 2006/05/20 = Customer office | B
@
| ™ Active Status or - Specific Status or [ AllIncluding Cancelled Shipments | | I Templates Only | %

[ as "Closed" to
accounting. Mo

il

Gateway File no|Agt HBLho |Expmer Depart dale‘Agl MHBL Mo, |Cnnsol Fi A| Gzwm
AC-00002327 AMARINELLI SHOES 8 ACCESS( 2006/02/08 DIRECT —
AC-10002335 2006/02/15 Recall List
AC-10002336 AIR-CITY (CHIN&) CO LTD-FUZHC 2008702720 DAC-000—
AC-00002337  FDFDFD AIR-CITY (CHIN&) CO LTD-DALIAP 2008702720 DAC-000(
AC-10002340 76TH STREET PARKING LLC 2008702724 Select

-0 TESTTEST 2006/02/22 DIRECT

: DAC-000] w
AC-00002342 2006/02/20 DAC-000(
\When this supg | [AC-00002406 2006/03/20

DAC U';UILI Cancel

‘There are 212 records matching the current criteria.

If the shipment is being edited for expenses by another user, the selection will be

blocked.
Goto | Go v m|H D & | & | 2 e
System  Module  Forms Help dit Prew | Mext | List | Find [RET Frint | Reports| Toals Cluit

Shipmeml Tasks/TraEkmgl Forwarder's \nv.l PrDﬁt/LDssl Consol Inv.sl Brokerage Inv.l Consal P/L's Multi-Shipment Exp. |\m5 Cla\ml ar

Supplier Imvoice Mo

Inv. Date

Code Charge

Exp Glacct Cum. Exchange

o |

%

Jogaumo i Jenosyn202  [108 M Security Surcharges - Al [5071201 [ Jro =
Tum on expense distribution Date Due I —
\nvume Amount to be ditributed @ By CBM/Chg\wt Distribute liisfizs Tl L
By pottions Expenss 0 o

g

|Sh\pmant" [Cade* [Charge |Exp GLacet| Dist Rats| Est Cost] Act Costs &
I~

—

GatewayUs
Z2-00002493 is currently being edited by MASTER USER. LogonID: 1

%]
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When selecting expenses that have already been entered into Gateway, there are
several search criteria that can be used as shown below. The options are between
shipments at large, and those included in a consol or deconsol.

Existing Open Expense Search x|
 ExpenseWendor | —From Shipments
© Wendor  [ABAUTO I All_active o00s01/28 = | >=Depart dt(lf?ZDDBfDS;‘EB -I ModgTrans
 Movendar specified shinments  Air

 Ocean
 Ground

% Bath

—Chargecode————————— Booked By: I Agent: I

#  Chg code I]DD

Imp/Exp I
" Allch ol
=g eodes  Import € Export & All

—Currency————

' Cumrency I

& Any currency ™ Justthose Shipments inthe selected consol ar decansol

—Office——— —— consolf/decon file* I t MHELS
© officeid [ or s "

O I Add expenssline tor ey shipments without &n existing expense)

& Al

& All offices
Select |Shipment ‘New Exp|CthDde ‘Charge | Est Cost‘ Actual Amt|Curr. |Exchg|
[0 Ac-00002234 ] 100 dfy 25.00 25.00 UsD 10
[0 AC-00002434 O 100 “Warehouse Storage - Al 16.00 16.00 UsD 1.0
0 AC-D0002461 O 100 Warehouse Storage - Al n.oo -400.00 LSD 1.0
[ AC-00002461 ] 100 “Warehouse Storage - Al 0.00 -100.00 UsD 10
4 »

I Eiefresh List Select | Cancel |
EstTotal selected in FAL currency
| There are 4records

Check the select column for all shipments to be selected. They must be selected one at a
time to permit checking to see if another user is editing the expenses for this shipment —
thus making it unavailable for selection at this time.

If selecting expenses for a consol, there is an option to select all shipments in the consol.
This will create empty expenses for any shipments that do not have any pre-existing
expenses to be selected. In this way the user has every shipment represented for the
distribution option below. Any such “new” expenses will be marked in the New Expense
column.
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W GatewayUs AirCitySql Finance Module - |E| |i|

Goto I Gol @ 4 » L1} #h | @ =1 [ B R«
Systern  Module Forms Help it Frew | MNext List Find (= Frint |Feports| Tools Qluit

Sh\pmentl Taskszracklngl Forwarder's Inv.l Perlt,fLossl Cansol.ln\:.sl Brokerage Inv.l Consal.PfL's Multi-Shipment Exp |Ins. Clalml 1 | 4

Supplier Invioice Mo Inv. Date Code Charga Exp GLacct Curr. Exchange

w0
[rEauTO || fooo/0328 | | | | [io el
=
v Turn on expense distribution Date Due I 1=
Inwvoice Amount to be ditributed % By CEM/Choiivt Iiisies Tt -
|2345 By portions 2345.00 g
o
Shipment* |Code* |Charge |E)<p GLacct| Dist Rate| Est. CDst| At Costs| n
I
—
AC-00002434 104 AjrFreight-Import 500001 E7 15 122746
AC-00002478 104 AirFreight-Impont 500001 34 0 G22.89
AAC-0000151 104 AjrFreight-Import 500001 27 i 4594 E5

When this supplier's invoice is complete, flag it - TotDistRate  Trans. toAcc. Clozed by:
™ &s "Closed" to transfer as single expenseto ,;:deehtad ot |128 I I :
accounting. Mo more charges will be allowed Ipment Expenses

After the expenses have been selected and added to the multi-shipment expense invoice
there are two ways to distribute the amount due among the shipments.

a) You can simply enter the amounts manually — presumably as presented on the
supplier’s invoice. Or
b) You can apportion the amount using the distribution function. Check the “Turn on

expense distribution”. This will populate the Dist Rate column with the cubage or volume
weight (air) for each shipment and total them at the bottom of the screen. Enter the
invoice total and then click the [Distribute Expense] button, to calculate the cost
distribution for each shipment. The portions can be edited and redistributed as often as
required until the expense is closed.

Financial Module — A/P Cheque Writer

Writing a check to one or more outstanding expenses

This tool is used when an invoice from a supplier/vendor needs to be paid
immediately by a user and may apply to several otherwise unrelated shipments
(ie: not in the same consolidation). The payable item will instead be transferred
to accounting as a payment issued along with the check number.

This tool is found in the Financial Module and is labeled “A/P Check Writer”. Just
like any other tab in the financial module, it displays shipment information across
the top.

The Check Writer Screen
The Select tab allows the user to search for open and closed vendor invoices for
a single supplier that have already been entered using this tool.
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User must Go | @ 4 > 4] ih 0 = ] )/@ EI-‘
select a Hule Forms Help it Presvs | Mext | List | Find INewy Frint |Reports| Tools Cluit
supplier from Wa@]e Inv.l CDnSUIP,-’LISI rulti-Zhiprmert Exp.l Ins. Claiml Sp.Semicelmy. AP CheckWhiter | 4 | 4
the vendor list ayable Check Writer ction criteria
Selecta supplier. then check invoices 1FPROFES IA—1 PROFESSIOMAL CLEAMNING 5 Office IAC
to be paid and then print check.
Seled| $Am0unt| Invoice # | Invoice Dt| Code |Charge |Acd |Curr |Exchange | Due Dt| Shipment
O 1234 1212 20051216 103 Ajr City Trucking (Grag) S0 1.0 AC-0000Z...
O 788 jji 2005/12/20 106 apple sause UsD 1.0 AsC-0000...
200 12324 2006/01/26 104 AirFreight- Import s0oo0t LUsD 1.0 AC-0000Z...
G7 1234 2006/037/22 129 CShd Trucking - Al 504101 1.0 AC-00002...

[267.00 Action .
g \Write Check | e tdark 2= Paid | Refresh List

Total in PEL currency

The criteria at the top of the screen (Supplier and the listing of invoices that will
be displayed to the user.
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The following screen appears after having selected some expenses to be
paid:

Print & /P Check

Forwarders Name |Bank ~| Check # [102

and Address

shows here DﬂlEd:IEEIEIE,.’EIB,.’EE

Amount: $|25?.DD

ITWD Hundred Sixty Sewen #4100 USD

Pay ta the arder of:
A-1 PROFESSIONAL CLEANING SERYICES

ARND MAINTENANCE

B0WYHITEHALL STREET
LyNBROOK MY 11563
LISA
bema I
Ivaice # | I, Date| $ Arnount (P&L$j| Charge | $ Chk Curr Arrt
12324 2006,/07/26 200 Air Freight - Impart 200
1234 2006,/03/22 67 CSM Trucking - Al &7

Select Printer |4\FRINT-SERVER\Back-HF LI Frint Check Exit

B

Steps to printing a check for which open expense entries have been
complete:

1. Click on the “A/P Check Writer” tab in the financial module and enter
“Edit” mode.

2. Ensure the correct office is displayed.

3. Select the supplier/vendor for whom the check is to be printed.

4, Select which expenses are to be paid on the current check from the list of

available, open and completed expenses for this supplier and office.
Click on “Write Check”.
Select the correct bank account from the drop down list of bank accounts.
Verify that the resulting check number is indeed the next check to be
printed, if not adjust the check number.
Add memo field text as appropriate.
Click on Print Check.
10. System will ask to verify correct printing before continuing to save
information and send to accounting.

No o

©®
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Maintaining Bank Accounts

From the Tools menu select Accounting GL accts

@[z | e

Reports| Tools Cluit

O
3 INew

B s

Frint

File Maintenance |

| Company Registration Data

File options

. Accounting GL accts
Advanced Security

|| Air WayBill Charges

| Airlines

Alerts

AMS Configuration
Carrier Commodity Classes
Charges
Commodity
Contacts
Countries
Currency

Default Charges
Equipment

ffx Configuration

Select | Close |

/R and A/P GL Accounts

[fthe accounting transfer requires specific G/L accounts for accounts receivable

and accounts payable, they must be entered here.

These will be used in the accounting transfer.

{*=press F12to lookup codes)

[ the transfer is in multiple currencies. an account must be entered for each
currency. If anly ane bank account, leave currency blank or ="ALL"

—&¢ R and A/F GL Accounts —Bank GL accounts for Check writer
Currency* | A/RGL account | A/P GL account Bank | Office | Bank GL account |Currenl:y*|
LsD 110000 200000 1 |NY BANKOMNE Ush
2 |ML  iCIBC cal

Steamship Line Ii
Brokerage 1234 Exit |
)

Commission® (Rewvenue account

Enter the names as many bank accounts as are used to write checks. The office
code if entered will restrict the use of the bank account to persons logged on to
that specific office. The currency is required only if the accounts have different
currencies, and there is an AP GL account for that currency (in the list on the

left).

This will be the list of banks that is displayed on the check writer bank account
drop down list. If currencies are specified, they will also be displayed on the

check writer (but cannot be changed).

H:\Installation & Training Manuals\Current Manua\NEW Gateway Manual (SQL).doc
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Producing Reports

N

T~

Gateway comes with a series of pre-defined reports to support
management and operations. As well any of the lookup lists can also be
printed for quick reference.

Click on the Report button on the tool bar to access a list of available
reports. Most reports will require you to add criteria and date ranges to tailor
the report to your needs.

Gateway StockCa — |0l x|
G HAL| Go | Mo# | D S @ B
Sustem  Module  Forms  Help Last Find Mew —E=£|| Frint Hepofs  Tools
N Report Selection = I_,l
Repoits Print_| File M aintenance Lists B :
IAg|po|yr Bonking Repart [ Accounting Departments
Im Conzolidation List ] Security Groups
I— Container Boaking Report [0 AlaiLines —
D aily Schedule Air Export R epart [ AilLines Selected —
I Department PEL Summary [ Countries -
I Ewent Reminder Report [J  Curencies
Freight Histary Report [0 Equipment -
P Insurance Surmmary U sage [ Freight Tems =
IMDblIB |rvoice Register [0 HS Codes 2
Rates: Carrier Fates Report [ Irvoice Charges e =
Rates: Customer Quick Fates Report [] Parts on file Listing —
Lufthar |y ey  Maditied Cortacts Report ] Sales Gteff =L
Airk Open Irwvoice Reports £
Cologn Open Tckload: Reports | L)
P&L Log Summary —
Eauir PEL Summary FErint | -
I Shipment Detail Statuz Report LI g
I - - B LClear Selection | L
Select Printer —
Bot I SEUILDZAHP Lager)at 4 j Exit | -
Rick A | Print completed i
How to Generate a Report
1. Click the REPORTS button
2. Highlight the desired report or list and enter the report selection

criteria as required.
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Gio HBL| 6o |

Sestemn  Module  Form:

| & B 2
Mew —E=z|| Pint Feports  Tools

@l h
Prew Mest Last  Find

4!
Reports [«] | Print | File Maintenance Lists [« 3
Booking F e LA I A = P —
Adipolyr EUD |n.g Report Selection Criteria = =
A0 Dow onzolidal
Container Report title =
S Daily Sche ’]Dpen |nvoice Report ‘ |
Cepartme -
Event Fier Fieport Selection
Freight Hiz e
i Mode
P Insur.anc:e ' Open Invoices ; Diaaied s Py T
Mobile Irwoice B | € Imparts nat Invoiced S
I d . 2005/04/26 = = Dcean — a
Rates: Ca " Exports not Invoiced
 Ground
Riates: Cu =
ILulthar Mew / Mo & Al LI .
Ak Open Irve - z
IEn\ngn Open Truc Presvigw | Print | Exxit | Preview I h
E Pl Log £ -
EQUIE {£ol 5o g ||
I Shipment CTEral STalus Report ﬂ ]
I o - - Clear Selectiunl w
Select Printer -
B I WBUILDZAHP Lasenlet 4 j Exit | -
boc E
Rick R | Report i

Click the PRINT button to send the report/list to the printer
OR

Click preview to see the report on screen (may also print from preview)

TIP:
Always ensure that the proper printer is selected. Printing will be directed to
the printer shown in the printer window

Standard Operational and Management Reports

The following is a list of some of the standard operational and management
reports. Additional reports may be provided with your configuration.

Report Title Description

Assignments Task Management Report for shipments
reporting on the various tasks assigned.

Reminder List Task Management Report listing tasks
assigned to you.

Booking Report Booked shipments (current) report

Shipment Status Report containing current shipments by their
status.

Detail Status Same as Shipment Status but with more
detail.

Freight History A report of shipment history including

Report weights and measures

Invoice Register A report of invoices by date.

P&L Summary A profit and loss summary for shipments

Ton Log Report Historical shipment weight reports.
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File Maintenance

7.

8.

Dot

)Z*c -

Clicking on the TOOLS button. The File Maintenance window opens.

File Maintenance

Company Registration Data

File options

counting depart
Al Canig'uratlon
Acvanced Securty
AlrvwayBill Charges
Altlines

Alerts

CAED Exporter IDs
Charges

Commodity
Contacts

Countries

Currency

Customs Offices
Customs Warehouse

F i mnt
i

| o

Select I

LCloze

File Maintenance allows users or administrators to maintain the
system lookup files. These files may have restricted access.

Select the file to be maintained.

The search and selection screen for that lookup is displayed. Scroll to
the item to be maintained OR enter search information to locate it Click the
ADD/EDIT button to access the corresponding maintenance screen.
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Gateway StockCa - Baog - |E|| x
File Maintenance ] : — x|
EEMd sirlines search K|
Syste Carrier idertification i3
Sour Prefis I Code I Designation I L A I »
Carrier short name | SCGEM
IADiD' Carrier full name | fEH
40D
I ¥ Include in shortist lookups and combos ikl
I_ Prefix | Shart Mame Designation | Full Mame —
-
= &
-
1=
.
Add/Edit | 5
e |5
mi
Cloze |
Eq —
| There are 812 records. — o
I_ TEETT 1 TIOTE I I g
I o
Rate ID  View -
Booked By |RICK Book Dt From Quotation no. M
=
[Riick Riamachandran | | | =

Make the required changes and click on the APPLY button or click the
NEW button to create a new entry.

Airlines file maintenance E|

Carrier identification

Prefix Code I Designation I Hat an
| r I4T& Carrier

Carrier short name |

Carrier full name |

Address line |

¥ Include in shartlist lookups and combos Forwarder's Acount Mo.

[~ Uses CASS direct biling

C4SS5 Commission % IU—

Wendor GL acct: l—

A/B izsue no. block 1 Block 2 Edit Default
st g, ID ID Charges |
Last no. Jo o New |
Espivdate  [¥onosnaza =l | Fooosnazs =l Delete |
Entered by I I e |

Contacts

The Contacts file is the source (address book) used for naming all other

parties and their associated addresses such as exporters, customs brokers,
consignees, etc.

Airlines

Gateway comes with a complete list of airlines as provided by IATA for cargo
carriers. Use the maintenance function to assign abbreviations or to select
airlines to be included on a short list.

© C-Team Systems Inc. Page 64



AWB Blocks

When maintaining or adding airlines, users have the option to add a block of
Air Waybill Numbers. This block will be drawn from to automatically assign an
Air Waybill Number each time the airline is selected for use on a Master. The
range of AWBs should be entered on this screen without the check digit - the
check digit will be calculated and added by Gateway. When the first block of
numbers has expired or run out, Gateway will switch over to drawing from the
second block of numbers.

Alerts
Establish various alerts for the system with the appropriate triggers defined.

Charges

The Charges list maintains line items for invoices and expense sheets. Each
charge must have a unique ID code.

The text associated with the ID will appear on an invoice or expense line to

explain the charge. This information can be edited on a case-by-case basis

once the charge has been added to a file. Unit charge is the charge amount
for invoices.

Regular or fixed prices can be maintained here for ease of entry

General ledger codes may be used to identify charges and revenues for
accounting purposes. This information is mandatory if your Gateway
configuration includes an optional accounting interface.

Contact
Contains a listing of all contacts such as Customers, Exporters, Consignees,
Agent, Broker, Carrier, Terminal etc.

Commodity

Contains a listing by code and name to describe a shipment in one line. Used
in the Shipment Commodity/Description field.

Countries

Gateway provides the UN (United Nations) list of countries and the approved
two digit country code. Extended country codes have been adopted for the
United States and Canada. While the country code list can be maintained just
as any other lookup list, it uses an international standard table and should not
require any maintenance.

Extended country codes are required for shipments with export declarations.

Canada can be indicated either by using the traditional "CA”, or by using a UN
extended country code to identify the province. Extended country codes for
Canada begin with X and then a letter for the provinces. For example:
Ontario (X0O) and Quebec (XQ).
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The United States uses three digit extended codes by using the letter “"U”
followed by the standard two digit state abbreviation. For example: Illinois
(UIL), New York (UNY) and Washington D.C. (UDC).

Currencies

The currency tables contain a list of all currencies and associated three digit
codes that have been approved as UN and ISO standards.

The maintenance screen allows for the association of an exchange rate. This
rate is applied to invoices and expenses that are entered in a foreign currency
for conversion into the P&L (accounting or local) currency. When a new
exchange rate is applied - the modification date is automatically recorded.

The list of currency codes can be maintained just as any other lookup list, but
since it uses an international standard table, it should not require any
maintenance.

Equipment

The equipment file maintains codes and descriptions for equipment that is
associated with containing cargo. This area is often used to describe cargo
handling instead of container types where appropriate. The information here
is used primarily to print on booking confirmations and manifests.

At the time of installation, the file contains sample data that may be used or
deleted and new listings added. The codes (two digits) do not match any
type of international standard and may be defined by the user to match their
equipment reporting requirements.

FCC and FDA (RAD) Templates

These templates are included to speed data entry when completing FCC
(Federal Communications Commission) and FDA (Food and Drug
Administration) forms in the transborder module. The data can also be
associated with an entry in the parts file.

Each profile is stored under the associated FCC or FDA Id and can be
retrieved when filling out the appropriate document. This is especially useful
when shipping similar parts which require the same information on a recurring
basis.

HS Codes

HS codes are used to populate HS code information for export declarations,
transborder documents, trade agreements and anywhere else that a
harmonized (schedule B) number is requested.

Parts

The Parts File stores information for parts that are being shipped on a regular
basis. The parts file lookup is used when adding line items to the Commercial
Invoice in either the Export or Transborder modules. Line items may be
typed in manually, however you may wish to store parts in this file for ease of
entry.

The parts list can be searched by any portion of a part description or by an
exact match on any of the other above search criteria.
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£5.Gat Gatews — O] =
oy -Iolx s
System Module Forms H Partcods HS Code
Source/Booking |Trackmqf Vendor cod | Pre-Alert
—QU t of Country of Origin =lolx]
P U Reporting unit of measure
== Declared value Selection code
Part information " | pescipiion ) -
is stored under Information to auto fill on NAFTA and
a unique part | /other (Chile, Israel) trade certificates
code (user / — g
assigned). —Nagfa 3
r [/ NAFTA Certilicate nfOr\gums part =
AirPort Of Criteria Producer Netcost Expiry date Llnk part to an
| | | [aon0p12/22 =]
E— — | Eered FCC template.
— = =
DeSCrIptIOn COpIeS C 740 applies to this part MI -~ ‘ Lelete E §
. . Appl Clase =
into commercial . ‘ |
. . A Radiati ifi ot lies to th rt. e
invoice body adiation certificate applies to this par Type . Clare
ease iter code l— Lastmnd\fledW ~gse .
- Link part to an FDA
|Newvacnrdfapp\ypendmg = p
(Rad) template.
Places

Places is a list of any places that need to be used for the purposes
It is used to populate the Port of Loading
and Port of discharge for Ocean and Ground shipments.
be used to populate the Place of Receipt, Place of Delivery and

of lookups or reporting.

Airports.

Sales Staff

FORGETFUL?

Use codes that are easy to
remember. A suggested
variation is the two letter
country code followed by the
first two letters of the port.

It can also

A listing of the sales staff allows users booking a shipment to associate the
file with a member of the sales staff. This is useful for the purpose of printing
reports, tracking sales performance, allowing a sales person to enter the
system and find shipments to which they are assigned or log onto the web

tracking and see the status on all their active files. The members of the sales
staff are created in this area.

The sales person code can be any eight character alphanumeric combination
and must be unique to each entry. Usually a user’s initials will be sufficient
and easy to remember.

Tasks
A list of task milestones to use with the Task / Tracking form are maintained

here.

Users

Use this file maintenance item to maintain your password or your e-mail

address.

Vessels

The Vessels file contains a listing of vessels that can be used once or
over and over again. A vessel must exist in this file to be used in

the vessel/voyage tracking system.

VESSEL ID CODES TO
REMEMBER

For a vessel ID code why
not use the first two
characters of the steamship
company name followed by
the first two letters or initials
of the vessel itself.
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Short names are used when document space is limited. A short name must be
entered, even if the full name of the vessel is 12 characters or less.

Although the vessel file associates a steamship company to the ship, this can
be changed at the shipment or voyage level for instances when cargo is
booked with a different line.

Voyage

Often it will be desirable to group several files under a voyage designation.
This is especially useful when booking multiple FCL shipments on the same
sailing. The voyage then becomes a convenient way to ensure that all files
have been billed for commission to the appropriate steamship line, company
or agent.

_ioix
‘Voyage designation l— Sall date >= [Faqpt o102 =]
Vopge [
Shart name

Full name |

Port of loading Port of destination
“Woyage Short name | Sail date

Mo matches found

Maintain
Close

[ 4

Entering complete voyage information in the maintenance area allows users
to cut down on data entry when multiple booking are being made on the
same vessel/voyage, but are being treated as direct shipments or individual
consolidations.

i
Yopage designation I— Vessel code l— Sail date W
Woyage I— Closing date [To001 /0224 =]
Shart namel— Loading date W
Fullname | Invoice no. I—
Port of loading I— A I | Clazed

Destination port 1 I M/
Artval date 17500 /02724 =]

Destination port 2 I— b Befresh |
Arival date 2[00 0204 2 Mew
Destination port 3 I— M Delete |
Arival date 37 o001 0204
Carrier MZa Clone |
Agent l— N/, LCloze |
| New record - apply pending 4
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Setting User Security

Create Security Group

e From the main menu, select Tools
* Select Advanced Security

ile Maintenance

[ Company Hegistration Data

File options

Account Translator

Advanced Security

AirWayBill Charges
Aitlines

Alerts

CA Ports for Gowt
CAED Exporter IDs
Carrier Commodity Classes
Charges
Commodity
Contacts

Countries

Credit Codes
Currency

g VRPN PR s F &

£ |

|

[£

Select | Cloze |

o Select the Group from the dropdown list or click on New to add a new group

Advanced Security Settings

e | Delete|

Group Description

|General accounting access

|dzers azzigned this securty group will be allvwed access to
unchecked tazks lizted below. [f checked, access will be denied.

K& KR E R EE

Festricted | Do MOT allow access to tazk described

EDIT MODE

&CCESS SHIPMENT FROM OTHER BRAMCH OFFICES
EDIT SHIPMEMTS FROM OTHER BRAMCH OFFICES
SHIFFING MODULES

CAMCEL SHIPMENTS

CHAMGE SHIPMEWNT CUSTOMER

OCEAM MODULE

&R MODLLE

GROUND MODLULE

DOCUMENTATION MODIILES

IMPORT AND DECOMSOL MODULES

| e
e
o |
M

|
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Check off any items that you do not want the group to have access to

Adding Users to Security Group

e From the Tools menu, select Users

Ed}

File Maintenance

| Company Registration D ata

File options e
Fates: Ocean FCL Bate Maintenance
Fates: Rate Tahle Maintenance [All)
Fates: Routing Maintenance

Fates: Surcharge Maintenance
Fegions

Sales staff

SCAC codes

SErviCES

Standard Clauses

Tasks

LInit of kMeasure

Yegzel
Yioyage =

£ | 1>

Select Cloze |

e Select the User from the list and click on the Add/Edit button

Users file maintenance

zer D Password |

Mame |Heath Mell

A
gr'fjf“fs WEDMIN |

E mail |HMell@iuurneyfreight.cum
Phone |[5'I4] J44-2202
Fax |[51 4] 3441142

‘b tracking - Thiz grants web access to all
pazsword

zhipments booked by this user
Branch Office

Delete

Language |EMG - Cloze

il

)

e Select the Security Group from the Access Group drop-down list click Close

Updating the US Denied Persons list
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The denied persons list can be downloaded from:
http://www.bis.doc.gov/dpl/default.shtm

Right Click on the Direct Download link and select Save Target As

£Z U. S. Bureau of Industry and Security - Denied Persons List - Windows Internet Explorer |E|g\

@.\-7/‘ - |ﬁ_3 hittp: s, bis.doc.gov/dplfdefault . shem V‘ *2|| % | 2=

File Edit ‘iew Faworites Tools Help

Google [C+ viG o5 a8 B - 9 Bockmarksw Bhesiblocked % Check = Adtelink - B2 () settings=

Today: 0 Total: 500 =

[FRs @mﬁm&f M ‘--J\‘ Search the eb hd |© Go %, @ Rrecord =) Stop 10 Pause ) Flay 4 Settings <« Mew! Record and Auto-Tag MP3's B2
— = »

i’:? '{% Iﬁ} U, 5. Bureau of Industry and Security - Denied Perso... ] l & bl D |- Q Page + (i Tods -

Open

Open in Mew Tab

Open in Mew Window
arget A

Print Target

Bureau of Industry and Security

U.S. Department of Commerce

Where Industry and Security Intersect Capy Shortout What's New | Sitemap | Search

LU ) Home > Compliance And En

Add to Favorites. ..
- . Denied Persons adiw Google Phatas Screensaver
Policies And

Regulations
Information on "How Dt (G soogl searcr

- - ed Persons?"
Licensing Send To 3

- » .
Compliance and = Instructions f Page Infa ted version |
Enforcement . Properties
= Direct Downloau-TRITECHeR toTegT the gowmTosd |
Seminars And Training Date that the Delimited File was Last modified: Wednesday, February 11, 2009
International W= View the HTML version

Programs
T e e ] Also available on this Web site are:
Base Programs

NEW.’If you would like
to be notified by email B Information on "Standard" denials
whenever the Denied
Persons List changes,
consider suhscrihing to

b= A list of the Recent Changes to the DPL that have occurred within the last 90 days and

The Fine Print: Export Privileges are denied by written order of the Department of Commerce. Each order affecting export privileges is w

& mternet 00 v

Save the file in your Gateway folder on the server.

Save in: |E}Gateway V| @ ? i '

) (racctran
{ 2} ChacI

My Recent [)Cargalmp
Documents | |5 email
() gwattachments

=
l_ [Cprofiles
Desklop Cireports
[Chupdatez0320
[CSywebtrack,

.—j [C)worklists
= a7 g
My Documents ) custmrtr.x
EShortcut to updateZ0Za3TEST

=

by Computer

‘g File name: ||:I|3I.t>:t v | [ Save ]
My Metwork, Save as ype: | Text Document v | [ Cancel ]
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http://www.bis.doc.gov/dpl/default.shtm

To view the list click on the Denied List button located next to the Consignee field in any

of the export modules.

Goto File Ge @ 4 Pl B4 O T S | &
Sustern Module  Forms  Help Prev | Mest | List | Find Hew ez Frint | Reports

2

Tools

EL{.

Guit

Exporter [FULFLOOT

| Trackingx’Tasks] Haouze Ocean Eill] F'ickup.f'LEBLl Master Doeal

Distribution ] Cert of Ori

Cant. Handlingl Imzura 4 | ¥
Denied List | Consignee

TR =N =wETE

Housze B/L
|

Statuz Shpr Exp Ref ko
| |

===

AT W OO O T 1 T

. Denied Persons List

RENE | State
Street Address | Courtry
City | Poztal Code
Mame Street Address City State | Country |
A ROSEMTHAL [PTY)LTD. P.O. BOX 44198, 65 YTH STREET, DEMMYR LIMDEN iy
A, ROSEMTHAL [PTY)LTD. P.0O. BOX 97 292 INMDEPEMDEMCE AVEMUE “wWIMDHOEK M
ACE, 18N 4 MIMOSA Wiy FIMELAMNDS Zib,
ADT ANALOG AMD DIGITAL TECHMIK B0 MIEDERSEEON, HOUSE 21 DE
AGMESE, ANDREE 22 RUE DU 11 MOWEMBER 1918 FPAMTIN FR
AGMESE, HELENE 37 RUE DE L& QUINTIMIE FARIS FR
AGMESE, SABA 37 AUE DE LA QUINTIMIE FARIS FR
AHMED, YASMIN E12 BUSIMESS CEMTRE, MUMTAZ HASAM | FARACHI Pk
AHLLLA, AAY POST BaG #1752, A/20 TAPOVAN, DON MUMBAI IM
AL KaYALI CORPORATION B05 TRAIL LAKE DRIVE RICHARDSOM Tx us
AL KavaLl, MavyS00M B05 TRAIL LAKE DRIME RICHARDSOM TH s
AL KAYALL MAYSO0M 903 AUDELIA ROAD, SUITE 200, PME #245 RICHARDSOM T us
AL MASSER, ABDULAH B05 TRAIL LAKE DRIVE RICHARDSOM Tx us
AL MASSER, ABDULAH 908 AJDELIA ROAD, SUIE 200, PME #245  RICHARDSOM TH s
AL MASSER, ABDULLAH JPOM THE DATE OF THE ORDER IMCARCE SEAGOWILLE T us .
QI ARHDARIN ACC AR FCTAKMUNDE TATC I CIkIFmk (=] }
LCloze
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New 'TABBED Mode’ in Gateway

o '‘Tabbed Mode’ was created to simplify the look of the Gateway
application

e It removes all the on screen clutter which was in the ‘Standard
mode’

i Gateway v2.7 Freight Forwarder -

GotoFile Go - & )/@ EL"
Custern  Module  Forms  Helo tlzgs Reportz| Tools

System Maintenance

Main Screen —Documentation — Login Information
ODBC Connection Export Documentation Uzer [0 abhidsupport
Tabbed Mode T s
Exit
Eroung Letters of Credit
— Financial Modules Import Modules Communications——
Luatation Irnpart Yiew
Financial & lnvoice Deconsolidation efanifest Status
CBSa
abhisupport
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When the TABBED Mode is launched it looks like the following:

" - O >

File Reports Tools Beta Admin Help I

b <: Clicking on that, will launch the Dashboard

4

4

labhilashlsupport v | |Cuick5earch |D| | | =
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When the arrows on the ‘left’ are clicked, the following Dashboard loads as per

below:

File Reports Tools Beta Admin Help

Most Recent

Export
Ocean
Air
Ground
Import
" y

Double-click to launch

@ Shipment————
N

Export
Ocean
Air
Ground

Import
Shipment

Other

Communications

eManifest

== [T

CBSA

1 abhilash/support w | |Quic|r. Search |.D|

Clear
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File Reports Toocls Beta Admin  Help

MNew > Export
Open » Ocean
Recent > Air
Ground
£ Quick Search Ctrl+Space
| rt
Systemn Maintenance -
Shi t
ODBC Connecticn B
Deconsolidation

Standard Mode

Exit

Files can be searched easily using the ‘Quick Search’ option:

File Reports Tools Beta Admin  Help

New b

Open »

Recent b
£ Quick Search Ctrl+5pace I

System Maintenance

ODBC Connection

Standard Mode

Exit

labhilash!support W | |QuickSearch |D|




(] - O *

File Reports Tools Beta Admin Help

Mew ¥

Open ¥

Recent ¥
£ Quick Search Ctrl+5Space

System Maintenance

ODBC Connection

ESt,andard Maode j
Exit A

Clicking on "Standard Mode" will take you back to the
original/Default look of the Gateway application with the
buttons.

File Reports Teols Beta Admin  Help

HO-00158434 - Ocean &2

Source/Booking = "— ¢ Locked — Print | Q Close
Tracking/Tasks Ocean - HO-00158434
HouseOceanBill
CarrierBooking
MasterOceanBill Exporter [KANMAGT  File Mo. Statusﬂ Shpr exp. ref. no. Consignee |IMT5L02
Distribution [KaNwAL [HG-00158434  [cTS | INTEWA PRODUCTS SLOWAKIA SPOI
CreateCertOfOrigin [1426 BOUL INDUSTRIEL Dept. dt Booking No. Ship. dt [4UTOMOBILOVY PRIEMYSELNY P
Pickup/LCBL [ |2016/05/04  |MTRBTS-98615 [2016/05/01  [LOZORND 1008
L/ ContainerHandling |M,QGDG GUEEEC Carrier B/L Mo. WMHEL Mo, |SLD\~"AK REFUBLIC 5K30055
PreAlert? [CANADA JT5< 43 [11486-1-E-98615 [5HG-0007375 [TEL: 421 902 936423
CertOfReceipt
LCL Labels ————— Source/Beoking
Part1 | part2 | Part3 | Part4 |
P Pie-Camiage ﬂ Place Of Receipt |CAMTR Shipment Desc./Commodity Doc Cutoff Dt
| [Morteal, OC CA [AUTD PARTS 201604401
Vessel & Vopage| Port Of Loading |[CMTR  Cargo Cutoff Dt Load Dt Loadtime: Dac Cutoff time:
|DOCL MOMTREAL |Montreal, BT CA [2016/04/01  [2me4i07 | |2016:04/01
Port Of Discharge [DEHSM  Place Of Delivery|  EstAmival E.T.ADest Reqd By Dt
|Hamburg, DE [ T/BRATISLANA [20E/04/22 [2016/05/02
L/ Eguipment Description: m [™ Containerized/FCL Special Instructions *

|LESS THAW COMTAIMER LOAD

1

Booked By |[CHARRON  Book Dt From Quote Yiew
[CHANTAL CHARRON [ |

|
Cust Rate View :
|
|

; abhilash/support | |Cuic|r. Search |D|




File Reports Tools Beta Admin  Help

File Reoprts

Custom Queries

Query Builder
Communications >
~ |
- (] )/‘@ 5_4.
Msgs| Reports |/ Toolz LJuit
Default Standard mode..
pork
1 abhilash/support v | |Guick Search |.F3'|
(] - O
File Reports Beta Admin Help
ile Maintenance n
[ Company Registration Data
File options
»
Accounting PAL exempt charges
Advanced Security
AirWayBill Charges
Airlines
[ Alerts
Auto FSR
Automated Data Schedules (Backup)
CA Gowt Port Codes
CAED ExponterDs
Carrier Commodity Classes
P Carrier EDI Services configure
Efl[r.lfr_l?Dl Status Event mapping v
< >
Select | Close
l abhilash/support v | |Guic|-:5earch |P| |
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When you create a NEW file or load an existing one, the application loads the various options/tabs on
| |

File Reports Tools | Beta  Adrin | Help

Please note that "Beta" and "Admin" modes are for
internal Candata support staff only..

the left side instead of on the top like in the Standard mode:

" — O =
File Reports Tools Beta Admin | Help

Contents

[}

About

B Status

The application was unable to start, and will exit when you close this window. The following data may
be useful in diagnosing the issue.

If clearing the cache from the login window doesn't resclve the issue, please email the following
information to Support.

Systemn Information

Services:

com.candata.gui.impl.Applicationlmpl is not satisfied
Missing ClassAnalyzer

com.candata.gui.impl.FeatureServicelmpl is not satisfied
Missing PrivilegeBus

com.candata.util.client.services.impl.SuppontTicketFormServicelmpl is not satisfied
Missing SupportTicketService

‘abhi.."support w | @

Email Support Copy

Close
W oumIGalll OydULSHID L.

rayc (1o




	About This Manual
	Product Overview
	Features
	Modules and Documents
	Shipment
	Document Entry
	Key Document
	Shipment Tracking and Tasks
	Master Bill of Lading
	Lookup Lists
	Print, E-Mail of Fax
	Standard Reports

	Getting Started
	Access GATEWAY
	Log In

	MyFiles
	Document/Form Entry Screen
	Navigation
	Navigation Toolbar
	Document Tabs
	Parts Tabs
	Moving Field to Field

	Menus
	Field Types
	Date Field
	Text Field
	Monetary Field
	Value Fields
	Code Field and Lookup Field
	Check Box Field
	Option Button Field (radio buttons)
	Grid Field

	Shipment ID
	Keyboard Shortcuts
	Function keys
	Alt Keys


	Creating, Editing and Modifying Documents/Forms
	How to create new shipments using templates
	How to create a new shipment based on an existing shipment
	How to Enter/Modify Shipment Information
	How to Cancel a Shipment

	Searching for Shipments/Files
	Partial Searches (Right and Left)
	Date Searching

	Using Tracking/Tasks
	Tracking
	Tasks

	OVERVIEW – Web Tracking Services
	Maintain Agent Profile
	Tracking Income and Expenses by Agent
	Link Agent for Shipment
	Forwarders Invoice Screen
	Expenses (Profit and Loss)
	Tracking Revenues Collected by Agent
	Tracking Expenses Paid by Agent
	Agent Settlement

	Agent Settlement Documents and Reports
	Consolidations
	How to Create a New Consolidation
	How to Add Shipments to an Existing Consolidation
	How to Remove a Shipment from a Consolidation

	Import and Deconsolidations
	How to Deconsolidate Shipments

	Printing Forms and Documents
	How to send documents by e-mail (as an attachment)
	Saving a Document Preview to File

	OVERVIEW – Multi-Shipment Expense
	How to Apply Invoiced Expenses
	Producing Reports
	How to Generate a Report
	Standard Operational and Management Reports

	File Maintenance
	Contacts
	Airlines
	AWB Blocks

	Alerts
	Charges
	Commodity
	Countries
	Currencies
	Equipment
	FCC and FDA (RAD) Templates
	HS Codes
	Parts
	Places
	Sales Staff
	Tasks
	Users
	Vessels
	Voyage

	Administration

