ASYCUDA World-Cargo Manifest
L USER MANUAL

CREATING A NEW MANIFEST

What to do Procedure

1. Upon reception of a paper Invoke the manifest using the ASY CUDA system by following this path:

manifest , input the data ASYCUDA — Cargo Manifest —» Manifest — New

i ntO ASY CU DA L Document librarms
Docurment Wiewr Help
-
. . == ) Accounting & Payinent
The Manifest givesa B oot

description of the vessel or ) Prine

099

. . Reports
aircraft transporting the R rarm et
goods and provides a ok
. = o= Design
summary of consignments. vl

Custon —

Goods = Find

[ Inteagra Expand Al
Cuerie Collapse Aall

Refere Close
[ ) Selectivity Flgl

This option will display the manifest form with Carrier agent Code. The form will
display ared line for all mandatory fields.

999998
|

2. Input &l mandatory data

in the necessary fields. Enter daFa manually or chose from drop down menu

Use the F3 button to find
the LoCode for the Place
of Departure and
destination

er—— Fig2

Remember that certain fields such as the Office code, voyage number, and date of
departure, are the key identifying fields needed for storing and retrieving a manifest.

3. Verify and store document Verify and store document by clicking on the Icons in the menu bar

Manifest - Hew [nra]
File Edit View Help

\v{v@ = . @

wearify the docurment | Store E FigB
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ADDING BILL OF LADINGSTO A MANIFEST

What to do
1. Bill of Lading can be
captured in two ways

Procedure

1. After storing manifest asindicated in Fig 3 above abox will appear
indicating that the manifest has been stored. To add a b/l to Manifest
select the forward button as indicated by arrow

Transaction completed _|

) Store is done.

Print Waybill, condensed

e-Mail to: |

e = Forward 4 COR o Fig4

Thiswill take you to another box. To continue, select the second option as
indicated by arrow then select yesto open anew b/l

| ! Create a new blank Manifest?

| Continue working on the same Manifest to add Bol?

ves” Fig5

The Bol screen on manifest will appear. click on the Add Bol Icon as
shown below

Manmest - Moamicanon [au11]
ile Edit View Help /

B8 =/

Add B

R -F\
E - £ & Ao
e e Fig6
Then select Yes # to open new Bill of lading
T e o e -fan. == =S = ES
L - e BT
e Create mewrr Bol =1
=
T > DO WO wrant to add a Bol ]
- P | ocua -
— : : Fig7

OR
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2. Input datainto bill of
lading (wayhill).

When all thedatais
complete, cursor will return
tofirst field of bill of lading.

3. Add container information
toB/L if thereareany in
consignment

2. Capture Bill of Lading using the following path: ASY CUDA - Cargo
Manifest —~ Manifest — Waybill - New

curment wWiews  Help

% R

Accounting 3. Payarient
Cargo Manifest
[ it

) Reports

e

= Add BL to reg. manifest

Cueries . Fina

Find an BA s belonging to particular manifest
Find orphan B4 s

Statisti Expand an

o 7 e COlapse Al FlgS
Customs office code, voyage number and date of arrival will link BOL to manifest

Note :Option 1 will open B/L with information from the general segment of
manifest , however, option 2 will open a blank B/L

Enter data manually or choose from drop down menu

Fig9

Note: Data keyed into manifest general segment will be displayed in the
relevant fields of thebill of Lading

Select containersin bottom of screen and fill in all required data as
indicated in “Manifest List of description guide” then click on “Add a new
container” icon in menu bar

Way Bill - New [DMROS] FrE E
e Edit vie al /
ane > 2R
=

Min Temp.(CF) Max Temp(CF)  Humidlty  Dan. Gands Cnde Deserlprian of Gands Grass mass

Waybill | Gontainers | Write off FIglO

Repeat the same stepsto add any additional containersfor this consignee
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4.Verify document to
check for errors

5. Store document to add
it to the manifest

Verify document by clicking icon indicated by arrow in menu bar

wwass Bill - New [DMROS]
File Edit Wiew Help

N o owwa [ = @

ExportersShipper

rAgentCargo Reporter
O0O0a36es 000438 el

64 KING GEORGE W STREET Stthomas.USwi
ROSEMAL
o

LIAT (1974) LIMITED ‘ Office mMax

Figl2
Note: A message will appear indicating that document has been verified.

Click on the Store ¥ |con in menu bar asindicated by arrow

Virons Bill - N IDMROST

Figl3

Note: bill of ladingswill be automatically attached to manifest

REGISTERING A MANIFEST

What to do

Procedure

1. Find manifest using the Find manifest by using the following path; Cargo Manifest — Manifest —

manifest finder.

Find

r DOoCuUrrsernt e ary: = =1

Docurmenn Wieuwr Helpy

T ¥ i 7 e

== [ ) Accounting 8 Paymrnent
=

Cargoe Manifest
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Ma--="— —=
T T oo Design

e
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Inted  Eaorpand an
Cuer Collapse A0l
Refen Close
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TO I Ocme a partl Cul ar - Manifest finder : Find = [=

Flease enter data for selection criteria, and proceed 1o find a specific

manifest use the selection P cocument Manimest

. - h aJI rMMame criteria value #1 walue #2

Document Status all

criteriaor choose all to Pacument all
H Place of loading all

locate all manifest
“oyage number all

Date of departure all

carrier all

Registration Mumber (all

Registration Year all

Reagistration Date all

e = W =

Note: A specific manifest can be located by using the selection criteria in manifest finder

2. Register manifest 1. Right Click on the manifest required and click Direct Register in the drop down
Manifest can be mentl

. . Manifest finder : Find = =
registered in two(2) ways T
B I S [ EE - e e
S i T e e P e e e RS AT S
N TV S T S e
a1 141 11 e e T Y 5
e e e ol F e T
e
e e el B
e TTe e T b b b | b
s e Lo g Baghe e Lo b s b b
e Baa Bl e B e
D e e L i i oal
SRS T FeT TR S B
T M7 o, ..
e L R Db B [ohe [
e e o A0 eees
Ty v SRS Ve S e i
e e e ol i o
5 o e i R S W T R 25 e 1
DMROS wovz0 oos0Bsz000 TTPOS DMRSU  zosss.zoos @ ooD0FA4. wes |
- WA

-

& = 33 = e =
L T UEeSSelAINcrant
Jir Transport i~ Direct Register 4 RLINES

Principal
osTE

(S) pirect Delete

(&) pelete Man anaBLs

‘ntigaa and Rarbuda

zegistration no. = Lock lessel/Aircrart Registeres

—— Figl6
OR

2. On opened manifest, click on Register © icon in menu bar of
Manifest.
Manifest - Modification [nfa]
File Edit View Help
\ ¥ = 6l

Register

> @

saction completed

| » Register s done. DMROS, MANIFEST 2009/3

Print Manifest, condensed

e-hMail to:

& = » =%

¥«
Figl?

Note: A message will appear on screen indicating that manifest has been registered
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AMENDING A MANIFEST

What to do

1.Use manifest finder to

Procedure

I Ocme mar]i fa % Manifest finder : Find == =

b 57 documen ts found! Please select a document and select an action from the local menu
Offic... © vowage nu.. Date of depart.. |Place o Place of .. Regist. Regist. | Registr.. Carrier |Wiritte. .
[alaleroy FEDO1 290152009 DMRSL FRMRS 03r037.. 2009 1 ~1398 [ =] -
0DoRO WMOYO009 010152009 USDER DMRSL 1200 - Wiew Mo
0DoRCO MAROOT 010152009 AT [m] 0] od=1) 18rC [ =]
ooRO WO oo 01/01/2009 CAMPM FRMGT 05 [ modification wes
00RO WMOYOZ2 01012009 FRCDGS DMFGT - Mo
0DoRCO VOO 010152009 FRCDG DMFGT o4rc /' Direct Register [ =]
0oRO VOO 040152009 BEMLT DMFST oS f ™o
[nluldw] BE101 ZOM01 2009 USDRA DMRSL 0350 @ Direct Delete Mo
0DoRO DR123 290152009 TWWHREZ D osrc — Mo
0oRO WMOY-ERMNILL. 01/02/2009 usaAacsh DMRS oS ® Delete Man and BLs [ =]
[nluldw] WO oo O1/02/2009 LIShdla DO Ok 0550 Mo
0DoRCO MO0 1 0zin2s2009 UsamL DMRSU 1 65T Lock L [=]
0oRO WMONWOT oz/ozr2009 FRCDG DMFGT oS [ =]
[nluldw] 1234 OZ/0Z2/2009 LCSLL WORTR 0z Detail [ ]=]
0DoRO WO 03/02/2009 FRCDG DEMSG 09ro2i . 2009 21 AZ00a [ =]
0DoRO MOWOB 0o3/0252009 USQs0 INMNGR 0BrfO2i . 2009 19 A1007 ™o
[aluldw] WMOWOS O3f02/2009 ITRMED (=]} O5M0Zi . 2009 a A1016 Mo
0DoRO MO0 03/02/2009 IEMEM [m] ] od=1) 05r02i .. 2009 17 A2058 hd
0oROC JCTSTO1 030252009 FRCDG DM 04r02/ . 2009 4 A0004924 Mo -

- = < ISEFigl8

Note: Manifest can only be modified by Customs after being registered, however

amendments can be madeto its hill of ladings

2. After making Click on Save Changesicon in Menu Bar
amendments, save Manifest - Modification [n/al

changes

Amendments can only be
made to the Bill of lading
section on Manifest

AMENDIN

What to do

File Edit View Help

N EHwm|t o > @

Save

e T

lcon) “= in the menu bar

G ABILL OF LADING (BOL)

Procedure

1. To amend the Bill of 1. On opened Manifest click BOL button menu at bottom of

lading, find
BOL

Bill of lading

located in 2 ways

desired screen

W Saint vincent and the Grenadines

IMOAATA Reqgistration mo.

can be Mastar

Right click on desired manifest and click Modification in drop down menu

Note: Note: Once amended, manifest can be registered by clicking on the (Register

Manifest Bol

Note: A list of Bill of ladings attached to manifest will appear on screen
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2. Open desired hill of

Right click on desired BOL in list and choose M odification from drop

lading to make changes down menu which will open manifest

3. Usefinder to locate
desired hill of lading

3. Use criteria options on
finder to locate specific
B/ L

Manifest - View [DMROS]
File Edit View Help

|/ Modification

|/~ Location
|/~ Excess and shortage

Lock
Block

Manual discharge

Fig21
OR

2. Find BOL using the following path ASY CUDA - Cargo
Manifest —~ Waybill - Find

N Droacoarrneernt Bikrr snnr g —
Docuarr et T e s el
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=— ) S electnueaty
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i Figucd orpebseaes EEOL

Fill in datainformation choose criteria and then click the search button as
indicated by arrow

Wiray Bill inder = [=
» Flease enter data for selection criteria, and proceed to find a specific
docurment Way Bill
rame criteria value #1 value #2
Docurment Status all
Office code equals DMROS
wWoyade number equals MO 20
Date of departure all
BiL reference equals BLOO1
Farent BfL reference all
Flace of loading all
Place of unloading all

[_ R E E I W ] ki)\Search F|923
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4. Make amendmentsand  After making amendments to bill of lading , save changes using the Save
save changes Changes Icon in menu bar

ey B Mo n [DMROS]
File Emﬁ:‘j

A =zl > @
By Save Changes iyl
— —

e

Manifest - Waybill

rGeneral Information

Customs office DMROS ROSEAU

Voyage/Flight no. Date of departure Date of arrival Time of arrival I Registration number

DEMOVOY1 01/06/2009 10/06:2009 2009 i1

BAL ref. number BL Type Nature BAL Line Hbr.

BLOO2 710  +~ Bill of lading (House) 23 2

Previous docunme: it UCR

Place of loading Place of unloading

VNXNG  Quang Ngai DMRSU  Roseau E | g24

¢ [

Messages |

Error; Numher of containers, input redquired

Note: System will indicate any errorswhich must be corrected before storing the manifest.

EXCESS & SHORTAGES- CAN BE DONE IN 2WAYS

What to do Procedure
1. Access desired bill of 1.Accesslist of Bol on Manifest, Right click on desired Bol and select
lading from manifest Excess & Shortage from drop down menu

Manifest - View [DMROS]
rrrr i d

it Wiew Help

Fig25
OR
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Use finder to locate hill of
lading

2. Make necessary
amendments

3. Save Changes

All amendmentsto a
registered manifest must
be done within the time
frame specified in the
Customs & Excise Act

2.0n finder, right click on desired waybill and select Excess & Shortage
from drop down menu

3 Way Bill finder = =

» 15 documents found! Please select a docurment and select an action Trom the local menu

Office “ wovadge nu. Date ofdepart... BiL refer... Farent BfL Tvpe MatureFlace of loa.. Flace of unlo.

DMROS w8850 10/02/2008 PEVBZE F10 23 USPEF BZBZE
I
DMROS DEWO1 01/02/2008 WLGZ F10 23
DEMOVO.. 01/06/2009 BLO04 T10 23
T

== wiew
DMROS DEMOWO, #~ 710 23

i~ moamcation 70 23
DMROS DM 107, _ s FT11 23
DMROS LiaTzZ0 =7 Location 710 23
DMROS LiaTz0 = 711 23
DMROS LIATZ0 /' Excess and shortage 710 =3

I

=)
DMROS SSA001 (LaEz 711 22
DMROS MosarFaz 711 23

Block

Manual discharge
Detail
Fig26

Note: Thiswill open the bill lading and will only allow you to amend the
remaining packages & remaining gross mass option

Add to remaining packages and gross mass if amending shortages or
deduct from quantitiesif amending excesses

Way Bill - Excess and shortage [DMROS] il

File Edit View Help
> @ 105 %

\ v = 6a[TR

Total containers 1 Status MST tem (number of degrouped BL) 1}
Packages codes  UN Units
Marks & nb.
samsung refwB7421
Manifested Gross Mass 180.000.00

Manifested Packages 3,000

Remaining Packages 3,uuu/
Description of goods

refregerators

1nu,unn.u/

Remaining Gross Mass Volume(CBM) 180,000.00

Location

Freight
PiC Ind PP

Values declared for
Customs

Seals

Transport 100.00 uso Insurance

Wayhill Containers  Write off F i g27

Note: changes can only be made to the remaining packages and gross weight

Save changes by selecting the Save Changes Icon in the menus bar

Way Bill - Excess and shortage [DMROS]

File Ed;?fHelp
N\ = 'i'm- ' > @

Save Changes

" —, T

Manifest.- Wa’gbil

Note: Changes must be saved before exiting bill of lading

13
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HOW TO PRINT A MANIFEST & BILL OF LADINGS

What To Do

1. Locate print option in
document library

2. Fill in required data and
print

3.To print individua bills of
lading use finder to locate
bills of lading as shown in
(Fig. 20 & 21)

Procedure

Accessthe printing option using the following path in the document library;
ASYCUDA - Cargo Manifest - Print » Manifest and Waybills

S = |

I Document library
Document Wiew Help

7 ¥ A 7

== ) Accounting & Payrment

= Cargo Manifest #
) Print
Paanifest and "~- T
Print

) Reports c S

LA

—_) Serial Manage: Escpaard Al
Collapse Al
Vway Bill § Contail Close

) Customs Headguarters

Goods clearance
Integrated Tariff
Queries/Reports
Reference
Selectivity
Statistics

$0099886
UOEEDOL

Fig29

X
!
:

i 0
i
]
i
|

Filling the Office code, voyage no. & date of departure of the Manifest and select

the printer Icon in the menu bar

mManirgalana Wway Sills - Print ol =1 |
File Wiew Help

=" 100 %

Manrest and wWay Bills - Print

Manifest Printout

omce or arrivar
DMROS ROSEAU
Voyage number:
vovol
Date of departure:

1210812009

mManirest Report

Note: Manifést;vill_s-how—as pdf filefor printing

Fig30

Select the Print option in the menu bar asindicted by red arrow

Way Bill - View [DMROS] =
File Edit Vi Help

=~ > @ o

PRINT
' ey

Manifest - Waybill

General I Information

Customs oftico

Date ot arrival
1s/08/2008

lime of arrival

Voyage/Hlight no.
vovao

Date ot doparturc

DMROS ROSEAU osioe/zo0s

BIL ret. number BIL 1ype Nature B Number Registration number
BLOO1 710 Bill of lading (House) 23 1 2009 ;2
Previous documont ucr Registration Export Ueclaration

Place of loading
VNXNG  QUANG NGAI
Place of unloading
DMRSU ROSEAU

Customs Ortice | Date registration senal nur,

Agent/Cargo Reporter
0000744-000074

Exporter/ Shipper

C & M MOTORS SERVIGES LIMITED supplier
14 CHURCH STREET address

ROSEAU
nun
0000743

Transport
Mode Hame of...
1 Sea Transport tropicana

Nationality

ac Antigua and Barbuda

waybni || Containers | write ofr

" Fig3l
14
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HOW TO “DEGROUP” OR BREAKDOWN A MASTER BILL OF
LADING

To alow customs clearance a master bill of lading must first be split or de-grouped
to the level of theindividual consignee. “De-grouping” can be done in two (2)
ways.

Optionl- For Carrier Agents

On opened manifest select Bol button in the Task bar of the of the screen to go to list of Bols

Manifest - View [DMROS] I == = |
File Edit View Help

= | 0 110 %
:1:r1~i4:39z5ﬁ3___
5 #""—_"')0'

Manifest - General Information

Seneral I Information
Customs office DMROS ROSEAU
vovrage Flight no. Date of departure Date of arrival T
LIAT20 21062009 23/06/2009
Date of registration
24/06/2009 13
Place of departure Place of destination
ANSXM SINT MAARTEN DMRSU ROSEAU
AgentiCargo Reporter Bill of Loading
0004365 000438
LIAT (1974) LIMITED Bills:

64 KING GEORGE v S5 EET Packages:
ROSEAU
PR mmmEmEmEm R n s srseres:. T >
Manifest Bo Figl

Select desired Master bill (MST), then click on the add Bol icon in the menu bar as indicated by
arrow

Manifest - Modification [DMROS]
File Edit View Help

VY Ewl@ v R L (7

- Bill of lading can be ™
identified by its ref. J
r

— nb

- LS T
Manifest - Wayhills

_Line nbr Refnir Packages GIOSE Mass Remaining Packages Remaining Gross Ma Sts

0 |

Create new Bol [

’ Do you want to Add a Bol in Bol master reference : BE17?

v X
Fig2

A prompt will pop up on screen, select the tick ' to add new Bol to Master hill

15
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Fill in the B/L reference number and all other mandatory data and then Store **

Way Bill - New [DMROS]
File Edit View Help

A o=@

Store '@ ﬁ

‘Manifest - Waybill

General Information

Customs office Voyage,Flight no. Date of departure Date of arrival Time of arrival

DMROS ROSEAU LIATZ0 21/06/2009 23/06/2009

BIL ref. number BLL Type Nature BIL Number Registration number
710 Eill of lading (House) 2 2009 i3

Previous document UCR Registration Export Declaration
L2

Place of loading

ANSXM  SINT MAARTEN —
Place of unloading

DMRSU ROSEAU —

Customs Office | Date registration setial number
. Master B/L No.

Fig3

Boorm ekl i n Flmn m ke [T 7L

Note: Previous document (Master B/L number) is automatically added to new B/L when degrouped from master
bill of lading

Option 2- For consolidators

A consolidator will receive aMaster B/L from the agent, the consolidator will then use the
information from this B/L to create house bills for hisindividual clients/consignees.

To create new B/Ls, use the following path in the document library — Asycuda— Cargo
Manifest - Waybill — New (This option will open a blank airway bill as shown below)

Fill in Previous document (master B/L number), date of departure, Voyage number & office code
to link new B/L to master B/L.

Agent‘/Cargo Reporter ExporteriShipper

i T R Fig4

Use “Manifest List of descriptions Form” as guide to complete all mandatory data then store asindicated in
fig3
16
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A prompt will appear indicating that the document has been stored, to continue degrouping (add
another B/L) select the forward icon

Transaction completed X |

I » Store is done.

Print VWaybill, condensed

\
&-Mail to: \
& = Forward RCOR |:|95

Thiswill take you to another prompt select the 3 option to add another b/l to your master b/l

Transaction completed |§|
| >

| Create a new blank Bol?

- Add Bol in the last Manifest used reference : LIAT20 2

v Add Bol in the master Bol reference @ L2 7 i

>
Yes * |:|96

After preparing all the house bills (degrouping) for aa particular master B/L the consolidator should inform
the Agent/Carrier to validate the “degroupage”.

To validate “degroupage” the Agent will use the manifest or waybill finder to locate the
particular master B/L. Right click on the desired B/L and select Validate degroupage.

Finder: Manifest-specific B/L list = =
’ 4 documents found! Please select a document and select an action from the local menu J
Office ... = Voyage nu... Date of depart... B/L refer...Parent B/L ..| Type Mature Place of loa... Place of unlo...
DMROS LIATZ0 21/06/2009 BABS-1 L2 710 23 AMNSXIM DMRSU
DMROS LIATZ0 21/06/2009 LI L2 710 23 AP S DMRSU
DMROS LIATZ20 (21/06/2009 | Ly — DMRSL
DMROS LIATZ0 21/06/2009 L == View AMSH DMRSU
U mModification
7 Location
[ Excess and shortage "
i validate
L —
Lock
Detail
= = W S
Informatiorn =]

Operation Walidate Daegroupage is dome.

«=
Fig8

System will indicate that the validation is done

17
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FAST CARGO INTEGRATION (FCI)

Thisoption allowsthe user to load xml files (previously generated from the
carrierssystem into ASYCUDA.

On document library use the following path to open (FCI) document; ASY CUDA - Fast Cargo
Integration — Manifest/Waybill I ntegration:

[H_ Document library e E |
Document View Help

¥ [ ] Fast Cargo Integration

Degroupage Inte
Manife~* —=-*%

E= [ ] Internati

anifestAWayhills Integrz
©= || Hational  Expand an
e [ System ! Collapse All

@ [ system{ Close 7Figl

Note: “Manifest/waybill integration” option in library isfor use by the carrier agents and “Degroupage
Integration” isfor use by consolidator

Click on the Select XML fileto find desired manifest

= Fig2

Lookin: My Docume: nts | = @ ) BE B
[ My Chat Logs [ Snagit

3 My Music [ babs3.xmi

[ My Pictures [) manifest.xmi

1 My Received Files
1 My videos

1 OneNote Notebooks
[ ref for barbara

File Name:

Files of Type: | XML File (.xml} -~

Oopen Cancel Fl g 3

18
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Click on the check icon in the menu bar to check xml fileand then ok in the check done box as

shown in Fig4

Manifest and Wayhills Integration - Manifestvaybills Integration e E

Check Xml File

: ManifestWWaybills Integration

Choose an XML File

W192.168.60.3\shar: i bara.Eloi xml

Manifest Information:

Customs office: DMROS Bills: 1
Voyage number: (=4} 6
Date of departure: 10/02/2009 4
200,000.00
Waybills Summarnys: Check done

Sum of Waybill: 1 =
Check Done: XML valid
Sum of Packag: 6 Ly
Sum of Contai a ==
Sum of Gross Mass: 200,000.00
Fast Cargo Integration F 1 g 4

Note: Manifest information and waybill summary isautomatically imported into document if all datais
correct

Click on the Verify and Save | con asindicated below to complete the process

Manifest and Wayhills Itegration - ManifestWaybils Integration Fi [

A
.n% a Figh

Transaction completed

’ Integration successiul
Wanifest: DMROS fi1 10/02/2009

@a ".'..'.'v

Fig6
A prompt will appear on screen indicating a successful transaction
If thereisan error in theintegration the system will indicate as shown below

Errors |

’ Errors detected, do you want to open the generated PDF file?

«»* K
Fig6
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A PDF filewill open to show error typewhich may be technical (System error) or Functional
(incorrect data input)

Portable Document Format options

‘ Embed Fonts as ‘

=2 &3 Fig7

Click oni® tick to open file

IDF Export 2]

} Export tofile "MWINSERVER Home_Directonfbarbarae'l Documents'yh.pdf done.
Do you want to launch the Acrobat reader?

v X

Fig8
Click on tick!®#* to read error message

Note: Technical errorsshould be referred to the System administrator and Functional errors should be
corrected by the user.

To retrieve a generated manifest, use the Manifest and input the office code, voyage and date of
departure as the search key.

'/ Manifest finder : Find o

} One document found! Please select a document and selectalj}pﬂon from the local menu

Office codeYoyage ... Date of depad... Place of |... Place ofun...Regisﬁ.. Registr.. Carrier Writte...
“ e View

_lr___‘ Modification //

) Direct Register

() Direct Delete

@ Delete Man and BLs

Lock Fi gg

Right click and Select the view option to see generated manifest or direct register toregister manifest
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