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I. ABOUT DOCUMENT 
 

                      1. Document Versioning: 

                       2. Purpose: 

                               This document is prepared to help the users who access the application to enter the new records 

and also to manage the existing records with in the access control configured.  

This helps user to understand the description of the application/business form and how to operate it. 

                       3. Target Audience: 

                                      The following are target audience of this document  

a. Business Users who uses iPortman POS application 

b. User who access the iPortman POS application to learn   

                       4. Disclaimer Clause: 

II. ABBREVIATION 
 

Following Abbreviations are Related to Traffic Non-Container Export Functions 

                                

Sr.No. Abbreviation Description 

1 EGM Export General Manifest 

2 VCN Vessel Call Number 

3 CHA Customs House Agent 

4 PCS Port Community System 

5 
IEC 

Import Export Code 

6 
EDI Electronic Data 

Interchange 

7 

CARGO TYPE   

I.                     C Containerized 

II.                   P Packaged 

III.                 LB Liquid Bulk 

IV.                DB Dry Bulk 

V.                  CP 

Part of the consignment is 
containerized and 

remaining is packaged but 
not containerized 
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8 

Item Type Code   

I.                     GC Govt Cargo 

II.                   OT Other Cargo 

III.                 UB Unaccompanied Cargo 

9 HSS  High Sea Sales 

10 IEC Code  Importer & Exporter Code 

11 UNO Code   

12 IMCO Code   

13 

Message Type   

I.                     F Fresh  

II.                   S Supplementary 

III.                 D Delete 

IV.                A Amendment 

14 UOM CODE 
Unit Of Measurement 

Code 

15 ETA Estimated Time of Arrival 

16 ETD 
Estimated Time of 

Departure 

17 RFID 
Radio Frequency 

Identification 

18 BTT Back to Town 
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III. ERROR MESSAGES CODES AND DESCRIPTION:- 
               

# Error Code  Full Name / Description  Steps to Solve / Who to contact 

    

    

 

 

IV. SYMBOLS AND ICONS 
                                           

# Symbol / Icon Purpose / Usage   

1 
 

Based on user login and Site ID set for user, Port Name will reflect in header screen after successfully 
login.  
.ŀǎŜŘ ƻƴ ΨtƻǊǘ bŀƳŜΩ ǎƘƻǿƴ ǳǎŜǊ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ access the assigned functions pertaining to the 
respective port only.  

2 

 

Notification Bell it will alert user for pending action items 

3 

 

 

4 

 

 This icon is for user profile, from where user can access following items. 
 

1. USER PROFILE AS SET BY THE ADMINISTRATOR 
 

2. PROFILE SETTINGS 
 

3. LIST OF FAVOURITIRES ITEMS 
 

4. LOGOUT BUTTON 

5 

 

Menu List 

6 

 

Functions search option 

7 

 

To open new form 

8 

 

Save the form 



 

ENVISION ENTERPRISE SOLUTIONS PVT LTD  Doc Reference No: 

 User Manual for iPortman POS Application 
 

TMP/UMG/V.1.0  

 

13 
Copy Right @ Envision Enterprise Solutions Pvt. Ltd. 

 

9 
 

Cancel the form 

10 

 

Extension  

11 
 

Sending for approval 

12 
 

List Data (Used for Navigation to already Existing saved or approved records) 

13 
 

This is used to clear the filter 

14 
 

Advanced search option inside function 

15 

 

This icon is to add multiple line items 

16 

 

This icon is to save the each line item 

17 
 

This button is used for going to Next screen within the function 

18 
 

This button is to go back to previous screen within the function 

19 
 

This icon is to expand the line item 

20 
 

This icon is to Collapse the section within the function/page 

21 
 

This icon is to expand the particular section within the function/page 

22 
 

¢Ƙƛǎ ƛŎƻƴ ƛǎ ǳǎŜ ŦƻǊ ƎƻƛƴƎ ǘƻ ǘƘŜ ƭŀǘŜǎǘ Řŀǘŀ ƛƴ Ψ[ƛǎǘ 5ŀǘŀΩ 

23 
 

This icon is ǳǎŜ ŦƻǊ ƎƻƛƴƎ ǘƻ ǘƘŜ ǇǊŜǾƛƻǳǎ Řŀǘŀ ƛƴ Ψ[ƛǎǘ 5ŀǘŀΩ 

24 

 

This is popup icon displayed only once data is saved successfully 

25 

 

This icon is for sending the data for approval to the authorized person 

26 

 

This is popup icon displayed once user is ready to send the data for approval 

27 
 

This is popup icon will appear once data is successfully sent for approval 
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28 
 

This icon is to approve the data after verification 

29 

 

This icon will show to approver as soon as approver is intends to Accept or Decline the 
request 

30 
 
¢Ƙƛǎ ƛǎ ǇƻǇǳǇ ƛŎƻƴ ƛǘ ǿƛƭƭ ŀǇǇŜŀǊ ƻƴŎŜ ŀǇǇǊƻǾŜǊ Ƙŀǎ Ψ!ŎŎŜǇǘŜŘΩ ǘƘŜ ŀǇǇǊƻǾŀƭ ǊŜǉǳŜǎǘ 

31 
 

This is popup icƻƴ ƛǘ ǿƛƭƭ ŀǇǇŜŀǊ ƻƴŎŜ ŀǇǇǊƻǾŜǊ Ƙŀǎ Ψ5ŜŎƭƛƴŜΩ ǘƘŜ ǊŜǉǳŜǎǘ ŦǊƻƳ ǳǎŜǊ 

 

 

 

V. BUSINESS FLOW DIAGRAM FOR TRAFFIC NON-CONTAINER EXPORT 
 

Following business flow diagram is for Traffic Non-container Export Cargo. 
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VI. BUSINESS PROCESS FOR TRAFFIC NON-CONTAINER EXPORT 
 

1. Business Function Name:  Storage Request  

1.1. Definition  
                                                               Importer /Exporter/Steamer Agent/Stevedore or any other party provides 

necessary details and documents and applies for Plot registration in iPortman® Portal. He has to submit mandatory 

ŘƻŎǳƳŜƴǘǎ ƛƴŎƭǳŘŜ ά/ŜǊǘƛŦƛŎŀǘƛƻƴ ƻŦ wŜƎƛǎǘǊŀǘƛƻƴέ ŀƴŘ άL9/ /ƻŘŜέΦ wŜƎƛǎǘǊŀǘƛƻƴ bƻ ƛǎ ƛǎǎǳŜŘ ōȅ άaƛƴƛǎǘǊȅ ƻŦ ŎƻƳǇŀƴȅ 

!ŦŦŀƛǊǎέ ƛƴ ǎǳǇǇƻǊǘ ƻŦ wŜƎƛǎǘǊŀǘƛƻƴ ƻŦ ǘƘŜ /ƻƳǇŀƴȅΦ L9/ /ƻŘŜ ƛǎ ƛǎǎǳŜŘ ōȅ ά5ƛǊŜŎǘƻǊ DŜƴŜǊŀƭ ƻŦ CƻǊŜƛƎƴ ¢ǊŀŘŜέΦ 

Concerned Authority from Port verifies the provided details of the company and provide registration to the Importer 

/Exporter/Steamer Agent/Stevedore or any other party in iPortman® Application. Importer /Exporter/Steamer 

Agent/Stevedore or any other party can apply Plot request for Fresh Allotment, Extension & Plot Handover or 

Surrender. 

 

1.2. SRS Reference: 
                                              SRS Version 1.7:- Storage Request-(POS-TRA-NCT-013) 

1.3. Navigation : 

                               FOLLOWING NAVIGATION PATH IS MENTIONED FROM MENU   SELECTION TO VIEW THE LIST ITEM AND ADD 

NEW RECORDS. 
 
Menu Path aŜƴǳ .ŀǊ ҦDŜƴŜǊŀƭ /ŀǊƎƻҦ Request Ҧ Storage RequestҦ  Click on Add New 

USER CAN ALSO SEARCH THE FUNCTION IN SEARCH AREA  AVAILABLE IN THE HEADER SECTION LEFT SIDE WITH FUNCTION NAME 

1.4. Prerequisites  ɀ Masters : 
 

1. Operation type 

2. Company  

3. Company Type 

 

1.5. Screenshot 
  
Following screenshot from Storage Request 
 

Step 1- Click on Add new button  and Select EXPORT as Ops. Type Code. We will redirect to screen like below. 
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User Interface Image 1-Storage Request-11.5.1  

 

Step 2: -Enter the data in all the fields, Mandatory fields are compulsory which have asterisk mark (*).Enter the valid data or 

information into the fields. 

Step 3: Click  button from Top Menu Bar to save Storage Request form record. Once it is saved Line item Details will be 
activated to add cargo details. 

                                    
Step 4: Once Storage Request Details are saved, Lines item Details will be activated as below to add cargo details as shown in 

below screen.  

 

User Interface Image 2-Line Item-11.5.2 
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Click on  to begin with data entry

 

User Interface Image 3-Line Item-11.5.3 

Step 5: Once data is filled in Line item Details, click on save button  and click on  if need to add multiple 

wƻǿΩǎ ƻǊ ŜƭǎŜ ŎƭƛŎƪ ƻƴ  button. 

Step 6: hƴŎŜ ǊŜŎƻǊŘ ƛǎ ǎŀǾŜŘ ŘƻŎǳƳŜƴǘǎ ǎǘŀǘǳǎ ǿƛƭƭ ōŜ ŀǎ Ψ5ǊŀŦǘΩ ŀƴŘ click on  to send the document for approval. 

                                                                  

Step 7: Once workflow initiated it will be sent for approval, and approver ǿƛƭƭ ǎŜŜ ŦƻƭƭƻǿƛƴƎ ƻǇǘƛƻƴ ŜƛǘƘŜǊ ǘƻ Ψ!ŎŎŜǇǘΩ ƻǊ Ψ5ŜŎƭƛƴŜΩ 

with reason.  

                                                                   

  

Step 8: Once user accept the request following status will be shown on screen and document status will be changed as 

Ψ!ttwh±95ΩΦ ²ƘƛŎƘ Ŏŀƴ ōŜ ǎŜŜƴ ŦǊƻƳ   
 

                                                       
 

1.6. Field information  
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Field Name Mandatory Fill Type 

Application No. No Text Box 

Allotment No. No Text Box 

Transit/Storage* Yes Drop Down 

Operation Type* Yes Drop Down 

RequestingParty*  Yes LOV 

Contact Person* Yes Text Box 

Contact No.* Yes Text Box 

Address No Text Box 

VCN 
Import: Yes 
Export: No 

LOV 

IMO No. No Text Box 

Vessel Name No Text Box 

ETA No Calendar 

ATA No Calendar 

 
IE Code* 

Yes LOV 

IE Name No Text Box 

Quantity Yes Text Box 

UOM No Text Box 

Expected Date of Cargo 
Dispatch 

No Calendar 

Mode of Despatch/Receipt 
 
No 

Dropdown 

Current Outstanding Yes Text Box 

Cargo Handled Prev FY Yes Text Box 

Cargo Handled Current FY Yes Text Box 

Cargo Project Crrent FY Yes Text Box 

Plot Type Yes LOV 

Plot Name Yes Popup 

Area Required Yes Text Box 

Required No.of Days Yes Text Box 

From Date Yes Calendar 

To Date Yes Calendar 

From Mark Yes Text Box 

To Mark No Text Box 

Required No.of Bays No Text Box 

 

 

2. Business Function Name: Storage Allotment  
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2.1. Definition  
                                            Upon request of Storage Request from Importer /Steamer Agent/Stevedore or any 

other party provides necessary details and documents with Storage request registration in iPortman® Portal.  
Considering the storage request port officials will confirm the storage Allotment based on availability.  
 

2.2. SRS Reference 
                                   

SRS Version 1.7:- Ω{ǘƻǊŀƎŜ !ǊŜŀ !ƭƭƻǘƳŜƴǘ Request--POS-TRA-NCT-лмоΩ 

2.3. Navigation  

FOLLOWING NAVIGATION PATH IS MENTIONED FROM MENU   SELECTION TO VIEW THE LIST ITEM AND ADD NEW RECORDS. 
 

Menu Path aŜƴǳ .ŀǊ ҦDŜƴŜǊŀƭ /ŀǊƎƻҦ Recordings Ҧ Storage AllotmentҦ  Click on Add New 

USER CAN ALSO SEARCH THE FUNCTION IN SEARCH AREA  AVAILABLE IN THE HEADER SECTION LEFT SIDE WITH FUNCTION NAME 

2.4. Prerequisites  ɀ Masters 
 

1. Operation type 
2. Company  
3. Company Type 

 

2.5. Screenshot : 
               Following screenshot from Storage Allotment 
 

Step 1- Click on Add new button . We will redirect to screen like below. 
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User Interface Image 4-Storage Allotment-12.5.1  

Step 2: -Enter the data in all the fields, Mandatory fields are compulsory which have asterisk mark (*).Enter the valid data or 

information into the fields. 

Step 3: Click  button from Top Menu Bar to save Storage Allotment form record. Once it is saved Allotment Details will be 
activated to add Allotment details. 

                                    
Step 4: Once Storage Allotment Details are saved, Allotment Details will be activated as below to add Allotment details as shown 

in below screen.  

 

User Interface Image 5-Allotment Details-12.5.2  

Click on  to begin with data entry 
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User Interface Image 6-Allotment Details-12.5.3 

Step 5: Once data is filled in Allotment Details, click on save button  and click on  if need to add multiple 

wƻǿΩǎ ƻǊ ŜƭǎŜ ŎƭƛŎƪ ƻƴ  button. 

Step 6: hƴŎŜ ǊŜŎƻǊŘ ƛǎ ǎŀǾŜŘ ŘƻŎǳƳŜƴǘǎ ǎǘŀǘǳǎ ǿƛƭƭ ōŜ ŀǎ Ψ5ǊŀŦǘΩ ŀƴŘ click on  to send the document for approval. 

                                                                  

Step 7: Once workflow initiated it will be sent for approval, and approver ǿƛƭƭ ǎŜŜ ŦƻƭƭƻǿƛƴƎ ƻǇǘƛƻƴ ŜƛǘƘŜǊ ǘƻ Ψ!ŎŎŜǇǘΩ ƻǊ Ψ5ŜŎƭƛƴŜΩ 

with reason.  

                                              

Step 8: Once user accept the request following status will be shown on screen and document status will be changed as 

Ψ!ttwh±95ΩΦ ²ƘƛŎƘ Ŏŀƴ ōŜ ǎŜŜƴ ŦǊƻƳ   
 

                                                       
 

2.6. Field information  
                                         

Field Name Mandatory Fill Type 
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Application No.* Yes LOV 

Transit/Storage No Text Box 

Operation Type No Text Box 

RequestingParty No Text Box 

Contact Person No Text Box 

Contact No. No Text Box 

Address No Text Box 

VCN No Text Box 

IMO No. No Text Box 

Vessel Name No Text Box 

ETA No Text Box 

ATA No Text Box 

Cargo Code Yes Text Box 

Cargo  Name Yes Text Box 

Quantity Yes Text Box 

UOM No Text Box 

Expected Date of Cargo 
Despatch 

No Text Box 

Mode of Despatch Yes Text Box 

IE Code Yes for 
Transit 

Text Box 

Registration No. Yes for 
Transit 

Text Box 

Current Outstanding Yes for 
Transit 

Text Box 

Cargo Handled Prev F.Y Yes for 
Transit 

Text Box 

Cargo Handled Current F.Y Yes for 
Transit 

Text Box 

Cargo Project Creent FY Yes for 
Transit 

Text Box 

Plot Name No Text Box 

Plot Type Yes for 
Transit 

Text Box 

Area Required Yes Text Box 

Required No.of Days Yes Text Box 

From Date Yes Calendar 

To Date Yes Calendar 

Alloted Plot Type* Yes Text Box 

Alloted Plot Name* Yes Popup 

Alloted Area * Yes Textbox 

Alloted No.of Days* Yes Textbox 

Alloted From Date* Yes Textbox 

Alloted To Date* Yes Calendar 

Allotted From Mark  Yes Calendar 

Allotted To Mark  No Textbox 

Allotted No.of Bays  No Textbox 
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Allotment No.* No Textbox 

Plot Heap Code No Textbox 

 

3. Business Function Nam e: Allotment of Rotation Number  

3.1. Definition:   
                                 

Allotment of Rotation is form Which is Mandatory for Export. Allotment of Rotation Number is Given by 
Customs in icegate. iPortman application receives these messages through PCS. 
 

3.2. SRS Reference: 
 

3.3. Navigation  

FOLLOWING NAVIGATION PATH IS MENTIONED FROM MENU   SELECTION TO VIEW THE LIST ITEM AND ADD NEW RECORDS. 
 
Menu Path aŜƴǳ .ŀǊ ҦDŜƴŜǊŀƭ /ŀǊƎƻ Ҧ Export DocumentationҦ Allotment of Rotation NoҦ Click on Add New 

USER CAN ALSO SEARCH THE FUNCTION IN SEARCH AREA  AVAILABLE IN THE HEADER SECTION LEFT SIDE WITH FUNCTION NAME 

3.4. Prerequisites  ɀ Masters 
 

 

3.5. Screenshot 
 
Following screenshot from Allotment of Rotation Number 
 

Step 1- Click on Add new button . We will redirect to screen like below. 

 

User Interface Image 7- Allotment of Rotation Number 1.5.1 
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Step 2- Enter the data in all the fields, Mandatory fields are compulsory which have asterisk mark (*).Enter the valid data or 

information into the fields. 

Step 3: Click  button from Top Menu Bar to save Allotment of Rotation Number form record. 

                                                                                        

Step 4: hƴŎŜ ǊŜŎƻǊŘ ƛǎ ǎŀǾŜŘ ŘƻŎǳƳŜƴǘǎ ǎǘŀǘǳǎ ǿƛƭƭ ōŜ ŀǎ Ψ5ǊŀŦǘΩ ŀƴŘ click on  to send the document for approval. 

                                                                  

Step 5: Once workflow initiated it will be sent for approval, and approver ǿƛƭƭ ǎŜŜ ŦƻƭƭƻǿƛƴƎ ƻǇǘƛƻƴ ŜƛǘƘŜǊ ǘƻ Ψ!ŎŎŜǇǘΩ ƻǊ Ψ5ŜŎƭƛƴŜΩ 

with reason. 

                                                                 

 
Step 6: Once user accept the request following status will be shown on screen and document status will be changed as 

Ψ!ttwh±95ΩΦ ²ƘƛŎƘ Ŏŀƴ ōŜ ǎŜŜƴ ŦǊƻƳ   
 

                                                       
 

3.6. Field information :- 
                                        

Field  Mandatory  
Fill 
Type 

MessageType Yes  Text Box 

Site ID Yes  LOV 

IMO No Yes  LOV 

Call Sign Yes  Text Box 

Voyage No Yes  Text Box 

VCN NO No Text Box 

IGM No Yes  Text Box 

IGM Date Yes  Calendar 

Shipping Line Code No LOV 

Shipping Agent 
Code 

Yes  LOV 

Rotation No Yes  Text Box 

Rotation Date Yes  Calendar 

Approved Status No Text Box 
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4. Business Function Name: Cancellation of Rotation Number  

4.1. Definition:  
                                     This Function is used for Cancellation of Rotation Number Which has been Allotted Earlier.  

It is also processed in icegate, iPortman receives these messages through PCS. 

 

4.2. SRS Reference 
 

4.3. Navigation  

FOLLOWING NAVIGATION PATH IS MENTIONED FROM MENU   SELECTION TO VIEW THE LIST ITEM AND ADD NEW RECORDS. 

 
Menu Path aŜƴǳ .ŀǊ ҦDŜƴŜǊŀƭ /ŀǊƎƻ Ҧ Export DocumentationҦ Cancellation of Rotation NoҦ Click on Add New 

USER CAN ALSO SEARCH THE FUNCTION IN SEARCH AREA  AVAILABLE IN THE HEADER SECTION LEFT SIDE WITH FUNCTION NAME 

4.4. Prerequisites  ɀ Masters 
 

4.5. Screenshot 
 

Following screenshot from Cancellation of Rotation Number 

Step 1- Click on Add new button . We will redirect to screen like below. 

 

User Interface Image 8- Cancellation of Rotation Number 2.5.1  

Step 2- Enter the data in all the fields, Mandatory fields are compulsory which have asterisk mark (*).Enter the valid data or 

information into the fields. 
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Step 3: Click  button from Top Menu Bar to save Cancellation of Rotation Number form record. 

                                                                                        

Step 4: hƴŎŜ ǊŜŎƻǊŘ ƛǎ ǎŀǾŜŘ ŘƻŎǳƳŜƴǘǎ ǎǘŀǘǳǎ ǿƛƭƭ ōŜ ŀǎ Ψ5ǊŀŦǘΩ ŀƴŘ click on  to send the document for approval. 

                                                                  

Step 5: Once workflow initiated it will be sent for approval, and approver ǿƛƭƭ ǎŜŜ ŦƻƭƭƻǿƛƴƎ ƻǇǘƛƻƴ ŜƛǘƘŜǊ ǘƻ Ψ!ŎŎŜǇǘΩ ƻǊ Ψ5ŜŎƭƛƴŜΩ 

with reason.  

                                         
 

Step 6: Once user accept the request following status will be shown on screen and document status will be changed as 

Ψ!ttwh±95ΩΦ ²ƘƛŎƘ Ŏŀƴ ōŜ ǎŜŜƴ ŦǊƻƳ   
 

                                                       
 

2.6.Field information : 
                                            

Field Mandatory Fill Type 

MessageType Yes Text Box 

Site ID Yes Pop UP 

Rotation No Yes Text Box 

Rotation Date Yes Calender 

Reason for Cancellation 
Code Yes 

Dropdown 

  

5. Business Function Name: VCN LINK 
 

5.1. Definition  
                                             This function is used to Link the approved VCN with the Rotation No for the further Export 

Process. User can select the VCN of his Vessel from the list Which is approved and he can enter the Rotation number 

allotted for the Vessel. 

5.2. SRS Reference 
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5.3. Navigati on 

      FOLLOWING NAVIGATION PATH IS MENTIONED FROM MENU   SELECTION TO VIEW THE LIST ITEM AND ADD NEW RECORDS. 

 
Menu Path aŜƴǳ .ŀǊ ҦDŜƴŜǊŀƭ /ŀǊƎƻ Ҧ Others Ҧ VCN LinkҦ Click on Add New 

USER CAN ALSO SEARCH THE FUNCTION IN SEARCH AREA  AVAILABLE IN THE HEADER SECTION LEFT SIDE WITH FUNCTION NAME 

5.4. Prerequisites  ɀ Masters 
 

5.5. Screenshot 
 

        Following screenshot from Cancellation of Rotation Number 

Step 1- Click on Add new button . We will redirect to screen like below. 

 

User Interface Image 9ς VCN Link 3.5.1 

Step 2- Enter the data in all the fields, Mandatory fields are compulsory which have asterisk mark (*).Enter the valid data or 

information into the fields. 

Step 3: Click  button from Top Menu Bar to save VCN Link form record. 

                                                                                        

Step 4: Once record iǎ ǎŀǾŜŘ ŘƻŎǳƳŜƴǘǎ ǎǘŀǘǳǎ ǿƛƭƭ ōŜ ŀǎ Ψ5ǊŀŦǘΩ ŀƴŘ click on  to send the document for approval. 
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Step 5: Once workflow initiated it will be sent for approval, and approver will see following oǇǘƛƻƴ ŜƛǘƘŜǊ ǘƻ Ψ!ŎŎŜǇǘΩ ƻǊ Ψ5ŜŎƭƛƴŜΩ 

with reason.  

                                                     

Step 6: Once user accept the request following status will be shown on screen and document status will be changed as 

Ψ!ttwh±95ΩΦ ²ƘƛŎƘ Ŏŀƴ ōŜ ǎŜŜƴ ŦǊƻm   
 

                                                       
 

5.6. Field information  
                                             

Field Mandatory Fill Type 

VCN No Yes Popup 

IMO No No Text Box 

Rotation No Yes Popup 

Rotation Date No Calendar 

IGM No Yes Popup 

IGM Date No Calendar 

 

                                                          

 

6. Business Function Name: Carting Permission  
 

       4.1 Definition  
                          Carting Permission to be obtained by the exporter or CHA from Port authorities to move and 

store the cargo inside the port premises for export of the cargo. Exporter/CHA submits Carting permission through 

PCS / Portal same information is updated in iPortman® Application for review and Approval. 

Consignee/consignor/handling agent will get the cargo permission before arrival of the rake into the port.  

                                          

      4.2. SRS Reference 
 

 SRS Version 1.7:-Carting Permission-POS-TRA-NCT-014 
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      4.3.Navigation  

                              FOLLOWING NAVIGATION PATH IS MENTIONED FROM MENU   SELECTION TO VIEW THE LIST ITEM AND ADD 

NEW RECORDS. 
 
Menu Path aŜƴǳ .ŀǊ ҦDŜƴŜǊŀƭ /ŀǊƎƻ Ҧ RequestҦ Carting PermissionҦ Click on Add New 

USER CAN ALSO SEARCH THE FUNCTION IN SEARCH AREA  AVAILABLE IN THE HEADER SECTION LEFT SIDE WITH FUNCTION NAM                    

      4.4Prerequisites  ɀ Masters 
 

1. Exporter  

2. CHA  

3. Reference Document Type 

4. Cargo Code 

5. Port  

6. Berth 

7. Gate 

4.5. Screenshot 
 

       Following screenshot from Carting Permission 
 

Step 1- Click on Add new button . We will redirect to screen like below. 

 

User Interface Image 10ς Carting Permission 4.5.1 
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Step 2: -Enter the data in all the fields, Mandatory fields are compulsory which have asterisk mark (*).Enter the valid data or 

information into the fields. 

Step 3: Click  button from Top Menu Bar to save Carting Permission form record. Once it is saved Cargo Details will be 
activated to add cargo details. 

                                    
Step 4: Once Caring Request Details are saved, Cargo Details will be activated as below to add cargo details as shown in below 

screen.  

 

User Interface Image 11ς Carting Permission (Cargo Lines) 4.5.2 

Click on  to begin with data entry 

 

User Interface Image 12- Carting Permission (Line Cargo Details) 4.5.3 

Step 5: Once data is filled in Cargo Details, click on save button  and click on  if need to add multiple 

wƻǿΩǎ ƻǊ ŜƭǎŜ ŎƭƛŎƪ ƻƴ  button. 

Step 6: Once record is saveŘ ŘƻŎǳƳŜƴǘǎ ǎǘŀǘǳǎ ǿƛƭƭ ōŜ ŀǎ Ψ5ǊŀŦǘΩ ŀƴŘ click on  to send the document for approval. 
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Step 7: Once workflow initiated it will be sent for approval, and approver will see following option ŜƛǘƘŜǊ ǘƻ Ψ!ŎŎŜǇǘΩ ƻǊ Ψ5ŜŎƭƛƴŜΩ 

with reason.  

                                

Step 8: Once user accept the request following status will be shown on screen and document status will be changed as 

Ψ!ttwh±95ΩΦ ²ƘƛŎƘ Ŏŀƴ ōŜ ǎŜŜƴ ŦǊƻm   
 

                                                       
 

       4.6.Field information :- 
                              

Field Mandatory Fill Type 

Carting Type Yes Dropdown 

VCN No LOV 

Vessel Name No Text Box 

Exporter Code Yes LOV 

CHA Code Yes LOV 

Shipping Agent Code No LOV 

Transhipment Port No LOV 

Port of Destination Yes LOV 

Date on Which Carting is Required Yes Calendar 

Carting Upto Date (Permission) Yes Calendar 

Shipping Bill No No LOV 

Shipping Bill Date No Calendar 

No.of 20 Feet Container No Text Box 

No.of 40 Feet Container No Text Box 

No.of  Other Container No Text Box 

Mode of Transport Yes Dropdown 

Truck Number/Barge Number/Rake 
Number 

No Text Box 

Rotation no No LOV 

Type of Cargo Yes Dropdown 

Item No Yes LOV 

Cargo Description Yes Text Box 

Weight in Tons Yes Text Box 

Plot Allotment No. Yes Popup 

Yard Location / CFS Yes LOV 
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7. Business Function Name: Truck Entry Permit  

7.1. Definition  
 

                            Truck Permit to be obtained against carting permission in order to intimate gate Official and Location/Shed 

officials about arrival of trucks. Truck Permit is generated by CHA using portal and list of Truck Permits is available in iPortman® 

at Gate office and location/Shed office. 

 

7.2. SRS Reference 
 

                                   SRS Version 1.7:-Truck Entry Permit-POS-TRA-NCT-015 

7.3. Navigation  

                          FOLLOWING NAVIGATION PATH IS MENTIONED FROM MENU   SELECTION TO VIEW THE LIST ITEM AND ADD NEW 

RECORDS. 
 
Menu Path aŜƴǳ .ŀǊ ҦDŀǘŜ hǇŜǊŀǘƛƻƴǎ Ҧ Truck Entry Permit Ҧ Click on Add New 

USER CAN ALSO SEARCH THE FUNCTION IN SEARCH AREA  AVAILABLE IN THE HEADER SECTION LEFT SIDE WITH FUNCTION NAME 

7.4. Prerequisites  ɀ Masters : 
 

1. Transporter  

2. Pass Type 

3. Entry Type 

4. Exporter  

5. Consignee  

6. Plot/Wharf No. 

7. Weighbridge No 

8. Gate No. 

9. Vehicle Type 

10. Driver  

11. Gate 

 

7.5. Screenshot: 
    
Following screenshot from Truck Entry Permit 
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Step 1- Click on Add new button ŀƴŘ {ŜƭŜŎǘ ά9·thw¢έ ŀǎ !ǇǇƭƛŎŀǘƛƻƴ ¢ȅǇŜ. We will redirect to screen like below. 

 

User Interface Image 13-Truck Entry Permit-5.5.1  

Step 2: -Enter the data in all the fields, Mandatory fields are compulsory which have asterisk mark (*).Enter the valid data or 

information into the fields. 

Step 3: Click  button from Top Menu Bar to save Truck Entry Permit form record. Once it is saved Cargo Details will be 
activated to add cargo details. 

                                    
Step 4: Once Truck Entry Permit Details are saved, Cargo Lines will be activated as below to add cargo details as shown in below 

screen.  

 

User Interface Image 14-Cargo Details-5.5.2  

Click on  to begin with data entry 
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User Interface Image 15-Cargo Details-5.5.3  

Step 5: Once data is filled in Cargo Details, click on save button  and click on  if need to add multiple 

wƻǿΩǎ ƻǊ ŜƭǎŜ ŎƭƛŎƪ ƻƴ  button. 

                                                                                  

Step 6: Once Cargo Details are saved, Vehicle Details will be activated as below to add Vehicle details as shown in below screen.  

 

User Interface Image 16 -Vehicle Details-5.5.4  

 

Click on  to begin with data entry 












































































































































