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INTRODUCTION

Chapter 1: How to Use This Manual

Introduction

Welcome to the Magaya Cargo System Operations User Manual.

This manual is designed to teach you how to perform operations procedures in
the Magaya Cargo System.

Magaya Cargo System software program was designed for logistics providers,
freight forwarders, N.V.0.C.C.’s, consolidators, forwarding agents, couriers,
warehouse providers and others in the logistics industry.
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How this Manual is Organized

This operations manual is designed to be task oriented. You can skip to any
topic you need and get step-by-step procedures for all the operations tasks
performed in the Magaya Explorer. This manual is organized into the following
sections and topics:

Section 1 explains the installation and initial configuration of Magaya
software. There are instructions for entering your company information
into the accounting wizard and setting employee permissions. These steps
are intended for a systems administrator or other Information Tech-
nology (IT) person. Learn how to navigate in the Magaya Explorer user
interface with the buttons on the toolbars, how to use the screens, menus,
and folders so you can perform all the tasks related to operations, ware-
housing, and deliveries. There is also an overview of the logistics industry.

Section 2 explains cargo-related procedures. It shows you how to set up
your warehouse locations in Magaya Explorer, to bring merchandise and
cargo into the warehouse, to create a Pickup Order and a Warehouse
Receipt, to process shipments from the warehouse, to create a Cargo
Release, find commodities and cargo in Magaya Explorer, to create
commodities reports, and more.




CHAPTER 1: How TO USE THIS MANUAL
ABOUT MAGAYA SOFTWARE

. Section 3 explains shipping procedures. It provides step-by-step proce-
dures for creating Quotations, Bookings, and Shipments.

A forthcoming manual explains accounting procedures, communications
features, and more.

About Magaya Software

Magaya software uses a database server to store and save all your company
information. The software uses a communication server to allow your
customers who you have granted access to the system to view their transactions.
You can also communicate with other companies who are using Magaya soft-
ware, and you can access your data remotely. The operations and accounting
functions are integrated in the software.

Magaya offers four different software products:

. Magaya Cargo System

e  Magaya Warehouse Management System (WMYS)
. Magaya Supply Chain Solution

. Magaya Commerce System

Magaya also offers plug-ins:

. Magaya LiveTrack

e  Magaya OnTheGo

e Magaya WMS Mobile

. Magaya Transaction Tracking

«  Magaya AMS (Automated Manifest System)

e Magaya AES (Automated Export System) for filing SED (Shipping Export
Declaration — now called “EEI”)

. Magaya API
. Magaya INTTRA
. Magaya VIN Decoder

Use of the Magaya software (the "Software") and its documentation are
governed by the terms set forth in your license.

Copyright © 2009 by Magaya Corporation. All rights reserved.
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Chapter 2: Introduction to Logistics

Supply Chain Overview

A supply chain is a network of providers of merchandise, from the raw materials
suppliers to the final consumer. The supply chain consists of several entities
such as logistics service providers, manufacturers, transporters, storage facili-
ties, wholesalers and retail stores. Let's look at the whole supply chain and see
the place of logistics in the chain (item 4 below).

The components of the supply chain can be divided into the following parts:

1)

2)

3)

4)

Plan: Establish a plan for the whole supply chain. Planning and managing
the supply chain requires managing the business rules, supply chain
performance, data collection, inventory, capital assets, transportation,
planning configuration, regulatory requirements and compliance, and
supply chain risk.

Source: This part of the process focuses on managing the source of
supplies. The sources include stock (inventory), goods to be made to order
(per specs), and goods to be engineered to order. Identify and select
sources of supplies. The Source part of the supply chain must manage
inventory, capital assets, incoming product, supplier network,
import/export requirements, supplier agreements, and supply chain
source risk.

Make = Manufacture: This part of the supply chain focuses on the manu-
facturing of the goods from the supplies (make to stock, make to order,
and engineer to order). The manufacturer must schedule production
activities, issue product, produce and test, package, stage product, and
release product to be delivered.

Deliver = Logistics: Logistics ensures economical and efficient movement
of the goods and activities of all the suppliers involved in transporting,
warehousing and distributing goods. A logistics analysis provides visi-
bility into your supply chain. It will evaluate issues such as if there are
enough warehouses in the right locations for cost-efficient shipment and
receipt of goods, what information systems and technology is best to use,
when to provide services in-house and when to outsource, etc. The role of
a logistics service provider is to handle customer inquiries about carriers,
schedule pick-ups, create quotations, and manage warehouse processes (if
needed) and all the information, transportation, and the finished product
inventories.

11
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LOGISTICS BUSINESS OVERVIEW

5)  Returns: This part of the process manages the return of defective supplies
to the source, return of excess product, etc. This part of the supply chain
is also called reverse logistics.

NOTE: Part of the above text was drawn from supply-chain.org.

A failure in any part of the supply chain will affect the entire process of getting
goods from origin to destination. The following illustration provides an over-
view of the supply chain, including the entities (or providers) involved and the
links between each:

% : ; Delivery !_3 Delivery =
Manufacturer Warehouse Store

Logistics Business Overview

The term “logistics” encompasses the whole industry of moving and storing
goods.The term originated with the military and how they procured and moved
supplies, troops, equipment, food, etc. as the army moved from place to place.
Logistics integrates the transportation, inventory, warehousing, material
handling, and packaging of goods.

NOTE: Having a good logistics strategy in place ensures economical and efficient
movement of the goods and activities of all the suppliers involved.

The logistics process begins with a seller of goods. The seller may manufacture
the goods and have their own warehouse, distribution center, and transporta-
tion. If they do not have all these capabilities, they will contract with other
companies for these services so the seller can get their goods from the point of
origin to buyers at the destination. The other companies the seller can contract
with include:

. Carriers: Carriers transport goods by cargo ship, air, trucks or railroad.
The choice of transportation type depends on factors such as if the goods
need to be shipped domestically or exported internationally. There are
common carriers (available for hire) and private carriers.

. Distribution Centers: A Distribution Center (D.C.) is a warehouse for
storing large quantities of goods. A DC could be a specialized building for
refrigerated goods or an air conditioned warehouse. Goods are sent to a
DC from a port. Sometimes goods may need to be de-consolidated from
the shipping container before delivery to a DC. Once the goods arrive at

12
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the DC, warehouse receipts are made and goods are palletized and put
away in assigned zones.

. Logistics Service Providers are freight forwarders, NVOCCs, or
third-party logistics (3PL) service providers. A logistics service provider
deals with carriers and others to make the transportation arrangements
for the seller (or a buyer). Arrangements include procuring price quotes
for shipments and making the reservations; they create a Bill of Lading
that lists the goods shipped, the destination, etc. They handle all the docu-
mentation needed for international shipping and U.S. Customs. They may
also have a warehouse and/or distribution center and offer these services.

Logistics Service Provider Operations

The role of the logistics provider (for example a freight forwarder or NVOCC)
is to handle all the delivery processes for their customers, from point of origin
to destination. A logistics provider has a sales department, accounting depart-
ment, and staff who handle all the related operations or traffic department.

Creating a Quotation

Thelogistics provider’s sales department makes sales calls and takes orders from
customers. They provide customers with a quotation of the price of the freight
charges based on the quantity to be shipped, the distance, weight, volume,
whether the goods will be shipped via air or sea, etc. They book the shipment by
checking schedules, looking at what they already have booked, what they have
going out on carriers and if there is enough room left in a container to enable
them to consolidate the customer’s shipment with other customer’s shipments
in the same container, heading to the same destination. The logistics provider
may also provide insurance for the goods.

13
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Pickup Orders, Warehouse Receipts, and Delivery Orders

When the customer agrees on the quotation price, the traffic department creates
a pickup order. The logistics provider will pick up the customer’s goods and
bring them either to the port for immediate delivery or to the logistics provider’s
warehouse for later delivery. The logistics provider may have their own
in-house trucking department for pickup, or they may outsource the trucking.
The customer may bring the goods to the warehouse themselves. If there are
multiple customers shipping goods to the same destination, the logistics
provider will consolidate the goods into one container or air shipment to reduce
shipping costs.

The logistics provider creates a warehouse receipt for the customer that serves
as proof of receipt at the warehouse. When the goods are shipped to the port,
the logistics provider issues a Delivery Order, whether the delivery is handled in
house or outsourced. Warehouse processes are covered in section 6 of this
training document.

Documentation

As part of its operations, the logistics provider creates the following mandatory
documents:

«  ABill of Lading (Master and House versions)
o A Cargo Manifest

14
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DOCUMENTATION

The Master Bill of Lading is a contract between a carrier and a logistics provider
(or customer) that contains a list of all the goods shipped. In the case of ocean
transportation, the logistics provider creates it and sends it to the carrier who
verifies it, assigns a Bill of Lading number to it, and returns it to the logistics
provider.

The House Bill of Lading is sent from the logistics provider to the customer, and
it lists the goods for that customer only. Each Bill of Lading will list marks and
numbers (container and seal numbers), number of packages, a description of
items shipped, routing information and more.

On the Master Bill of Lading, the consignee is the destination agent. On the
House Bill of Lading, the consignee is the recipient, for example a buyer.

If the carrier is an airline, the Bill of Lading is called an “airway bill”.

If the carrier is ground transportation, the Bill of Lading is called a “Straight Bill
of Lading”.

A cargo manifest lists all the goods and is used for all transportation types. On
the cargo manifest, the customer is referred to as the “house”. The house
number is listed, as is the shipper, consignee, description of the goods, the
number of pieces, weight and volume. (Instructions on how to fill in an Air
Waybill are in the section on Air Waybills.)

Other documents that the logistics provider creates are optional. These include:

« A commercial invoice, a bill for the goods, which itemizes all the merchan-
dise by product name, part number and value

. A packing list, which itemizes the merchandise by weight and volume but
not price
« A Dangerous Goods document, for hazardous materials cargo

. An EEI (Electronic Export Information), formerly the Shipper Export
Declaration (SED), is required for items valued over $2,500 exported out
of the U.S. and U.S. territories (if a logistics provider creates the EEI and
submits it to Customs for the customer, the logistics provider may include
a charge for this documentation on the invoice)

. Other documents vary depending on destination such as the European
Union (EU), the Caribbean Community (CARICOM), the North Amer-
ican Free Trade Agreement (NAFTA), etc.

A copy of the Master Bill of Lading and the Cargo Manifest may be sent on the
ship, and another copy is sent electronically to the customer and destination. If
originals are required, then originals are sent via courier.

15
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Destination Processes

At the destination, the logistics provider arranges the following:

. Customs clearance (or outsources this to a customs broker)
o Warehouse arrangements
. Transport from the port to the warehouse (unless the customer or buyer

picks up the goods from the port)

o Local delivery (unless the customer prefers to handle this): Local delivery
requires a cargo release document (also called a delivery order) which the
logistics provider creates. The services the logistics provider provides
could be to the customer’s door or to the port.

Invoicing/Liquidation

The logistics provider’s accounting department handles the invoicing, also
called “liquidation”. During liquidation, the logistics provider calculates profit
sharing with the destination agent. The accounting department also creates
invoices for the customer. The customer’s invoice shows the freight charges
calculated during the quotation by the sales department, any documentation
charges or storage charges. These charges may be itemized or not itemized
(all-inclusive).

If freight charges are pre-paid by a single customer to the logistics provider, the
logistics provider creates a credit memo that will show what the logistics
provider will pay the agent. If it is not pre-paid but collect, the logistics provider
creates the invoice which will show what the agent will pay the logistics
provider. If the logistics provider consolidated shipments from many
customers, the charges will be calculated together. The profit sharing with the
destination agent is determined depending on the total collect and total
pre-paid. When the goods are delivered to the buyer at the destination, the
logistics provider’s involvement ends.

16
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Air Waybills

This flowchart illustrates the logistics provider operations:

Logistics Provider Operations
Flowchart

Origin

Sales

P

Accounting

==
Payments | Payments

=

Bani:l
Boooaunts

An Air Waybill is a contract of the freight charges from the company that will
handle air transportation to the customer. There are two types of air waybills:

e Master Air Waybill: This is a contract from an airline to a freight
forwarder.

. House Air Waybill: This is a contract from a company that handles the
transportation (for example a freight forwarder) to a customer (for
example a seller).

The air waybill number is located on the top right-hand corner, the top
left-hand corner, and on the bottom right corner of the form.

17
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AIR WAYBILLS

Table 1: Fields in an Air Wayhbill

Master Air Waybill

House Air Waybill

Master Air Waybill number: The air
waybill number consists of the issuing
carrier’s three-digit IATA airline code
number and a serial number of eight digits
(separated by a hyphen), including a check
digit placed at the end. The check digit is
determined by using the unweighted
Modulus 7 system: The number is created
automatically by adding 11 to each number
until the last digit totals 6. Then start over.
Example: 777-12345675 (the number 5 at
the end is the check digit) The next number
will be 777-12345686.1t is acceptable to
insert a space between the fourth and fifth
digits of the serial number.

House Air Waybill number: is not created
according to a standard.

Shipper name and address: Enter the
freight forwarder’s name and contact
information. (Shipper’s account number
field is optional.)

Shipper name and address: Enter the
customer’s information, for example a seller.

Consignee name and address: Enter the
destination agent information. (Consignee’s
account number field is optional.)

Consignee name and address: Enter the
recipient’s information, for example a buyer.

Accounting Information: Enter the invoice
numbers, purchase orders (p.o.), payment by
cash, check or the credit card number.

Accounting Information: Enter the invoice
numbers, purchase orders (p.o.), and Master
Air Waybill number (MAWB).

Issuing Carrier’s agent name and city:
Enter the freight forwarder’s name and
contact information.

Issuing Carrier’s agent name and city:
Enter the freight forwarder’s name and
contact information.

The following fields are the same for master and house forms:

. Agent’s IATA Code: Enter the IATA code. (This is a seven-digit number
in non-CASS areas, and in CASS areas it is a seven-digit code followed by
a three-digit CASS address code and a check digit as determined by
Modulus 7.) Note: CASS is Cargo Accounts Settlement Systems, an elec-
tronic data processing method.

. Account number: This field is optional.

. Airport of departure (address of first carrier) and requested routing:
Enter the airport name or three-letter IATA code.

o  To: Enter where the first carrier is going (enter the IATA airport code or
city that is the first transfer point)

18
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By First carrier: Enter the name of the first carrier or IATA two-character
code.

NOTE: Note: The other fields “To” and “By” are to second or third destina-
tions by second or third carriers. Use as applicable.

Reference number: This field is an option.

Optional shipping information: optional

Airport of destination: Enter the final destination airport name or city
Flight Date: Enter the date of the flight

Currency: Indicate if the currency is US dollars, etc. Use the ISO
three-letter currency code applicable for the country of departure.

CHGS Code: Enter applicable charges code. This field is optional.

WT/VAL and Other: For Weight and Valuation. Mark an X in the box for
PPD (pre-paid) or COLL (collect).

Declared value for carriage: Enter declared value, or enter “NVD” for No
Value Declared.

Declared value for customs: Enter a declared customs value, or enter
“NCV” for No Customs Value, or leave the field blank.

Amount of insurance: optional

Handling Information: Only enter information carriers need.
Cargo-IMP (Interchange Message Procedures) codes and abbreviations
may be used. If dangerous goods are being shipped, they must be labeled
and a Shipper’s Declaration is required. The name of the person to be noti-
fied may be entered in this field. Enter names of accompanying docu-
ments such as Shipper’s Certification of Live Animals.

NOTE: SCI is for Special Customs Information such as European Union
(EU) destination country code.

Enter the freight charges in the following fields of the air waybill:

No. of pieces RCP: Enter the number of pieces shipped and applicable
rating. RCP is Rate Combination Point and is used for combined rates.
Each rated group must be on a separate line (such as dangerous goods).

Gross weight: Enter the gross weight and mark K for kilograms and L for
pounds (Ibs.). Enter the tare weight of the unit load device if applicable on
a separate line with the rate class of “X”.

Rate class: Enter the appropriate rate class code.

Commodity item number: Enter the appropriate rate class code. This
field is optional.

19
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AIR WAYBILLS

Chargeable weight: This weight is determined by comparing the gross weight
and the volume weight (the space the items take up in the plane). The larger
weight is the chargeable weight.

To calculate the volume weight, multiply the length by the width by height (all
in inches) and divide by a dimensional factor.

The volume weight equation is:

Length x Width x Height + Dimensional Factor = volume weight

Where the dimensional factor 166 is used for international freight

Or,

Where the dimensional factor 194 is used for domestic freight

Or,

Any other number defined by the carrier.

. Rate Class: Enter the rate class for chargeable weight on separate lines.

. Rate/Charge: Use the appropriate codes to itemize the rate per charge, for
example “M” or “Min” for minimum charge.

«  Total: Enter the total charge or discount for each line entry. If a discount,
indicate a total discount with a minus sign.

. Nature and quantity of goods: (inc. dimensions or volume): Enter a
general description of the items and greatest length, width, and height and
number of pieces. Indicate if any dangerous goods, live animals, consoli-
dations, etc.

20
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Sample Air Waybill

The following is a sample of an air waybill:

| - Rir Via ybill
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Bill of Lading

A Bill of Lading (BoL or B/L) is a contract used by ocean carriers and freight
forwarders that lists the transportation related charges. The BoL acknowledges
that the goods have been received on board. The BoL serves as a bill and a
contract. There are two types:

The Master Bill of Lading is a contract from an ocean carrier to a freight
forwarder. It contains a list of all the goods shipped. The freight forwarder
creates the BoL and sends it to the carrier who verifies it, assigns a Bill of
Lading number to it, and returns it to the freight forwarder. On the Master
Bill of Lading, the consignee is the destination agent.

The House Bill of Lading is a contract from the freight forwarder sent to
the customer, and it lists the goods for that customer only. On the House
Bill of Lading, the consignee is the entity receiving the goods, for example

a buyer.

Each type of BoL lists marks and numbers (such as container and seal numbers),
number of packages, a description of items shipped, routing information and
more.

Definitions of BoL Fields

The following explains the fields on the Bill of Lading and what information is
required in each field:

Table 2: Table 1 Fields in a Bill of Lading

Master Bill of Lading

House Bill of Lading

On the top of the form, type the issuing
company’s name (the carrier)

On the top of the form, type the NVOCC or
freight forwarder name or number

Exporter: This is the freight forwarder
name, address, and phone number.

Exporter: This is the customer’s name,
address, and phone number (for example,
the seller)

Consigned to: This is the destination agent
(or custom broker, trucker, etc.) name,
address, and phone number.

Consigned to: This is the recipient’s name,
address, and phone number (example, the
buyer)
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Master Bill of Lading House Bill of Lading
Notify Party/Intermediate Consignee: Notify Party/Intermediate Consignee:
This is the destination agent’s name, address, | This is the destination agent’s name, address,
and phone number (or custom broker, and phone number (or custom broker,
trucker, etc. who needs to be notified to pick | trucker, etc. who needs to be notified to pick
up goods). up goods).
Issuing Carrier’s agent name and city: Issuing Carrier’s agent name and city:
Enter the freight forwarder’s name and Enter the freight forwarder’s name and
contact information. contact information.
Document Number: This is the booking Document Number: This is the booking
number. (The carrier assigns the booking number. (The carrier assigns the booking
number.) number.)
The Bill of Lading (B/L) Number: This The Bill of Lading (B/L) Number: The

number is entered by the carrier when they | freight forwarder generates this number.
verify the BoL that the freight forwarder
sends. After verification, the carrier returns
the BoL to the freight forwarder. (Also fill in
this number on the bottom of the form in
the field labeled “B/L Number”.)

Export References: Enter the p.o. numbers | Export References: Enter the MBoL

or invoice numbers. number, invoice numbers, p.o. numbers.
Forwarding Agent: Enter the freight Forwarding Agent: Enter the freight
forwarder’s name. forwarder’s name.

The following fields are the same for the House and Master Bill of Lading:

. Point (State) of Origin or FTZ Number: This is the state or Free Trade
Zone where the goods originated.

. Domestic Routing/Export Instructions: This field is optional. It can be
the destination agent.

. Loading Pier/Terminal: Enter the pier and terminal number (or name)
where the goods are loaded at the port.

. Type of Move: Enter the mode of transport such as “Vessel”
. Containerized (Vessel Only): Mark either Yes or No.

o  Pre-Carriage by: Enter the name of the pre-carrier (who will move the
goods from the point of origin to the port of loading)

. Place of Receipt by Pre-Carrier: The city where the pre-carrier received
the goods
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. Exporting Carrier: The vessel’s name and voyage number, or carrier
name Port of Loading/Export: Enter the name of the port where the goods
will be shipped out.

. Foreign Port of Unloading (Vessel and Air Only): Fill in the name of the
port where the goods will be unloaded.

. Place of Delivery by On-Carrier: Fill in the name of the destination of the

goods

Enter the description of the goods in the following fields:

e Marks and Numbers: This is the container number, seal number and
Warehouse Receipt number, or any numbers or labels that identify the
boxes

. Number of Packages: Enter the quantity of packages.

. Description of Commodities: Enter a general description of the goods
(this is not an itemized list unless required, for example, shipping heavy
equipment or vehicles which requires each VIN or item serial number
listed individually)

. Gross Weight: Weight of goods in kilos and/or pounds
. Measurement: Enter the volume in cubic feet or cubic meters

Freight Charges, Weights, and/Measurements: This field is on the bottom of
the form. This field is provided for listing the charges from the carrier to the
freight forwarder. List the charges in the appropriate column: Prepaid or
Collect. Calculate and fill in the total. Sign and date the document. Copies are
distributed to the appropriate parties.
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WAREHOUSE PROCESSES

The following is a sample Bill of Lading form.

BILL OF LADING

TEEETa

TR AT ST ST T e %

|

Ty
o mamLT

SHELARE

TEw T e A e

L L e e e e o ey Ty SR

FERGAT FLTRE ChoFaRE, WRG-TE JADORE MEla BRI TS
TLLCT T COMRBCED W T s

CmLsE T
g e T =, s g =

Warehouse Processes

Processing goods in and out of a warehouse or Distribution Center (DC)
consists of four major steps:

1)  Receive Goods: When goods arrive at the warehouse, the receiving
process begins. A Warehouse Receipt (WR) is issued. The WR serves as
proof that goods were delivered to the warehouse and are being stored
according to the arrangements made by the customer.

2)  Put Away Goods: Goods are grouped according to type, placed in a
staging area, and put away. This process usually involves two employees —
one who receives the goods and one who puts them away. To save time,
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goods can be grouped and put away directly instead of going to a staging
area. The “put away” process is also called “Move.”

3) Create and Fulfill a Shipping Order: When the sales department creates
a sales order, a Pick Order is also sent to the warehouse for processing. In
the warehouse, the pick and load orders are received on handheld devices
that are connected to a central database. Based on the order, the goods are
picked and often placed in a quality control area to verify quantities and
prepare them for loading.

Information about the movement and location of the inventory in the
warehouse is tracked with the handheld devices and updated in the central
database, allowing the sales and purchase departments to see how much
inventory they have, what was sold, and what is needed. This enables ship-
ment and delivery of the correct amount of inventory when it is needed.
This practice is called “Just In Time” (JIT) inventory strategy. JIT main-
tains an efficient supply of goods by reducing the cost of storing excess
goods for long periods and increasing customer satisfaction by having
inventory when customers need it. To speed up the process of picking and
loading, goods are not required to stop in a staging area but may be taken
from their locations and placed directly in the loading area where a
Quality Control (QC) process will take place. QC ensures the orders are
correct. Packing slips are printed and placed on the boxes.

4)  Load Goods: The goods are loaded onto a delivery truck for transport out
of the warehouse.

Variations: A company such as a manufacturer may own a warehouse, and the
sales orders come from within their own company so goods can be shipped out
to customers.

If a company rents warehouse space from another company, the warehouse
company provides the services for a fee such as receiving and storing goods,
picking and loading, and delivery.

A freight forwarder may make arrangements for a customer’s goods to be stored

and delivered. | \l I\L

e | n:"'l
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Inventory Counting

Other warehouse processes include counting inventory. Two methods of
counting inventory are cycle counts and physical counts.

Cycle counting is the process of verifying inventory accuracy by counting a few
items every day and comparing the count to computer inventory records then
reconciling differences. The cause of discrepancies is found and resolved.

Cycle counts can be done by grouping goods in different ways such as by what
items move the fastest out of the warehouse or grouping goods by value. The
method of counting goods based on the value of items is Pareto’s rule of “80/20”
where 20% of the inventory will likely represent 80% of the inventory’s value.
Goods are assigned a code of A, B, or C, depending on its value. The inventory
can also be counted by dividing the warehouse into geographic sections or
zones, and the inventory is counted by section.

A cycle count is done a few times per year while business is running, unlike a
physical inventory count that requires a business to shut down and count the
stock.

Inventory is considered an asset by a company. There are different types of
assets such as the company land, buildings, furniture, cash, etc., but “inventory”
here means the goods for sale in the warehouse. Counting the inventory
provides the company with a value of the inventory, which is put on the
company’s balance sheet and used for tax assessment. A cycle count must be
completed and reported to the company’s accounting department in time for
the company to file its taxes. This timeframe is set by the accounting and/or
finance department, and it may be 3 months, 6 months or some other time-
frame.

Depending on what the company wants to know about its inventory will dictate
when it is counted, how often and by what method. The accounting and finance
objectives are often different from supply chain management objectives. The
financial view of inventory is assessing its value to the company’s balance sheet,
while the supply chain management view of inventory is geared toward supply
efficiency, having enough inventory to ship when needed, and managing deliv-
eries for timeliness.

For example the goal of the “Just In Time” method of inventory is to ensure the
right amount of goods are in the warehouse when sales orders come in for those
goods so they can be shipped when the customer wants them, improving
customer satisfaction.

While having a lot of inventory in a warehouse may make a company look like
they have more assets, the supply chain point of view perceives this to mean that
goods sit for long periods, do not rotate but take up valuable space in the ware-
house which is costly, and reduce operating-efficiency.
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Sales Orders and Purchase Orders

The processes of creating sales orders and purchase orders link commercial
transactions with the logistics/transportation processes.

The purchasing department in a company such as a wholesaler researches prod-
ucts to buy from suppliers and will issue a purchase order (p.o.) for the goods.
The p.o. has a number and serves as a contract, defining any cancellation poli-
cies and protecting the seller if the buyer refuses to pay. It lists the goods, the
quantities, price, and the shipping date and address. The goods are brought to
the wholesaler’s warehouse where all the warehousing processes take place
(warehouse receipt issued, put away orders, etc.). All the appropriate
accounting processes are also done such as paying for the purchase. The goods
in the warehouse are considered an asset by the accounting department.

The supplier creates a sales order when they get a request for goods. The
supplier sends the sales order to the company making the purchase (the whole-
saler in this example). The sales order has a number associated with it.

The accounting processes include subtracting the goods from the assets when
they are sent out, recording the Cost of Goods Sold (COGS - this is the cost of
the purchase price), and recording sales as income.

When the wholesaler gets a request for goods from a buyer, the buyer creates
their own p.o. and sends it to the wholesaler. The wholesaler creates a sales order
and sends it to the buyer. This sales order triggers a shipping order in the whole-
saler’s warehouse. In the warehouse, pick and load orders are created and

tulfilled, and the goods are shipped.
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Chapter 3: Magaya Software Installation

Introduction to Installing Magaya Software

This installation guide will explain the system requirements for installing
Magaya software, the steps to install the software on a single computer and on a
network, a list of what components are installed, steps for uninstalling and for
updating the software.

System Requirements

To install Magaya software, each computer must have the following minimum
hardware and software requirements:

. 30 Mb available on the hard drive
. 64 Mb RAM memory (256 Mb recommended)
As your database grows, you will need more space.

Magaya software can be installed on any PC with Microsoft Windows® 2000
operating system or higher. This includes:

«  Windows 2000

«  Windows XP

«  Windows Vista®

«  Windows Server® 2003

«  Windows Server 2008 64-bit and Windows 7 operating systems

For a network installation, a minimum of 512 MB of memory is required for the
server. 1 GB is recommended.

The following port needs to be enabled: Port 6110 TCP for the database server.
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Software Installation Steps

Introduction to Installation

To install Magaya software, first:

. 1. Download the Installation Program, then

. 2. Install the Software (from the Installation Program)

You can install the software on a single computer (a PC or workstation) for a
single user, or install it on a network (a server computer) for many users.

Step-by-Step Procedure for Installation

TASK

1. Goto Magaya.com\downloads, and fill in the fields on the web registra-
tion form.

ADDITIONAL INFORMATION: The registration form is required so that you can
receive a Magaya Corporation identification number (a Network ID) that you
will use for external communication using the Magaya Network. You will also
receive an email message with instructions and a link to download the Instal-
lation Program.

2.  Find the Installation Program file called InstMCS.exe

3. Install the Software by following these steps:

a Double-click on the InstMCS.exe file to run it. The Installation Wizard

screen appears.

b Follow the instructions in the wizard.

d Click the Close button when the setup is completed.

d Restart the computer if necessary.

e Click on the Magaya Cargo Explorer shortcut icon to start the software.
RESULT:

If you are installing the software on a PC for a single user, you are now ready to
use your Magaya software.

The following is the icon for the Magaya Explorer:

G
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Network Installation Steps

To install Magaya software on a network, follow these steps for each worksta-
tion that will run the Magaya software.

Step-by-Step Procedure for Network Installation

TASK
1.

2.

Open Windows Explorer on the workstation.

Expand “Network Neighborhood” and locate the server computer.

ADDITIONAL INFORMATION: (Note: The workstation must have access to the server
computer over the network. If not, you must share the Magaya Installation
folder at the server computer in Read Only mode.)

Locate the server computer, and access the shared directory where the
Magaya software is installed.

Locate the SetupClient.exe file under the Magaya software directory
on the server computer.

Double-click on the SetupClient.exe file. A dialog box appears
showing the steps for the workstation installation process.

Click Install.

When the setup is finished, click Close. A shortcut icon to the Magaya
Explorer is created on your desktop.

Double-click on the Magaya Explorer icon to access the Magaya soft-
ware.

AFTER COMPLETING THIS TASK:

Perform the steps above to install Magaya software for all the workstations that
will run the Magaya software.
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Software Components Installed

List of Software Components Installed

When you install Magaya software, the following are installed:

Magaya Explorer: This is a Windows Explorer-look-a-like program that
allows you to manage all the data with a familiar interface. As part of the
installation process, Magaya software creates a desktop icon of the Magaya
Explorer for you:

S

Magaya Document Editor: This program allows you to enter data on
forms. Its most common use is inside the Magaya software, but you can
use it as an independent program to create and save to file your forms
outside of the Magaya software. NOTE: When you use the Magaya Docu-
ment Editor directly to create forms, the information is not stored in your
database.

Magaya Communication Server: This feature allows you to log into the
Magaya Network system, share data among other companies using
Magaya software, send documents via email, and let your clients track
their transactions in real time. A Magaya Communication Server icon will
be installed on your taskbar:

™
Owf

Magaya Database Server: The Magaya Database Server is always running
to allow you access to the data across the network and/or locally. Anicon
will be installed on your taskbar. You can access the administration dialog
box of this program by right clicking on the icon on the task bar:

=

Magaya Document Designer: The Magaya Document Designer enables
you to customize many documents in Magaya Explorer. It gives you tools
to create custom fields, insert images, code JavaScript, and more.

These software components will be on your computer under All Programs >
Magaya Software.
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Uninstall Magaya Software

To uninstall Magaya software, follow these steps:

TASK
1.

2.
3.

Go to the Control Panel.
Double-click on Add/Remove Programs.

Highlight the Magaya software and click Remove.

ADDITIONAL INFORMATION: A dialog box will appear to indicate that you must
close all programs using the Magaya software. The Magaya software will be
uninstalled.

Click Close when finished.

Go to File and click Close.

Update Magaya Software

To update your Magaya software, follow these steps:

CAUTION: Follow these steps in this order.

Step-by-Step Procedure to Update Magaya Software

TASK
1.

o Uk W N

Ensure all users are logged off the Magaya system.
Backup your data.

Close the Magaya Communication Server.

Close the Magaya Database Server.

Go to the Magaya software installation folder.

Double-click the OnlineUpdate.exe file to run the file.
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7.  Click on Start in the Online Update window to start the update.

8.  When the update is complete, start the Magaya Database Server and
the Magaya Communication Server.

Contact Magaya Help

If you have any questions or require assistance, please contact Magaya at:
Phone: (786) 845-9150
Email: support@magaya.com

The user manual is available to view or download from the Magaya website:
www.magaya.com
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Chapter 4: Initial Software Configuration

Overview

In this section you will learn how to set up your Magaya software after you
install it. You will learn how to use the Startup Wizard to set up your company
information and the Accounting Wizard to set up your accounting information,
how to make changes to information, how to set employee permissions and
access to the different functions in the software.

Magaya software uses wizards to help you set up information about your
company, your customers, and other details. The information is saved and
made available for performing tasks such as creating Warehouse Receipts,
invoices, shipping documents and other transactions.

Why Use the Wizards?

Using the wizards helps you save time because the information is automatically
placed in documents such as Warehouse Receipts, shipment documents, bills,
and Cargo Releases. You do not need to retype your address, your customer’s
address, etc. each time.
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Options: You can begin working with the Magaya software without using the
Startup Wizard or the Accounting Wizard. You can enter information as you
work, and the software will save it.
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How to Make Changes to Information You Enter

When you enter information in the Startup Wizard such as carriers and ports
you use frequently, the details are saved in the Maintenance folder.

You can edit the information by opening the Startup Wizard or Accounting
Wizard at any time. You can also make changes by clicking on the Maintenance
folder or the Accounting folder. You can also make changes “on the fly” as you
work.

To make changes to information in the Maintenance folder or Accounting
folder:

1)  Expand the folder by clicking on the plus sign.

2)  Select a subfolder for the transaction you want to modify (examples:
Carriers or Invoice List). A list of the transactions appears in the viewing
pane.

3)  Select the transaction you want to modify (such as a carrier name or the
invoice). Tip: You can double-click on the transaction to open it.

4)  Click on the Edit button on the toolbar. A dialog box opens.

5)  Edit the information you need to change by typing in the fields. Click on
the tabs in the dialog box to see the fields on each tab.
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How to Use

6)  Click the OK button to save the changes and exit the dialog box.
To make changes to information as you work in a dialog box:
1)  Click on the dropdown arrow in the field you want to change.

vl > X 3 E 2
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Jamaican Destination Agent 1

Destination Agent;  |Lima Destination Agent Fanwz
M Cargo Company Forwe
Miami Digtnbution Center Forwe
Panama Destination Agent Fanwe
Prague Agent Forwe
S akz Fifth Sewvenue Fornue

2)  Select the option on the toolbar that displays in the dropdown menu: Add
(green plus sign), Edit (notepad with pen), and Delete (red x), Browse
(binoculars), Sort Columns (grid), and Refresh (blue arrows).

NOTE: The buttons look the same as on the other toolbars in Magaya
Explorer.

3)  Make changes.
4)  Click the OK button to save the information and exit the dialog box.
5)  Continue with your initial transaction or task.

NOTE: Many of the fields in the dialog boxes are optional. For example when you
create a Warehouse Receipt, you may not know who the ultimate consignee is, so
you can leave the Consignee field blank. The software will tell you if a field is
required.

the My Company Info Dialog Box

You can use the My Company dialog box to enter information about your
company information such as address and contact information. (Option: The
same information can be set up in the Startup Wizard except for multiple
addresses.)
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Steps for My Company Info Dialog Box

1)  Click File and select My Company Info.
2)  Enter information in the fields.

NOTE: Many of the fields are optional (only the name is required).
3)  Click on each tab that you need and enter information.

NOTE: When you enter information in the tab “Other Addresses,” click on
the Add button to add information or click on the Edit button to make
changes to existing information.

4)  Click the OK button to save the information and exit the dialog box.

The My Company Info dialog box offers you a place to add your company
address and other addresses if you have additional offices in other locations.

The following image shows the fields in the first tab of the My Company Info
dialog box. When you click on the other tabs in your software, you will see the
other fields available.
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You can return to the My Company Info dialog box at any time to add or change
information as needed.
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How to Use the Startup Wizard

The Startup Wizard appears automatically after you download the Magaya soft-
ware. It enables you to enter the information about your company such as your
address and phone numbers, select carriers and ports you use frequently, set the
currency, and other information. By entering this information in the Startup
Wizard, you save time later because this information will be saved in the
Magaya software and is automatically placed in documents such as Warehouse
Receipts, shipment documents, and Cargo Releases.

You can go forward and back in the screens while you are working in the wizard.

Note that you can begin using the Magaya software without inputting informa-
tion in the Startup Wizard. The only required information is the registration
information, which assigns your Magaya Network ID.

Accounting Wizard E|

YWelcome to the Accounting ‘wizard

The following steps will quide vau thraugh:

Choozing the Company Fiscal Year.
Setting up the Chart of Accaunts.

Setting up the ltemsz and Services.

Entering the opening balances for customers, vendors, ete.

l‘r Click an the Mext button o start..

< Back I Mewt » l [ Help

1.  Click the Next button on the wizard and follow the instructions.

2. Enter your company information.

ADDITIONAL INFORMATION: It will be helpful to gather all the information before
you start the wizard. You will need your address, phone number, etc.
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Enter your company’s registration codes.
ADDITIONAL INFORMATION: Code definitions:

. IATA code (International Air Transport Association): a 3-digit
alpha-numeric code used to identify airline carriers.
. FMC code (Federal Maritime Commission): The FMC regulates ocean

commerce and shipping laws for ocean-borne transportation in the
foreign commerce of the U.S.

. SCAC (Standard Carrier Alpha Code) or US Customs code: The SCAC
code is a 4-digit alphabetic code used to identify ocean and/or land
carriers.

. TSA number: Transportation Security Administration number

Select the currency that you use (the local, home currency). If your
company uses more than one currency, it is necessary to click in the box
“Yes, my company works with more than one currency.” This will allow
you to set up those currencies in the Configuration section of the
Magaya software. (Tip: Setting your local, home currency will make it
easier to calculate your taxes in your home country.)

The system will import the Schedule B, D, and K codes.

ADDITIONAL INFORMATION: Code infoformation:

. Schedule B codes identify various products (the codes are also known as
Commodity Classification or 10-digit HTS codes).

NOTE: You can also add Commodity Classifications in the
Commodity Classification subfolder under the warehousing folder for
commodities you work with frequently.

. Schedule D codes identify ports in the U.S.
. Schedule K codes identify ports in other countries.
Select the carriers and ports you use by clicking on the Add button to

add your selections from the main list to your list. If you want to remove
a carrier or port, click the Remove button.

Click the Finish button when you are done. Your information will be
saved.

AFTER COMPLETING THIS TASK:

Making Changes: You can edit the information by opening the Startup Wizard
at any time by clicking on File and selecting Startup Wizard. You can also edit
information as you work in dialog boxes by clicking on the dropdown menu
next to the field you want to change. Select the button you need on the toolbar
that appears.
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How to Use the Accounting Wizard

The Accounting Wizard will help you set up your Chart of Accounts (also called
a general ledger) and Items and Services. You can also enter the opening
balances of your customers and vendors. Each screen in the wizard explains the
steps as you work through the wizard. You can go forward and back in the
screens while you are working in the wizard.

Follow the steps below to use the Accounting Wizard.
Ace nunrinn Wizard r}(!

‘Walcome Lo the Accourbng Wizard

T folowsng steps will guide pou tough
Choosing the Compary Frescal Yes
Setting up the Chast of Accounts
Sething up the ltems and Senices

Erdeing the opening balsnces I cusbomers, vendors, slic.

"r Chick on the Mest button to start

1. Go to the File menu and select Accounting Wizard.
2. Click the Next button to start the wizard.

3. Selectthe month that you want to assign as the beginning of your fiscal
year. This is required to calculate earnings for the year.

4.  Add or edit the Chart of Accounts as needed. (The software provides a
default list of accounts. If you need to add an account, click the Add
button and enter the information. To edit an existing account, click on
the account and click the Edit button. It is recommended that this infor-
mation be entered in the wizard so you can use the accounting features
in the Magaya software.) Also enter opening balances for accounts that
you need such as petty cash, capital stock, or sales tax credit.

5. Add or edit the Items and Services as needed. (The software provides a
default list of items and services. Click the Add button to add a new item
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or service. Click on an existing item and click the Edit button to make
changes.)

6. Add oredit opening balances by clicking on the Add or Edit buttons for
your forwarding agents, customers, carriers, salespersons, warehouse
providers, and vendors as needed. Click the Next button for each
screen. (For more details, see the Accounting manual.)

7.  Click the Finish button when you are done. Your information will be
saved.

AFTER COMPLETING THIS TASK:

When you have completed all the screens in the Accounting Wizard, you can
modify and add to the accounting details at any time by opening the Accounting
folder or by returning to the Accounting Wizard.

Permissions

Permissions Introduction

You can assign permissions to employees in your company based on their job
or role. For example, you may want to give the Accounts Receivable (AR) clerk
access to certain billing functions, and allow a warehouse employee access to
other functions.

Overview of the process of assigning permissions:

1)  First define the groups in your company such as Warehouse, Accounting,
etc.

2)  Second assign employees to groups.

3)  Third assign group access to folders. For example, assign the Accounting
group to have access to the Accounting folder and its subfolders.

The Permissions Available:

Magaya software permissions can be fine-tuned so that you can give “read only”
access to certain employees in folders you assign.

In the Permissions dialog box is a table of cells that enables you to restrict access
according to the following:
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. Read: an employee can read (or view) only but not make changes to files
e Write: an employee can edit files

. Delete: an employee can delete files

. Export: an employee can export files out of the Magaya system

. Or any combination of access

For each permission option, click on the Yes or No cell to allow or deny the
access for each cell in the table.

Example: If an employee does not have Export rights, they cannot email or
export anything from the Magaya database.

Groups memberzhip:

M ame Fead Write Delete | Export Add
Checking Yes Yes es es
¥ Account Receivable  Yes ez ez ez Remave
.-'lu:u:-:uuntants ez ez ez Mo
.ﬁ.dministraturs ez ez ez ez
Exporters Yes Mo Mo Mo

0

Carnicel

Al

Help

[ ]2pply these permizzsions ta children

NOTE: In the Permissions dialog box, check the box “Apply these permission to
children” if you want to make the permissions status apply to the folder and
subfolders (“children”) under it. For example, apply permissions to the
Accounting folder and all the subfolders under it.

How to Set Permissions

The first part of the process of setting permissions is to define the groups in your
company. Then you can assign employees to the groups.

Instructions for defining groups:
1)  Go to the Maintenance folder and click on Employees.

2)  Click on the Actions button and select Access Groups.

43



PERMISSIONS
How TO SET PERMISSIONS

3)  Click the Add button to add a new group. Enter information as needed.

Group f'5_<|

General |

M ame: || |

Dreszcriptiorn;

[ k. H Cancel ][ Help ]

4)  Click on group and click the Edit button if you need to edit a group. Enter
information as needed.

5)  Click the OK button to save the information and exit the dialog box.

NOTE: A maximum of 32 groups can be created. Magaya software has nine groups
set up by default. You can edit these default groups based on your needs or create
new groups.

By default Magaya software creates a group called “Everyone” in all folders. You
will need to edit this default by removing “Everyone” from the folders that
need to be restricted.

Steps to remove “Everyone” from all the folders:

. Go to the folder.

. Click on File and select Permissions.

. Click on “Everyone”.

. Click the box for “Apply these permissions to children”.
. Click on the Remove button and OK.

Assign employees to groups:

1)  Click on the Maintenance folder and select Employees.

2)  Click on an employee’s name.
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3)  Click on the Edit button. A dialog box opens:

|

Gensal | Addiess | Biling Addiess | Other Addesses | User | PEMISSIONS |afachments | Motes
Select the groups to which this employes belongs o
M ame Drezcription

.ﬁ.ccnunt Papable  Uszers that can enter billz and make billz payments

S Acocountants Accountants are uzers who have access to Accounting

Cuotations access to use the Quotations folder and functions

[ Add... ] [ Remove ]
[ k. l [ Cancel ] [ Help ]

4)  Click on the Permissions tab.

5)  Click the Add button to add a group to that employee (i.e., to make an
employee a member of that group).

6)  Click the OK button. Now the employee belongs to that group.
Assign group permissions per folder:

1) Select the folder (example: Warehousing) or subfolder to assign permis-
sions.

2)  Go to File and select Permissions. A dialog box opens.
3) Click the Add button to add a group.

4)  Click on the cell in the table to set the permission to Yes or No in the
columns for Read, Write, Delete and Export.

5)  Click the checkbox “Apply these permissions to children” if you want to
apply the permissions to all the subfolders under the folder you have
selected.

6)  Click the OK button to save the information and exit the dialog box.

Note: Magaya software comes with the default groups of “Importers” and
“Exporters”. Do not delete or modify these default groups.

System Functions Related to Permissions:
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If an employee belongs to the Importers or Exporters group, they will be able to
use the Shipment Wizards on the main toolbar.

If an employee belongs to the Accountant group, AR or AP group, they will be
able to liquidate cargo operations such as Cargo Releases and Shipments.

Other Permissions

You can also require a password, delete access for an employee, or select other
applications you want to allow an employee to access such as Magaya
OnTheGo. Passwords can be any letter and/or number combination. Pass-
words must be a minimum of six characters.

1)  Click on the Maintenance folder and select Employees.
2)  Click on an employee’s name.
3)  Click the Edit button. A dialog box opens:

Generd | Address | Biling &ddiess | Other Addiesses | User  Pemmissions | Attachments | Motes
[] Dizable access for this emplayes

Paszword:
Coanfirrm:

Drivigion: [ L ﬂ

[] Can only see transactions from this division

[] &lows M agaya OnThelGo access

Allows Magaya Mebwork, access
[] &lovs M agava S oftware AP access
[] Allow M agaya WS Mobile access

Cancel ] | Help |

4)  Click on the User tab:
«  Enter a password and retype it in the “Confirm” field.

o Select the division of the company for that the employee, if your
company has divisions. (To add divisions, click on the Actions
button in the Employee subfolder. Close the screen when you are
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5)

done. Divisions can also be set up in the Maintenance > Configura-
tion menu.)

. Click the applicable checkboxes to enable access to the listed Magaya

features:

Allow Magaya Network access gives the employee access to the
Magaya Communication Center and its features such as the chat.

Allow Magaya Software API access establishes this user and pass-
word access to the Application Programming Interface (API) if your
company uses the API feature to import or export data. See the
Index for more details.

Allow Magaya WMS Mobile access gives the employee use of the
Magaya WMS Mobile handheld scanner devices. For more details,
see the Index.

Click the OK button to save the information and exit the dialog box.

Add a New Employee

1)
2)
3)

4)

Click on the Maintenance folder and select Employees.
Click the Add button.

Enter the employee’s name, address and other information as applicable
by clicking on the appropriate tabs.

Click the OK button to save the information and exit the dialog box.
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Chapter 5: The Magaya Explorer

Introduction to the Magaya Explorer

When you open your Magaya software, you will see the main screen that you
will work in. The screen can also be called a “window” or an “Explorer” and
looks similar to other windows on your computer that you use already such as
“My Documents”. It is called the Magaya Explorer. It allows you to explore (or
navigate in) all your operations and accounting tasks.
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To widen the preview window, click and drag the line between the two panes.
Alternatively, click on the “Folders” icon on the top toolbar. This hides the
folders list. To view the folders list again, click on the Folders icon button again.

The status bar on the bottom of the Magaya Explorer displays:
. A brief description of the selected menu command
. Magaya Network ID

. Employee name (or role)
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WHAT CAN You DO IN THE MAGAYA EXPLORER?

Magaya Database Server icon: Green means you are connected to the
Magaya Network. Red means you are not connected.

Empllng;ee Connected
Metwark 1D ‘L \‘ 3
19020 Ilene Taylor S

If you are using Microsoft Vista instead of Windows XP, there will be slight
differences in the appearance of Magaya software such as colors when
compared to the screenshots included here. The functionality of Magaya soft-
ware remains the same as described here.

What Can You Do in the Magaya Explorer?

The Magaya Explorer user interface contains functions for tasks you do every
day such as:

Receive cargo in the warehouse, create warehouse receipts, and cargo
releases

Create shipments for cargo sent by air, ocean, or ground
Liquidate shipments
File US Customs documents

Give customers price quotes for the services you provide such as picking
up cargo, storing it in a warehouse, shipping cargo

Provide customers with bookings when they accept a quotation

Perform accounting tasks such as creating invoices and bills, banking
tasks and create financial reports

Communicate with ocean carriers and with other companies in the
Magaya Network

The Magaya Explorer offers an easy way to get all your tasks done. Because there
are so many capabilities, this topic will focus on the basics first.

As you learn about the menus and toolbars, click around to see the software in
action. Start exploring the Magaya Explorer!
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Menus and Toolbars

Top Toolbar

Main Menu

The Magaya Explorer window contains toolbars, menus, folders, and different
panes. The toolbar across the top contains the following buttons:

" WL Carge Company - Mageya [xplorer
Fie Edt Saks Opersboss Manbnwnce  Spnent  Magea Neteord  Aounting  Repots Oplons Help

G © = . .} . & . F . ® . A 2 . P » < i
«  Backand Forward buttons to navigate from one document to another
. Air, Ocean, and Ground buttons to create shipments: The arrow on the

side of the button gives you the option to create a straight shipment or
consolidated shipment for imports and exports. A wizard opens to help
you consolidate a shipment.

. Find button: Gives you the option to search by transaction number with
the Quick Find feature, or to search by any text in a document. See the
topic "Find Button" for more.

. Network: To log in and out of the Magaya Network
. Send: To send messages within the Magaya Network

. Email: To send documents via email. See the topic "Batch Email" for
details on batch emailing.

o  Task: To create to-do lists for employees
. Other buttons: Print, Delete, Refresh

NOTE: If a button is grayed out, you may not have access to that function due to
permissions restrictions.

Above the buttons on the toolbar are other commands. This is the Main Menu
toolbar.

The commands on the Main Menu toolbar have dropdown menus with options.
The following list provides a brief overview of the options:

. File: Use this to access the wizards for Startup (for details see Chapter 4:
Initial Software Configuration), for Accounting, and the My Company
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Info wizard. Also use “File” to download or create a new document, to

print, to set employee permissions, to create new folders or shipments,

and to view your Magaya software licenses and services. You can save a
copy of the document you are viewing, export it to XML, or save it as a
PDF.

Edit: To copy, paste, and edit undo, delete, rename, and find. You can also
view the properties of any folder or subfolder you select.

Sales: Takes you directly to Quotations, Bookings, or the Trip Schedule.

Operations: Lists the same operations that are under the Warehousing
folder such as Pickup Orders, Warehouse Receipts, and Cargo Releases.

Maintenance: Lists the same options that are under the Maintenance
folder such as lists of your carriers and customers.

Shipment: This provides access to packing lists of a selected shipment, US
Customs (AES and AMS results, and EEIs - formerly SEDs), and a link to
Accounting functions. You can also set a shipment in transit or as
Received or Delivered. You can create Houses here (or use the wizards for
Air, Ocean, or Ground shipments).

Magaya Network: This provides access to the Magaya Community (you
can also access the Magaya Community by using the Magaya Network
folder on the left side of the Magaya Explorer.) You can also access your
Inbox and Outbox, the Communications Center (also available by
pressing the F4 key), and the Send function.

Accounting: This displays the same list of subfolders that are also under
the Accounting folder on the left side of the Magaya Explorer.

Reports: Access financial reports, sales and purchase reports, multicur-
rency, saved reports and more.

Options: Use this to display or hide the toolbar, status bar, folders or ship-
ments. You can also Refresh your system view here (or press the F5 key),
view your transactions log, and access the Configuration options.

> »

Help: Use this to access a list of “how-to’s” for frequently performed tasks
and to access the Magaya website for video tutorials, FAQs, and a web
form to tell a friend about Magaya software. To access information about
your Magaya software, select the About Magaya Explorer. This will
display your license agreement and version number of Magaya software
you have.
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Folders and Subfolders

Introduction to Folders and Subfolders

The folders and subfolders in Magaya Explorer contain many of the functions
and documents for the tasks you do every day.

To view folders and subfolders:

Click the plus (+) sign next to the folder name to expand and view the list
of subfolders under the folder heading. (Alternatively, when you click on
a folder, the list of subfolders is displayed in the detail pane.)

NOTE: The folder list is also called a “tree view”. Here we will use the term
“folder”.

To hide the folders list, click the “Folders” button on the top toolbar. Click
it again to view the folder list.

Folders

How to Add Folders

You can add folders to Magaya Explorer by following these steps:

1)
2)
3)
4)
5)

Go to the location where you want to make a new folder.
Click on File.

Select New.

Select Folder.

Enter the folder name.

Definitions of Folders

The following list defines each folder and subfolder available in the Magaya
Cargo System and provides a brief overview of its functions.
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Magaya Network

The Magaya Network folder contains two subfolders:
. Community

. Messages

The Community folder allows you to search for other companies that are using
the Magaya software. There are three functions in the Community folder:
File Edit Sales ©Operations Maintenance Shipment  Magaya Metwork  Accounking

Q © = . & . @8 . » .

Back. fir CIcean Garound Print

= Magaya Mebwork
H

0 Community 6}[\] & Ifl

* 1--] Messages Cu:umpan;.-' Prafile | Search  Inwitations

o  The first screen in the Community folder is your Company Profile. Here
you can edit or add information about your company. You can add a
description of your company that others in the Magaya Community can
read to learn about you. You can enter keywords that will help people find
you when they are searching. Keywords can include terms such as freight
forwarder, NVOCC, warehouse, etc. Icons on the top corner of the screen
allow you to save the profile, reset your changes back to the original, fill in
the form automatically based on the information already entered when
the Magaya software was installed, and to upload your company profile to
the Magaya Network.

. The second feature in the Community folder is Search. You can search by
company name, country, state or province, city, and/or by keywords. You
can use as many or few fields as you want when you search.

o The third feature in the Community folder is Invitations. You can send
an invitation, see the invitations you have received and accept an invita-
tion or reject (deny) one.

On the right side of the Community screen is a window showing you the
Communication Center and one for Traffic. (See “Communications” for more
details.)
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The Messages folder can be expanded to show:
File Edit Sales ©Operations Maintenan

@ O = .4

Back, Bir Qe

= i‘ Magava Metwark,
& Community
=] Messages
@8 Outbosx
&, Inbox
T4 Sent
= [_J U5 Cusktoms Messages
"Eas Ocean AMS
S hir AMS
4m Ocean Carriers Messages

. Outbox: Shows messages pending to go out
. Inbox: To view messages received
o  Sent: To view sent messages

. US Customs Messages: To view Ocean AMS and Air AMS. This will show
all messages related to the Automated Manifest System.

. Ocean Carriers Messages: This displays all messages sent or received
directly from ocean carriers using the Magaya Ocean Carriers Interface
plug-in.

Tasks

Tasks can be created for many reasons such as when cargo arrives at your ware-
house and it needs to be unloaded, checked, and put away. Other types of tasks
can be created for other employees, not just warehousing.

The Tasks folder contains two subfolders:

. Pending Tasks: View tasks that are not completed.

. History Tasks: View all tasks.

NOTE: The toolbar on the bottom is the same for Pending and History Tasks.
Quotations

Quotations are cost estimates for your customers of the services you provide.
The Quotations folder contains:

. Quotations: This subfolder displays the quotation document.

. Quotations List: This subfolder displays the list of quotations and their
status.
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The toolbar on the bottom contains buttons that allow you to add a new quota-
tion, edit an existing quotation, delete a quotation, filter and unfilter the quota-
tion list, and other Actions.

Bookings

Bookings are the reservations your customers make with you for air, ocean, or
ground shipments. The Bookings folder contains three subfolders:

. Bookings: This displays the document view of a booking.

. Booking List: This displays the bookings that have been created, their
status, type (ocean or air), and other details related to the arrival and
departure, weight of the cargo, etc. You can customize what information
you want displayed in this list by clicking on the Actions button.

o Trip Schedule: This displays trips you have scheduled to be executed in
the future and trips you have completed in the past.

Warehousing
The Warehousing folder contains information related to:

. Pickup Orders

. Warehouse Receipts
. Commodities (lists and classification)
. Cargo Releases

. Package Types

. Locations in the warehouse

. Inventory Item Definitions

. Shipment List: This allows warehouse employees and others to view ship-
ments.

o The Work Load and In Transit subfolders allow warehouse employees to

view shipment information.
Maintenance

The Maintenance folder contains subfolders of your customer lists, vendors,
employees, ports, and more, and the Configuration subfolder with options to set
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up your Magaya system according to your needs. Each subfolder has various
actions and reports available. The subfolders are:
=R 2| Maintenance
& Carriers
;ﬂ Forwarding Agents
Warehouse Providers

EOEOL

Cuskomers
Yendors

, Salespersons
, Contacts

ae Emplovess

:! Parts

0 Counkries

% Configuration

S ]

. Carriers: Add land carriers, ocean, and air carriers and their addresses,
contacts, rates, payment terms, TSA compliance, FMC, SCAC number,
and more.

. Forwarding Agents: Add forwarding agent information such as address,
payment terms, participation, assign tracking access, IATA code, FMC,
SCAC, TSA number, and more.

. Warehouse Providers: Add contact information.

. Customers: Add contact information, payment terms, rates, assign
tracking access, TSA compliance, and more.

. Vendors: Add vendor contact information and TSA compliance.
. Salespersons: Add name, address, participation, and more.

. Contacts: Add more than one contact person for a Customer, Vendor, or
other entity in your Magaya system. You can add a different contact
person for different departments of a single company. The contact can be
assigned as a Magaya LiveTrack user by selecting their name and clicking
on the Actions button; choose “Allow Tracking”. Enter their password
and permissions or restrictions. You can also assign more than one
Magaya LiveTrack user per company. Contacts can also be added from
any entity screen.

«  Employees: Add employee name and contact information, assign remote
access rights, Magaya system permissions, and passwords.

o Ports: Select frequently used ports so they are easy to find in your drop-
down lists, add additional ports, work with Schedule K and Schedule D
code lists, define zones by zip code.

. Countries: Add country names, states, and codes.
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. Configuration: Access options to customize your Magaya system such as
setting up document numbers, transaction tracking, messaging formats,
add custom fields, tasks, divisions, events and more.

Accounting

The Accounting folder contains the following:

=4 Accounting
& Chart of Accounts
(%) Ttems and Services
i Standard Clienk Rates

4 Carrier Rakes

Invoices

Inwaice List

Bills

Bill List

Payrnents

Payment Lisk

s Deposits

& Deposir List

== Checks

==] Check List

”J a

AN

Y YRR

. Chart of Accounts: This is like a general ledger, listing all accounts and
what type they are categorized as (for example “Services” is categorized as
Income, and “Utilities Expense” is categorized as Expense). You can add
accounts that are specific to your business.

. Items and Services: This shows codes for the services you provide such as
crating fees and what account name that service is associated with.

«  Standard Client Rates: Use this to establish your selling rates for
freight-related services.

. Carrier Rates: Use this to enter your buying rates and contract informa-
tion with the carriers providing freight services for you.

. Invoices (and Invoice List)

. Bills (and Bill List)

. Payments (and Payment List)
. Deposits (and Deposit List)

. Checks (and Check List)

Outgoing Shipments
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The Outgoing Shipments folder is the place where you will create your own
subfolders to organize your outgoing shipments. For example, you may choose
to organize the outgoing shipments by year and month. You may also want to
have a subfolder in each month for Air, Ocean, and Ground shipments.

Incoming Shipments

The Incoming Shipments folder is the place where you will create your own
subfolders to organize your incoming shipments. For example, you may choose
to organize the incoming shipments by year and month. You may also want to
have a subfolder in each month for Air, Ocean, and Ground shipments.
+-F Bookings
+- 55 Warehousing
+ iﬂ Maintenance
14 Accounking
[=-8] Outgaing Shiprments|
+- ] 2003
[ 2009
+- ] Air
+-i] Orean
=i Ground
+- shipmentz7
+-@ shipment30
[=- %] Incoming Shipments |
+-_| 2003
=] 2009
+- 5 shipment2s
+- 5 shipment2s

NOTE: To create air, ocean, and ground shipments quickly, use the icons on the
top menu. They have a wizard that will walk you through the steps. See Chapter
14 for details.

Where to Find Help

Magaya Software contains a help file with the topics for everyday tasks. Click on
the Help item in the top menu or press the F1 key on your keyboard. In the Help
system, click on a topic to expand it or search for keywords. Many dialog boxes
have a Help button. Click on the Help button for information about the dialog
box you are working in.

Working with Document and List Views

In Magaya Explorer, you can view documents and lists of documents (and
transactions).
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WORKING WITH THE LIST VIEW

To view a document, click on a subfolder (such as Pickup Orders under the

Warehousing folder). Then a Pickup Order document is displayed in the docu-

ment view of the Magaya Explorer (see the figure below).
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To view a list, click on a subfolder with the word “List” in the subfolder name
(such as the Pickup Orders List). A list will be displayed in the list view pane of

the Magaya Explorer.

Many of the same buttons and options are available when you view the docu-
ment or the list. For example, you can see the history of a specific Warehouse

Receipt (WR) from the list or the document.

Working with the List View

The List view provides you with many options. You can sort the columns in the
list to view the information in a variety of ways. You can search for documents

and transactions and run reports.

The List view is available when you are working with:

. All the list subfolders under the Warehousing folder such as Warehouse

Receipts, Pickup Orders, and Cargo Releases list

. Lists of Quotations, Bookings, the Shipments, and more

. All the subfolders under the Maintenance folder such as Carriers,

Vendors, and more

e Many subfolders under the Accounting folder such as lists of Invoices,
Payments, Bills, Deposits, Checks and more
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Most lists have a Date range field at the top of the list. Use the Date range to
view the transactions you want to see from a certain time period such as last
week or last month.

Dates: |[FEITOCIEETEEE ~ From: | 4/ 1/2009 ™ To:| s/20/2009 ~| &
Status MNumber Date Shipper Consignes  Carmer Pheces

After changing the date in the date fields, click the Refresh button (the blue
arrows wrapping in a circle) to load the transactions for the date range.

Use the red Stop button to stop the search at any time.

A counter on the bottom of the list tells you how many items are displayed out
of a total number of items.

To view all the transactions such as Warehouse Receipts (WR) in the Ware-
house Receipt List, select the “All” option in the Dates field on the top of the list.
Note: Make sure you do not have a filter in place. Click on the “Unfilter” button
to clear a filter. Then the Unfilter button will be grayed out.

To move the columns to change the order from left to right, click on a column
header and drag it to the place where you want it to appear.

To customize the columns in the list to view only the columns you want to see,
click on the Actions button.

You can also widen or narrow the columns by clicking on the line that sepa-
rates the columns and drag the line to the left or right.

To sort the items in the list, click on the column heading. For example, if you
click on the Status column heading, the items (such as WRs) will be grouped
together by status of Pending, Delivered, In Transit, In Process, At Destination,
or On Hand (in the warehouse).

The icons for commodities in lists indicate the status of the commodity:
. Yellow is In Process (or Ordered)

. Aqua is On Hand

. Purple is Loaded

. Light Green is In Transit (Dark Green is Arriving)
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. Blue is Delivered

W Ermpty
' Arriving
[ Pending
W OnHand
In Process
'ii [r Tranzit
a At Destination
“ Delivered

Toolbars in Document and List Views

In the Document view, this toolbar is on the top of the document:

g M« > XS G N > .
First  Pravious Add Edit Dekte  Fnd  Filker Autiong Lo Cpdions

To navigate through documents, click the buttons First, Previous, Next, Last.

Other buttons are Add, Edit, Delete, Find, Filter, Unfilter, Actions, Zoom, Page,
and Options.

The icon on the far left indicates the status of the transaction (such as cargo is
loaded, delivered, etc.).

When you are viewing a list, a new toolbar appears at the bottom of the screen:

Add Filker i Actions

(The buttons on that toolbar also appear on the document view on the top of the
document.) The buttons are: Add, Edit, Delete, Filter, Unfilter, and Actions.

Buttons on the Toolbars

Many buttons have an arrow on the side of the button. Click the arrow to access
options. (The choice in bold is the default that displays if you click the button
instead of the arrow.) When you click a button, a dialog box will open. After you
have entered information in the dialog box, click the OK button. The dialog box
will close. The information you entered will be saved in the database (and in the
form you are working on such as an invoice or Pickup Order).
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Add Button:

Use the Add button to add a new transaction of the selected type to the database.
When the Add button has an arrow, then options are available. When you click
the Add button, a dialog box opens. Enter the information in the dialog box to
fill in a form such as Pickup Order or Warehouse Receipt.

The Add button offers options that are specific to the list you are viewing. For
example, in Bookings the Add button enables you to specify the type of booking
such as Air Booking Export, Ocean Booking Import, etc. In the Accounting
folder, the Add button for Payments offers the option to add a Customer
Payment or a Vendor Refund. The Add button for Cargo Releases will open a
wizard with screens that walk you through entering the information to create a
cargo release.

Edit Button:

This opens the same dialog box used when adding new information so you can
edit or change information. (Exception: The Cargo Release Edit button will
open a dialog box, not the wizard you used to enter information.)

Delete Button:
Enables you to delete the selected transaction in your list.
Other Buttons and Their Functions:

To print a document, click on the Print button on the toolbar across the top of
the Magaya Explorer. (You can also use the File menu and select Print.)

To print receiving labels from a Warehouse Receipt, go to File (or click on the
arrow on the side of the Print button) and select “Print Labels”. A dialog box
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opens. Select the label size and quantity. You can also print a range of labels or

all of them.
Magava Mebwork  Accounting  Reporks  Options  Help
- e -- [
-\,} - % - (f - "_'E}-I ;\J -
Prink Find Netwnrk Send EMall
Frirt Setup Save ko PDF...
W" Select Labels: Frinter: hr
- -
jof || e Lael 4 u
Ml MdewD4WHP Lazer)et P2015 Ser I
1SEOM —
UL
Warehouze Receipt Humber 43, E|_y
] Arnount of pieces 425 ni
=h Start at; End at;
J1]

1 =

In this example, this will result in 425 labels being printed, one for each item in
WR 43. To change the amount of label printed, enter a new number in the
“Start” and “End” fields. Each label will print with the options checked in the
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Configuration menu: The warehouse item description, the company informa-
tion, consignee name, and a bar code. This labels shows the WR number:

fOUR COMPANY NAYE OR LOGO HeRe

8725 N 18th Terrace
Miami, FL 33172 UNITED STATES.

CONSIGNEE | LTEH 1D

fOUR CONSTONEE HERE '2

HAREHOUSE RECEIPT NUMBER

075

LOCATION PIECE ToTAL PIECES

il 3 6

ing Nu lhnr (SystenID-Harchouse Receipt-Itae

T

3678-2075-2Z

DESCRIPTION | wezEHT

VOR'S 15,00 'h
DIMENSIONS PART NUMBER “[mepeL | sERIAL Numeer |
SxGuSin M <

NOTES

Magaya Cargo System www. Magava.com
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This label shows the Air Waybill number:

MAGAYA DEMO

8725 NW 18TH TERRACE SUITE 209
MIAMI, FL 33172 UNITED STRTES.

CARRIE

TANPA RIRLINES SA(SEE ALSO TRANSPORT

CQNEIGNE!

OVAIR AGENT OVERSERS

MASTER AIR WAY BILL NUHBER

735-43587025
AUATRNTRRMn

DESTINATION ' PIECE | TOTAL FIEEES

BSB 5 146

Tracking Nusber (SystealD-Harehouse Receipt-ItemID)

WOEHL A i

NOTES
OME BOX OPEN SEE PICTURE

Magaya Cargo System. www. Magaya.com

To email a document, click on the Email button on the toolbar across the top of
the Magaya Explorer interface. See the topic "Batch Email" for more.

The option Send Tracking Link by email is available if you have Magaya Trans-
action Tracking active.
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Batch Email

The Options button enables you to print only the fields of a form and the option
to calculate the totals in the fields of a form automatically.

Document Options §|

Warehouse Heceipt

[ ] Frint fields anly
juzt document to paper
[ ] Adjust d ko pap

Show the paper on the drawing

Calculate fields autornatically

Select any options needed. The defaults set are: Show the paper on the drawing,
and Calculate fields automatically. Note: The Options dialog box will show the
name of the document you are working on such as a Warehouse Receipt or
Cargo Release.

Now you can send batch emails from Magaya Explorer to a group of customers
from any list. For example, you can:

. Create a filtered list of invoices and email them in a batch
. Send a monthly recurrent invoice for storage
. Send a marketing message to all your customers at once

You can send batch emails from any transaction list. You have the option to
select a few entities (such as customers or vendors) or send to the whole list. The
emails will be sent to the entities involved in those transactions, including their
contacts.

The format can be configured to be PDF or HTML. You can also add attach-
ments.

Go to the list you want to use for a batch emailing. Select the names you want to
send to or just click the email button to send to all in the list.
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Click on the arrow on the Email button and select “Batch email”:
|

COptions  Help
.8 9 . v RS -
Metwark, EMail Task. Refresh  Folders
antact First Mame Contact Lazt Hame  Send Document by Email. .. F4 |
Cther 0
rina Caba Other 0
Other 0
an-Pierre Chavanel Other 0
Other 0

In the dialog box that opens, your company email address is automatically filled
in. It can be changed by typing over it.

Send batch email E|
From: | Yaour CGmEarw name and email is here H Send
subject: | Add subject line here [ concel |

LUse selected itams only

Enter message here

Comman Attachments: E Click to add attachments

Enter the subject line, message text, and any attachments.

Click the Send button when you are ready to send the batch email.
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The Filter Button

The Filter button allows you to select how you want to view the information in
a list. For example, you may want to see only transactions for the past week or
transactions for a certain customer or destination.

The Filter button has two options: Standard and Advanced.

The Filter button offers options that are specific to the list you are viewing. For
example, the Filter button available for Checks has fields that are specific to that
accounting function while the Invoices filter has different fields. In the Invoices
filter, you can filter by AP or AR, invoice number or dates, US dollar (or other
currency) amounts that are greater or lesser than amounts you enter, and
others. For Checks you can filter by account name, check number, or other
criteria.
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Below are filters for Accounting functions:

Accounting Filter,

Filker Tope

() Match at least one condition

[ Jcomounnc[ | Aepledia |

Type:|<nnne>

Account: |

Statuz: | LROnE:

X
J
J
v
w| Divison | v ﬂ|
X
v)
d

Nurber. | | Curency: | v| %
Paid as: | <none> v Method | 30 canys
Exparted: |<nnne> V| Taxed: |<n|:|ne>
[ ] Transaction D ate [ ] Due Date
Fram: To: From: To:
| I Inl | |
| ok || Cancel || Hep |
Checks Filter X]
Filter Type Pay to the order of:
(®Match all condtions N
© Match at least one condition Account: | v
CJDate Number. |
ghome e Division: . ¥ X
| Currency: b _’
oK | [ Cocel | [ Hew |

The Filter is useful especially when your lists are long. Without a filter applied,
the list will show all the transactions for that folder, dating back to the first one
your company did. To see only the most recent or relevant transactions, use the
filter button and select your criteria.

NOTE: When you use the Filter button, the software saves that filter unless you

clear it. The next time you view this list, the filter will still be applied. If you do not
see some of the information you are looking for, verify if a filter is active by clicking
on the Filter button. To unfilter, click the Unfilter button. Also the counter on the
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bottom of the list tells you how many items are displayed out of a total number of
items.

The Filter button is not the same as the Find button. It will not search the way
the Find button will.

Advanced Filter

The Advanced Filter screen has a list of Available Fields on the left, Conditions
on the top and results of the Condition(s) you apply on the bottom.

Advanced Filter IIE|
Arvadabds Fisldy

- - . Sedactad Pl or Flled

a”"' = Altachments | Yes/Mo

(@) Batance (USD] Dicimal S

O Biling Chert Tt Equalt ¥ |No w

(D Bonded 'WH type Test

D CF5. Mgk Toesi

O Caner Tl

(D) Changmable Wieight (] Dieximal e [ ChangetoOF | [ Add AND) | [ Add0R] |

O Cosnimosdiies D ancnplan T "

O Consignee Tt L N

D) Consigree Addess ]

i:'.l Customs Entep Date Diste

D Date Date

0 Dhesbrushion Agert T ecai

a Destinestion Agert Addiess Tl

D Destinshion Cowriy Test

G Drechrushon Fort Tl

O Divsion Tt

The list of Available Fields changes based on the transaction you are filtering.
For example, in Bookings the available fields include the Booking Number,
Carrier, Cut Off Date, Arrival Date, and more. The available fields in the Pickup
Orders advanced filter include Delivery Date, Pickup Address, Driver’s Name,
and more. Many of the same fields are available in all the advanced filters such
as carrier, date, etc. The Available Fields are listed in alphabetical order.

The Available Fields also have a Type associated with them: Text, Date, Yes/No,
Integer, and Decimal. These Types are defined as follows:

o TheText type of field allows text to be entered. Available Fields that accept
text include “Carrier” and “Shipper”. The text field is not case sensitive.

o The Date field has a calendar for choosing the date and conditions such as
“On” for “on this date” or “On or Before” for “on or before this date”.
There are many options for using the date field.

o  The Yes/No field type is used for questions that can be answered as Yes or
No. It uses logical (or Boolean) operators that help refine a search. It is
used to answer Yes/No questions such as “Has a shipment been liqui-
dated?” or “Is it excluded from tracking?” If you use “Equals”, then select
Yes or No.
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o The Integer field allows a number to be entered. If you select the available
field of “Pieces”, you can enter a number (an integer) for the number of
pieces. Enter a whole number, not a fraction. Integer is often used for
overstock pieces or pieces on hand.

. The Decimal type allows a number with as many decimal point places as
needed. The Decimal field type can be used for weights, values, currency,
and more.

When you select an available field, it is displayed in the Conditions section of
the screen.

For example, if you select Arrival Date, the Conditions are the date range that
you can change with a dropdown menu and the conditions of the date. The
following screenshot shows the Booking Number and the text field that is avail-
able:

Adwanced Filter El
Bowmlable Fieldr
= = Seleched Field or Filtes
L i .
(D) sarrval Dite Diate et bl
D Bilirg Chert Test
2 Booking = Tasd
'I:}L'amm Tt
() Chaipeable Weight i Deocimal
O Commodiies Descrption Test
gtm-.qnu Test [asdianp) | [ acaior |
Consigress Sdden Test
() Cust O Dt Do
D Date Cate
&) Departre Dusie Dhste
D Inteimadate Congres Addiess  Test W
o] (o | [ |

If you select the condition “Equals”, enter the full booking number. If you only
have part of a booking number, select “Contains”. For example, if you enter
“123” in the text field, the filter will only show booking numbers that contain
123. (The terms “Contains Data” and “Does Not Contain Data” are to find blank
fields or ones with data.)

Then click the Add button. The filter condition you just set up will be added to
the filter list. For example: Booking # (Text), Contains, 123.
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You can add more conditions to refine the filter further. The additional condi-
tion will appear below the resulting conditions:

Adwvanced Filter El
Hvalable Fieldy
M T < Sadached] Fisld o Filtes
o i
1) dttachments YeuHo Date | Date
(D Balance USD] Decimal Coraiton
S Ch lonte Tt EEETR—— | 3 62003 3
D Canines Tast s
Qll'um'ndlt-. Creacigbssn Test E‘
O Cnation [rae Date .
Dok i Fiter [ Chargeta0R_| [CA3312ND] | [_AsdiCR] |
83:;90“ ?": Al Al condiions [AND]
O Diver’ sebed FE (O Rieleased o [Teut], Containe, Errique
e :“’ () Diste [Date]. O or Ales, Ma/DEA2003
gfnh;”:m ::: Al Al conditions JAHD)
O PRO Musmbi Tt w
L_ox ][ Comee || B |

Conditions can be nested under the first condition to narrow your list results
even more.

Example of a Filter: To find a cargo release from March 6, 2009 or earlier that
was released to Enrique.

1)
2)

3)

4)
5)
6)
7)
8)
9)

Select the Available Field. In this example, select “Released to”.

In Conditions, select “Contains”. (This will allow you to enter a first name
or just a last name. If you select “Equals” you must enter the exact name.)

In the field next to “Equals” enter in the person’s name you are searching
for: Enrique. (The text field is not case sensitive.)

Click the Add button.

Select another Available Field: Date.
In Conditions, select “On or Before”.
Enter today’s date (the default).
Click the Add button.

Click OK.

The result list will display in Magaya Explorer. If the result is found, you will see
the transaction you are looking for, but if not, refine your search by clicking the
Unfilter button and then return to the Advanced Filter to change the terms, or
refine the search by removing a condition and adding a different one.
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The Find Button

To search for a document or transaction, use the Find button. The Find button
has an arrow with these options: Transactions, Quick Find, Entity Finder, Find
Vehicle, Folder, and Find Next.

Magaya Metwork,  Accounking  Reports  Options  Help

- | .,:,9# - - L - fl - |
Prink Find Mebwark Send
Wb E:}' «7 R Trézsa.ic;iuns... CI:rll +F i )
Add Edt Delete Quick Find... ctrl+Q Zoom
Entity Finder. .. kil + E
Find Vehicle, ..
jo Company Folder... Alt + F3
Find L F3 T
Terrace e nex : ickup Mumbe
?2 | Creatinn Mate Mim

When you click the Find button, a search box appears. (The same search box
appears when you click the arrow on the side of the Find button and select
Transactions. See the screenshot below.)

Find Type: | All elements . o Find

From: 1/ 1/200% | To B/22/200 v o Quick Find

3

Findby: () Tranzaction Murber (30 Test

Test: shoes Dok
@ Help

Fesults

Type M ame [ ate

Fickup Order 17 03/03/2009

Fickup Order 18 03/03/2009 =
Warehouze Beceipt 38 0340342009 !
Shipment BolL 7155 03/03/2009

Shiprment HEOL11 04./01/2009

Shiprnent HEBOL10 04./01/2009

Shiprment HEOLS 04./01/2009

Warehouze ltem
W arehouze [tem

Mew Balance runnin... 030342009
Mew Balance runnin..  03/03/20039

9 elements found

You can move the search box to the side of your Magaya Explorer and affix it
there by clicking on the Dock button (with the green arrow pointing left). To
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un-dock it, click on the Dock button (it now has a red arrow pointing right
instead of a green arrow pointing left).

Select what you want to find by clicking on the Find Type dropdown. You can
search all elements or choose what transactions to search in such as warehouse
receipts or invoices. To combine search elements, choose Selected Elements
from the dropdown. Check the boxes for the elements you want to search. (You
can also use the button with the three dots next to the dropdown.)

Set the date range by using the From and To dropdowns.

You can search by Transaction Number or by Text. To search by text, type the
text into the Text field and click Find. The advantage of using the Text search
method is that you can find any text that appears anywhere in a transaction. You
can even search by a partial phrase. For example, if you do not know the whole
name of a carrier or vendor, you can search by using part of their name.

The results list will display any transaction or document that contains the text
you entered. The total number of found items will be displayed on the bottom
of the find screen.

To view an item in the results list, click on it, and click the View button. The
dialog box for that transaction will open. (Tip: You can also double-click on the
item in the results list to view it.)

To go to the document or transaction, click on the item in the results list and
click the Go To button.

You can stop the search at any time by clicking on the Stop button to end the
search.

The Quick Find option opens a search box that gives you the options to search
by transaction type and number. Select the type and enter the number. When
the transaction or document is found, the search box closes and the document
opens.

Quick Find E3

Tranzaction Type: Wwiarehouze Receipt

Tranzaction Mumber:

Cancel ] [ Help
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The Entity Finder option opens a list of all the entities in your system,

including customers, carriers, employees, and more.

Text ta Find: ||

' [@ Fird |

Mame

& ¥ Shipping Line

.9 ¥ Shipping Line

& wihSUzer

& wihSUzer

2. W arehouzing Wendor

ﬁ. W arehouze Employes 1

E. Yenezuela Shoe Distibutors
E. Trek Bicycles

Type Entity D Phone  #

Custormers D
Carriers

Employees

Employees

Wendors

Employees

Custormers
Custormers

.8 TAM Cargo Camers
£ >

117 of 117 elements

Edit.. | 5'ractions | =f' Close

Enter any text you need to find such as a name (partial or full) of an entity.
When you click the Find button, the results list displays the entities found. You
can rearrange the columns in the results list by clicking and dragging them into
place. Click on the Actions button to select which columns you want included
in your results list. To make changes to an entity, use the Edit button. (Tip: You
can also double-click on the item in the results list to open it.) A counter on the
bottom of the list tells you how many items are displayed out of a total number
of items.

The Find Vehicle option opens a dialog box so you can search by Vehicle Iden-
tification Number (VIN).
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The Find Folder option opens a search box with a General tab and an Advanced
tab. You can search for an airway bill number on the Advanced tab.

Find 3
rcn——_
§ Ema_l_ | Advanced

Find "what:

[ Match Case

[ ok || Concel || Hep |

o ==,
General| Advanced )

[ 1] 4 I[ Cancel Il Help J

The Actions Button

The Actions button is available in the Magaya Explorer when you view lists or
documents. The Actions button provides many functions. Depending on the list
or document you are viewing, you will have different actions available.

Common functions available from the Actions button:

To run (or create) reports on a list such as the Warehouse Receipts List, click on
the Actions button and go to Reports. Select the report type from the menu.
Options include creating a report by shipper, by consignee, by supplier, etc. The
report can be saved, emailed, or exported. Tip: In the report, double-click on an
item to display the dialog box for that item. Reports can be filtered and also
calculate totals.
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To copy a document such as a Warehouse Receipt (WR), click on the Actions
button and select Create a Copy. A dialog box will open with all the fields filled
in based on the WR that you were viewing. Change any fields as needed. Click
the OK button to save and see the new WR.

To exclude a document from tracking, click on the arrow on the side of the
Actions button and select Exclude from Tracking. This adds a checkmark next
to the menu choice Exclude from Tracking. This is used if a transaction is not
complete and you do not want it to be viewed via Magaya LiveTrack. To change
the WRso it is included in tracking, click on the Actions button arrow again and
select Exclude from Tracking. The checkmark will be removed.

To view the history for the WR, click the Actions button (not the arrow on the
side of the button). A dialog box opens. If there is any history, it will appear in
the list. Select an item and click the View button to open the dialog box for that
item, or click the Go To button go to the document.

= History for Cargo Release (3)

Type Mame Date
02/20/2009

W arehouge Receipt 29 124542003

The Actions button offers many options depending on the transaction you are
working on.

Examples:

«  Whenviewinga check, the option to void the transaction is available from
the Actions button.

. When viewing an invoice, you can receive payment.

«  Ina Cargo Release, you can set it in transit or as delivered.

Magaya Explorer comes with different templates for forms such as WR or
Pickup Order documents. To select a template, click on the arrow on the
Actions button and choose Select Template.

Other functions found on Actions buttons include import or export of data and
the option to choose the columns in a list. Other functions are: Batch printing,
statistics, and more. Click on the menu options to explore the possibilities. For
details on these functions, see the Index.
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CHAPTER 6: WAREHOUSE RECEIPTS
INTRODUCTION TO WAREHOUSE RECEIPTS

Chapter 6: Warehouse Receipts

Introduction to Warehouse Receipts

A Warehouse Receipt (WR) is a document that records when cargo arrived, was
unloaded, checked in, and assigned a location in your warehouse. A WR is
needed for any cargo that enters your warehouse.

The WR informs the customer that you are now in possesion of the cargo (also
called commodities), and it provides proof that the commodities listed on the
WR are in the warehouse stated on the WR.

Entering the cargo into the Magaya Explorer updates your inventory records.

The WRis saved in Magaya Explorer and identifies the warehouse location, the
quantity of the goods, the date of receipt of the goods, and other details such as
who shipped the cargo, who the carrier and supplier are, the dimensions of the
boxes delivered, and charges.

How to Create a Warehouse Receipt

Introduction to Creating Warehouse Receipts

After cargo is delivered to your warehouse, a Warehouse Receipt (WR) is
created that shows what commodities were received and where they were placed
in the warehouse.
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STEP-BY-STEP PROCEDURE

In Magaya software, a dialog box helps you create a WR. The dialog box has a
series of tabs across the top:

Warehouse Receipt K|

|G'BTIBT‘3‘ Shipper/Consignes | Supplet | Camier  Commadities | Charges | Events | Attschments | Mote | ’|
O Statuz: W On Hand
Tabs across the top
Mumber: 40 of the dialog box

Date: 44232009 w | Time: 4:5%33 PW r;
Employes lere Taylor v
lssued By MC Cargo Company o

Destination Agerr: |

[ ok || cancal |[ Hew |

To move from tab to tab, click on the tab. Continue by clicking on the next tab
until you have completed all the fields that apply to the cargo and your business.
(Not all the fields are required. The system will notify you of required fields.)

You can change the information in any field by either typing in the field or by
using the dropdown menu for the field. The dropdown field has a toolbar with
buttons to Add, Edit, Delete, Find Sort Columns, and Refresh.

When you are finished, click the OK button. The dialog box will close and the
information you have input will be saved and appear in the Warehouse Receipt
form. If you need to make changes to the form, click on the “Edit” button.

Step-by-Step Procedure

1)  Go to the Warehousing folder and click on Warehouse Receipt (or Ware-
house Receipt List) in the folder list on the left side of the Magaya
Explorer.

. If you are in the List view, click on the Add button in the bottom
toolbar. This will open a dialog box called Warehouse Receipt.

o  Ifyou are in the document view, click the Add button on the top
toolbar. This will open a dialog box called Warehouse Receipt.

2)  Enter information in the fields in the tabs as applicable:

General tab:
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. Select from the dropdown menus as needed.

Warehouse Receipt E|

General | Shipper/Consignee | Supplier | Camier | Commodities | Charges | Everts | Attschments | Note 4 #

m| Stabus; ¥ In Process

Murnbse: 38

Date: 3 32009 w | Time: 4071 PM i
Employee: lleree Taylor v|

Issued By: | MC Cargo Company vi

Destination Agerl: | Jamaican Destingtion Agent 1 ¥

Lok J[ Concel |[ Hew |

Magaya software assigns a WR number to the WR that you are
working on. (You can change this number if needed by typing over
it. Set up document numbering in the Maintenance > Configuration
folder.) Magaya software automatically fills in the date, time, and the
name of the employee who is creating the WR, and fills in the Issued
by field with your company name.

o  The Destination agent field is optional. (If you enter a name in this
field, the agent will be able to view the WR if Magaya LiveTrack is
enabled for the agent.)

. Click on the next tab.

Note: If your company is an Airline Carrier, the General tab of the WR will
have the button “Get AWB”. This will enable you to select AWB numbers
assigned to customers or numbers not assigned.

To add Air Waybills, go to the Maintenance folder and click on the Air
Waybill Numbers entry. Use the “Add” button to add AWBs.

Shipper/Consignee tab:
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. Select the shipper from the dropdown menu.
Warehouse Receipt E|
General | Shipper/Consionee | Suppiier | Cammer | Comenodies | Charges | Events | Atschments | Nole € *

Shipper Caonzignes

Mame [ame:

Atlantic Sumplus W MC Cargo Compary b
Addiess: Addiess:. | Changs...

3224 Moath College Foad B725 MW/ 18th Tenace

wilmingbon NC 28405 Miami FL 33172

UMITED STATES UMITED STATES
Client ta Eill Other b ML Cargo Comparsy »
Mode of Transge w ﬂ
i v Desinaton |

L0k J[ Cancel J[ Hep |

The shipper is often the manufacturer or wholesaler, i.e., the one
who sent you the cargo. (If the shipper’s name is not in the list, add
it by clicking on the plus sign +.) The shipper’s address will be filled
in automatically.

o Select the client to bill (This is the one who is paying for your
services. This can be the shipper, consignee, or a third party.)

. Select the Consignee. The consignee is the ultimate recipient of the
commodities at the destination. (Optional.)

o  Select the Mode of Transportation. (If you do not select a mode of
transportation, you will not be able to enter freight charges on the
Charges tab of the WR. However, you will be able to enter freight
charges later when this cargo is included in a shipment.)

o  The Origin and Destination information fields are optional. (If you
know where the cargo is going, the Destination field can be used
later to filter the cargo or create consolidations.)

. Click on the next tab.

Supplier tab:

o  Select the supplier (this may be the same as the shipper or the
company that provided the cargo to the shipper). You can modify
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the address for the supplier for this transaction if needed by clicking
on the Change button.

Warehouse Receipt |E|

| General | Ehi:par.-"l:maignaa: Supplier | Camier | Commodities  Chasges | Events | Altachments | Note ¢

Mame:; Irvoice Mumber:;

Address Purchaze Order Number,

|_ Cancel ]l_ Help I

. Enter the invoice number and/or purchase order if available. (These
numbers can be useful later to find this transaction because this
transaction number is the reference number of your customer.)

. Click on the next tab.
Carriers tab:

. Select the inland carrier (usually an over-land trucking company).

Warehouse Receipt rfﬁ-(-|

| General | Shipper/Consignee | Suppher Canmes .Cmﬂl:lcﬁ:iﬂs_ Chaiges | Evenls | Attschments | Mote €

Camier
Anderson & Sons Truckeg Co w
ﬂli‘fur'; I"Ia'ng. Dirrven's Lil::uma Musnbes:

Leniny

PRO Number: Tracking Mumber:
Akl

[ EIF»J[ Eari:ei_][_HeIn I
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. Enter information in the other fields as needed. They are optional.

The PRO Number is an inland carrier’s bill of lading number, also
called a “progressive number”. The driver’s name may be useful if
any cargo is damaged or missing.

Click to the next tab.

Commodities tab:

Use this tab to add commodities to the WR. Click the Add button to add
a commodity. A dialog box opens with tabs: General, Identification, EEI
(formerly SED), Hazardous Materials, AMS, and Attachments:

Warehouse Receipt rg]
| General | Shipper/Consignes | Supplier | Caer | Commodiies | Chasges | Events || Attachments || Hobe € *
Shalus Package Descoption Pieces |
Edi...
Delete
£ >
Tiokals: Wolume : 0L00 [ 0.00 Vi
0 Pieces “Weaght - 0L00 k.g; 0,00 Ib
| cancel || wHep |
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On the new dialog box, enter information as needed:

Commodity
General Identification = EEI
W In Transit
Description:
i
Package Type:
Pieces: Dimension L
1 0.00
[ ] By Totals Piece
Weight 000
Volume |0.00
Quantity: Unit:
0
MNotes:

3

Hazardous | AMS | Al < »
Locatior:
v v| %]
$WxHE in
||0.00 0.00
Total Measure
0.00 b
0,00 f v
Unitary Value: Total Value:
0.00 ||0.00
| Cancel || Hep |

For details on adding commodities, see the topic “Commodities”.

When you are finished entering information in the Commodity dialog
box, click the OK button. You will be returned to the WR dialog box

Commodity tab.

If you need to add more commodities, repeat the steps listed above. If you
need to add a container, click on the Add Cont button.

A dialog box opens with tabs: Identification, EEI (formerly SED),
Hazardous Materials, AMS, Attachments, and Refrigerated.

The Commodities tab also has

buttons to Edit and Delete commodities.

The Details button enables you to add items to a pallet. When there are
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items packed inside a pallet, the icon in the commodities list will change.
To unpack items from a pallet, click the Unpack button.

For details on adding a container, see the topic "Commodities".

Charges tab:

The charges entered in a WR are integrated into the Accounting system in
Magaya and will appear on invoices, bills, etc., as applicable. When
charges are entered in the Charges tab, the charges remain “Open” (are
not posted to the Accounting system) until you click the Generate button
or they are liquidated. Then they are “Posted.”

After the charges are generated or liquidated, the system will collect all the
charges and group them and create invoices for each customer. The
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charges that will go to bills are also groups and bills are created for each
vendor. Then these are posted into the Accounting system.

You can also create accounting transactions from the WR by listing all
the transactions for that release. For details on this, see the section "Gener-
ating Accounting Transactions" .

To add a charge to the Charges tab of the WR, click the Add button. A
menu appears. Select the type of charge from the menu such as income
charge or expense charge. A dialog box will open.

Warehouse Receipt g|
General | Shippet/Consignes | Suppber | Canier | Commodities | Charges | Events | Attachments | Note € B
St | Deaciption Prep.. Duaniy Prica Amount
(5)0pen  Handing Fes Yt 1346516 0.40 778606
4 »
Totsls
#
Expenaa: Income: Profit o ) Generate |
UsD 0,00 USD 7766.06 USD 7786.06 |
[ ok || Comcel || Hep |

For more details on adding charges and using the charges tab, see the topic
"Charges".

Events tab:

Use the Events tab to add any events you want associated with this Ware-
house Receipt.
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The Events tab has buttons to add a new event or to edit or delete events.

Warehouse Receipt @

General | Shippes/Consiones | Suppber | Camier | Commodities | Chaiges | Events | Attachments | Note €

Date Hastme Localicn Dt
A/ 2152007 1060021 | Auvved at wasehouse I

< ¥
[[] shew events rom all related trans sctions

[ ok [ coeel || Heb |

For details on using the Events tab, see the topic "Events".
Attachments tab:

Use the Attachments tab to attach a photograph or other document to the
WR. For details on adding attachments, see the topic "Attachments".

Warehouse Receipt El

w

| Supplier | Camies | Commodities | Charges | Evanlx: Altachments :Nnbas | Intemal Motes || Custom | 4

duldl

Notes tab:

Use the Notes tab to add notes to the WR that you want to appear on the
WR. These notes will be visible to the customer. For details on adding
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note, see the topic "Notes".

| Shippet/Congigres | Suppler | Camier | Commodities | Charges | Events | Attachments Holes | Intemne € *

= Click. 1o select a clause

Internal Notes tab:

 Crestedon  Moles Created by Last modii.,

Warehouse Receipt EJ

| Supglier | Camries | Commodilies | Charges | Events | Attachmentz | Motes Intemal Notes | Custom| € #

| Cancel || Hep |

3)

4)

Use the Internal Notes tab to add notes that will not appear on the WR,
but the internal notes will be used within your company. For details on
adding Internal Notes, see the topic "Notes".

Click OK when you are finished entering all the information in the dialog
box to save the information. The WR form will be filled in automatically
with the data you entered. This updates the status of the WR to “on hand”.

View the WR and verify the information. Edit if needed.

After finishing these steps you will have a completed WR. All the information
entered in the dialog box is now filled in to the Warehouse Receipt form.

Video Tutorial:

For a video tutorial on receiving cargo in the warehouse, see the following link
"Video on Receiving Cargo™:

http://www.magaya.com/products/videos/reccargo.html



http://www.magaya.com/products/videos/reccargo.html
http://www.magaya.com/products/videos/reccargo.html

ADDITIONAL DETAILS
INTRODUCTION TO COMMODITIES TAB

Additional Details

The following topics provide further details on how to create a Warehouse
Receipt.

Commodities

Introduction to Commodities Tab

This topic will explain how to enter commodities (also called cargo or inven-
tory) into the Commodities tab for Warehouse Receipts, Pickup Orders, Cargo
Releases, Bookings and Quotations.

This topic will also cover how to add a container, how to make changes to
commodities added, and how to unpack them.

The Commodities tab looks different for different transactions, but the func-
tions are the same. For example the Cargo Release and Quotations Commodi-
ties tab have the buttons on the bottom instead of on the right side. The
Bookings Commodities screen has additional buttons specific to bookings.
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For this explanation, we will use the Warehouse Receipt (WR) as an example.
Below is a screenshot of the WR Commodities tab:

Warehouse Receipt ﬁ(

| General | Shippet/Consignee | Supper | Camer | Commodies | Charges || Events | Attachments | Note €

. Siatus Fackage Drescriphon Fieces |

|

(e ]|

Coe ] |

|

|

|

|

< >

Totals Volurne : 0.00 20,00 Vib
0 Pieces ‘wieight : 000 Kg: 0.00 b

[ ok ][ cece |[ Heo |

Use this tab to add commodities to the WR.
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Add Commodities

Click the Add button to add a commodity. A new dialog box opens with tabs:
General, Identification, EEI (formerly SED), Hazardous Materials, AMS, and

Attachments:

Commodity iz]
General | |dentification | EEl | Hazardous | AMS | Atte ¢ *
W In Transit
Descrption:

I
Package Type: Location:
v v| %]

Pieces: Dimension [L xW xHl: in
1 0.00 __I.'I.III .00
[ ] By Totals Piece Total Measie

Weight 0,00 0.00 b

Volume |0.00 1000 it v
Quantity: Unit: Unitary Value, Total Value:
0 0.00 _ 0.00
MNotes:

| Cancel || Heb |

On the new dialog box, start with the first tab and enter information as needed:

On the General tab, enter the commodity description. Select the package
type, number of pieces, and dimensions. The volume is calculated auto-
matically. You can set up the system to display volume or volume weight.
Units can be set up as pounds (Ib) or as metric units: Go to the Mainte-
nance folder and select Configuration. The WR number displays on the
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top of the tab as “WH?”. To use the size of the pallet (instead of box) instead
of the size of each piece inside the pallet, check the box “By Totals”.

Commodity rz|
General | | dentification | EEI Hazardous | &M5 | ate £ *
(] Pending WwH: 38
Dezcription:
|Hunning thoes |
Package Type: Locatian:
| Pallet w | | W |ﬂ
Pieces: Dirmenzion [L &% = Hl: in
L | |40 40 |44 |
[] By Tatals Piece Tatal Meazure
weight |85 80000 |
Volume  M07407  [[407a07 || v|
Cuantity: | It nitary Walue:  Total Value:
0 [ |0.00 ||0.00 |
Motes: | |
[ (] 4 l [ Cancel ] [ Help ]

On the Identification tab, select the Part Number if applicable. Select a
Part Number from the dropdown. To set up Part Numbers, go to Inven-
tory Item Definitions under the Warehousing folder. See the topic Inven-
tory Item Definitions for more.) Enter information in the other fields as
needed.

If you are keeping inventory by part numbers, it is recommended to begin
entering commodity data by going to the Identification tab first. Select the
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part number. This will fill in the product description and dimensions for
you.

Commodity [$_<|

General | Identifization |EE| || Hazardous || AMS ||H 4 »

Drefinition

Part Mumber; || v |

D'escription: | |

kodel: | |

| denfification

Sernal

[rwaice Mumber

Lat Hurmber

|

|

P.0. Mumber: |
|

Job: |

H Set... ] ﬁ
Shipping in... J Came in... J

[ k. H Cancel H Help ]

On the EEI tab, select the Schedule B code. Schedule B codes are

commodity classifications used by US Customs to control exported goods.
(To learn more about Schedule B codes, see the topic Schedule B Codes).
Entering your EEI (formerly SED) information in the dialog box will save
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the data and automatically transfer it to a shipment when you create a

)

shipment.
Commodity
Gerneral |dentifiu:atiu:un| EEI |Hazaru:|u:uus AMS || Ak 8 #
Schedule B
En:u:le:“ | [ Browse. . ]ﬂ
Measurement

Cuantity 1: I:I

Yalue §: ICI
Econ:| |

[z Vehicle

Cluantity 2: I:I

License Type: I:I J
Licenze Mumber: I:I
Export Code: I:IJ

[ Include in EEI

[ OF. H Cancel ][

Help

Click on the Browse button to select a Schedule B code. A dialog box

opens.
“" Browse [Z|
Code Dezcrnption ] 4 |
M 8712006000  BICYCLES AMD CYCLES,MESOI INCLUDING C
0O 5712002600  BICYCLES HAVIMG BOTH WHEELS EXCEEDIN
0O 8712001070  BICYCLES HAWING BOTH WHEELS WOT EXCE
0O 2512100000 LIGHTING OR %ISUAL SIGHNALING EQUIPMEN :
O 4013200000 IMMER TUBES. OF RUBBER, OF 4 KIMD USEC
O 4011500000 MEw PMEUMATIC TIRES, OF RUBBER, OF At
Idwfilter
Commonly
D IJsed

|

¥

& of 8876 elements

This list contains thousands of entries. To limit the list, click on the
Commonly Used checkbox. This will display only the codes you use regu-

97



COMMODITIES
AbpD COMMODITIES

larly. You can also filter the list to display other entries. When you have
selected the code you need, click the OK button. This will return you to the
Commodity dialog box’s EEI tab. The code and description will be filled
in automatically.

Enter the Measurement information for Quantity 1 and 2 as needed.
(This is determined by the Schedule B code entered. When two units of
quantity are specified in the “Unit of Quantity” field for a Schedule B clas-
sification, both primary (1st) and secondary (2nd) quantities are required
to be reported in the AES.) The first Quantity is required unless using a
limited export code. The second Quantity is required if the commodity
requires it, unless using a limited export code.

Enter the monetary value. Use whole numbers. Do not enter zero. This
field is required.

Enter the ECCN, the Export Control Classification Number, issued by the
Bureau of Industry and Security (BIS). Enter if the license type requires it.

Enter the license type for the commodity. Click on the button to search.
(A frequently used code is C33 for No License Required.) Also enter the
license number if required.

Select the Origin from the dropdown menu (Domestic, Foreign, or Mili-
tary). Required.

Enter the Export code. Click on the button to search. (Frequently used
codes are OS for General Export and HH for Household Goods.)

If you are shipping a vehicle, click the checkbox for Is Vehicle. Click on
the Vehicle button and enter the information about the vehicle. Click OK
to save it and return to the EFI tab.

If you want the vehicle information included in the EEI, check the box
Include in EEL

NOTE: Correct filing of EEI is required to avoid violations and fines.

When you send your shipment and EEI information, you will receive an
Internal Transaction Number (ITN) which is proof of filing.
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On the Hazardous tab, check the Hazardous Material checkbox and enter
information in the fields as needed.

Commodity §|

General | |dentification | EEI Hazardous | Ab4S | At 4 #
[ 1Hazardous Material

[dentification Murmber:

M aterial Clazs:

Class Qualifier: J
k aterial Description:

Emergency Cantact:

kd aterial Page:

Flazhpoint Temp.: T
Special [nstructions:

Description of Class:

Hazardous Lewvel:

[ ] H Cancel H Help ]

The information required on shipping papers to ship hazardous materials
is listed in the U.S. Department of Transportation's (DOT) Hazardous
Materials Table (HMT), section 172.101. The basic description of the
hazardous materials must include the identification number of the mate-
rial, the proper shipping name of the material, the hazard class or division,
and the packing group. Additional information may be required,
depending on the materials you are shipping. The US DOT's Hazardous
Materials website is http://phmsa.dot.gov/hazmat.

The flashpoint is the minimum temperature at which the flammable
vapors of a substance (in contact with a spark or flame) will ignite.

An emergency response telephone number is required.

To enter information in the fields, click on the box “Hazardous Material”
to activate the fields. Tthe following define the fields in the “Hazardous”
tab:

- Identification Number: A code representing the identification
number assigned to the hazardous material. The most commonly
used are the UN codes considered appropriate for international
shipments as well as domestic shipments.
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Material Class: A code representing the hazardous class or division
designated for the material in the International Maritime Dangerous
Goods (IMDG) code.

Class Qualifier: A code that describes the hazardous material class.
Click on the button with the three dots to select the code from the
list that opens.

Material Description: The proper shipping name of the material
designated as hazardous.

Emergency Contact: The name and/or phone number of the person
or department to contact in case of an emergency.

Material Page: The page number in the IMDG code in which the
hazardous material identification appears.

Flashpoint Temp: The lowest temperature at which the vapor of a
hazardous combustible liquid will ignite in the air. Degrees Centi-
grade/Celsius.

Special Instructions: The material name, special instructions,
and/or the phone number, if applicable.

Description of Class: Free form description of hazardous material
classification, division, or label requirements.

Hazardous Level: Select the danger level of the hazardous material.
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. On the AMS tab, enter information in the fields as needed.

Commodity [‘5_<|

Identification | EEI Hazardu:uus| A3 |.-‘-‘-.ttau:hments SR

Harmonized T aniff Code [0 ||

WIN (M) |

Value [0} | 0

|
|
Factory Car Order Mumber [O]: | |
|
|

Country of Origin [O]: | w

t = bandator, 0 = Optional

[ k. H Caricel H Help ]

U.S. Customs requires documentation for all imports to be sent to the
Automated Manifest System (AMS) before the cargo arrives in the U.S. by
ocean or air.

The Vehicle Identification Number (VIN) is mandatory when importing
a vehicle.

The Factory Car Order Number is used for a new car that does not have a
title, but it has the manufacturer’s order number.

. On the Attachments tab, click the Add button to add a document or
photograph. Use the other buttons as needed. Any attachment added here
can be viewed from any other transaction that includes this item.

When you are finished entering information in the dialog box, click the OK
button. All the information will be saved. You will be returned to the WR dialog
box Commodity tab. If you need to add more commodities, repeat the steps
listed above.
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Add a Container

If you need to add a container, click on the “Add Cont” button.

Gorwd | ShizosiCoogres | Soppde  Cane onemodha: Comirget | Everin | it 4 Cordars  jdanibeaden | EE [T——TT
Shakii Factagn Caondiien | bl tagig G Pefudeg
Conimre Trpm ¥
Clsiomior
inlmi
Sl Munlssi 1
P zwal Bl ursdom
Laokals dikiwa 100000 VE T st |00 B
4 Prm weagh - 100 Kg- 0001 Semgly LU E . L —
oty |00 1, | poriwred pecer
' T o BEACT
Click on Add Cont... w00 (# | g x
to open the e
Container dialog box e T

On the Container tab of the new dialog box, select the container type from
the dropdown menu.

Enter a description of the container.

Enter the container number.

Enter the Seal number. If there are two seal numbers, enter both.
Enter the dimensions of the container if needed.

Check the box if you want to add the weight of the contained pieces to the
total weight.

Select a warehouse location from the dropdown menu to define the place
where the cargo will be picked up.

The Notes field is optional.

The Identification tab contains fields for the invoice number and PO number.

Enter the invoice number, the PO number and the Job (if applicable).

The tabs and fields for EEI, Hazardous Materials, AMS, and Attachments are
the same as for the Commodities. Please see the Commodities section for infor-
mation on entering data in these tabs.

Note: When you use the “Add Container” button, that container will appear in
the Container Reports (available from the Shipment List Actions button). If you
use the “Add” button to add a commodity and then selected the container type
from the Package Type list, it will not appear in the Container Report.
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The Refrigerated tab contains fields for the ventilation and temperature set up.

Container E]

EEl | Hazardous | AMS | Attachments | Fefnigerated | € »

Ventilation Setup: | ma/he

Temperature Setup: Celsius v

[] Has Generator

l oK I I Cancel I I Help

. Enter the ventilation and temperature information.
. Select Celsius or Fahrenheit from the dropdown.
. Check the box if the container has a generator.

After you have entered the information needed, click the OK button. This
returns you to the Commodities tab.

Other Options on the Commodities Tab

For a commodity entered, you can use the Edit, Delete, Detail, or Unpack
buttons. Click on the commodity and click the button you need.

Use the Detail button to build a pallet or a box with other items inside. The icon
in the commodity list will change to indicate items are inside a pallet.

Status Fackage Dezcription
":f Pending Box Bazeball bats
‘Ei Pending Pallet bazeball gloves

This icon is a pallet with
items inside

The icons indicate status of cargo.
. Yellow is In Process (or Ordered)

. Aqua is On Hand (in the warehouse)
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Charges

. Purple is Loaded (in a shipment)
. Light Green is In Transit (Dark Green is Arriving)

. Blue is Delivered

W Empty
. Arriving
[ Pending
¥ OnHand
In Process
'-li I Transit
a At Deztination
“ Delversd

The Unpack button in the Commodities screen will unpack items from a pallet
or box and list them on the main commodity list. The icon will indicate the
commodities are not inside a pallet.

You can adjust the columns as needed by clicking and dragging the column to
widen it or narrow it. The total weight, volume, and number of pieces displays
on the bottom of the screen.

Magaya software enables you to add, edit, and process charges for transactions
such as Pickup Orders, Warehouse Receipts, Cargo Releases, Bookings, Quota-
tions, and Shipments.

Charges entered on a Charges tab will be used for accounting functions such as
generating bills and invoices. Information from Items and Services is used to
calculate the charges and liquidations of shipments (see the topic Automated
Billing in the Accounting manual).

These Charges tabs may look a little different from each other. Some of the
buttons may be in different places, but they have the same features in each of the
transactions.
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For example, take a look at the Charges tab in a Warehouse Receipt (WR):

Warehouse Receipt

Totals

St | Deaciption Prep.. Duaniy Prica Amount

(8)0pen  HandingFee Yes 1946516 0.40 7786.06 Fa ]
Edt.

¢ »

X

General | Shipper/Consignes | Suppber | Carier | Commodiies| Chargss | Events | Attachments | Mote (€ &

UsS0 oo US0 778606 LsD T786.06

Expene: Income: Proilit |:u"“‘" i ﬁﬁmm"'l

L

[ ok ]| Concel

[_Heo

The Add, Edit, and Delete buttons are on the right side.

The Generate button will generate the charges and create applicable accounting

transactions.

Total expenses, income, and profit are displayed on the bottom of the tab.

Take a look at the Charges tab in a Shipment:

| General | Entities | Fh:uuting| Charges | Events | Delivery | Attachme ¢ *

Statuz Descrption Prepaid Quantity Pr
\ﬁj Dpen  Air Freight Service Cost Tez 419.82 1.
@ Open  Air Freight Service Yes 419.82 1.
< ?

| add. || Edit. || Delete |

Totals
Expense: Inconme: Prafit:

USD 52478 | USDG50.72 | USD 125.94
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The Add, Edit, and Delete buttons are on the bottom. The same functions are
available, just in different places. (When working in a shipment, generate
charges by using the Liquidation button above the Charges tab - not visible in
this screenshot.)

The Units button enables you to change the measurement units. Click the Untis
button to open a new dialog box:

Warehouse Receipt Settings [Z|
Measurement Units |
Length
I v 00 Y
Ares
| Squared footft) v| oo v
Yalurne
| Cubic foot[fE] v oo v
Weight
| Pound(lb) v| |0 v
Yolume Wweight
alume Pound(vib) v (000w
Yolume Weight Dimensional Factor : | 166.00  ~ | [irf / 1b]
[ k. l [ Cancel ] [ Help ]

In the Units dialog box, you can change the measurement units such as length
to change it from the default of Inches to other choices: Meter, Foot, MM, CM,
or DM. Each of the Units can also be changed to calculate to a different decimal
place than the default “0.00”. Use the dropdown menus to make changes. Click
the OK button when done to save. The changes will apply to this transaction
only. To change the measurement units for all of Magaya Explorer, go to Main-
tenance folder > Configuration > Measurement Units.

For the following example we will use the Charges tab from a Warehouse
Receipt to illustrate the functions.
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Working with the Charges Tab

When you click on the Add button to add charges, a menu pops up:

Incame Charge...

SrippaCorggnos | Suppke | Caniss| Commodies | Changes | Eventz | Anackmas | 4 ﬂ Expense Charge
L S Prpid | Quanity  Prise( 1| Add. Expense Freight Charge...

[ Dsen

1. Click the Add button

< > 2. Select a charge type

Totsls

.
Eupsres Inzome: Prafil: -
usconoa USD0.on LSO 0.cc 3 z1:

When you select a charge type, a dialog box opens.
Expense Charge [Z|

Standard Charge | Hotes |

Charge: | w |
D escription: | |
Apply to; | w | J

Paid az:

Show in documents

[uiantity [Init Price Aot

1.00 | | | o0 e us0 0.00|

[ k. l[ Cancel ][ Help ]

The Income Freight Charge and Expense Freight Charge dialog boxes are the
same (except for the title).
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NOTE: If the Freight charges option is grayed out, you cannot select it. To make it
available, return to the Shipper/Consignee tab and select a Mode of Transporta-
tion.

Expense Freight Charge [Air)

Freight Charge | Motes
Freight Service
Clazs: v
D escription;
Apply to: W
Paid az: Prepaid w
Apply by
Show in documents Wweight w
Mo, of  |Grozs Gross Chargeable  Rate Charge Total Amount
Pieces ‘wheight (1B Molume [fE] Wweightlb)
1] Q.00 n.oo 0.00 0.00 L JSD 0.0o0
I ] l [ Cancel ] [ Help ]

The freight charge tab will indicate in the title if the freight is Air, Ocean, or
Ground depending on the mode of transportation selected.

A Tax Code field will appear if you have set up sales tax in the Chart of
Accounts.

If you check the box to show charges in documents, the charges will show in
operations transactions and documents such as WRs and Pickup Orders. The
charges will always appear in bills and invoices even if you do not check this box.

Sample Scenarios for Adding Charges:

If you are a freight forwarder and you are creating a Warehouse Receipt, you
add a freight expense charge and apply it to the trucking company because they
are charging you and you need to pay them.

Add an income freight charge when you are billing the customer so they can pay
you if you pick up the cargo for them.

An income charge or expense charge is applied to the customer for services you
offer such as crating or documentation.

Adding Charges:

The charges entered in a WR are integrated into the Accounting system in
Magaya Explorer and will appear on invoices, bills, etc., as applicable when the
accounting transactions are generated. Use the Generate button in the WR or
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the Liquidation feature in a shipment to generate charges. (For more details, see
the section on Liquidation in Shipments.)

For Income Charges and Expense Charges:

Income Charge @

Standard Charge | plakes

Charge: -
D ezcription;

Apply to w ﬂ

Paid as: | Prepaid » | Tax Code: w ﬂ

Show ih documents

[luantiby it Frice Amaount
1.00 0.00 - USD 0.00
[ k. l [ Caricel ] [ Help ]
. Select the charge from the dropdown menu. (Notice the income charges

are “fees” and “income”. The expense charges are “cost” and “expense”.)
. Add a description (optional).

. Select who the charge is applied to such as a customer or carrier. (If the
customer needed is not shown in the dropdown list, use the button next to
the dropdown to show all entities.)

. Select if the charge is Prepaid or Collect. (Prepaid means the charge is paid
or invoiced at origin. Collect means the charge is paid at destination. It is
collected by the destination agent if you have one at the destination.)

. Select a sales tax code if applicable to your services. (In the US, sales taxes
are not applied to freight services, but they are applied in other countries.)

. Select the checkbox to show the charges in the documents if you want the
charges to appear in operations documents such as WRs, visible to the
customer. (Charges will always appear in accounting transaction docu-
ments such as invoices and bills).

«  Enter the quantity applicable for the service you are charging. (For
example, for handling services at $2.00 per pound, enter the amount of
pounds.)

. Enter the Unit you are using. For the example above, enter pounds (Ib).

. Enter the price for your service (for example $2.00 per pound). If you set

up the price in Items and Services, it will available from the dropdown.

109



CHARGES
WORKING WITH THE CHARGES TAB

. The amount will be calculated by multiplying quantity by price.

. Click on the Notes tab to add notes (optional) if you need more informa-
tion on the invoice about the charge.

. Click OK to save the information and close the Income Charges dialog
box. This will return you to the Charges tab of the Warehouse Receipt
dialog box.

Add additional charges as needed. Use the Edit button to make any changes.
Use the Units button to select units of dimensions and weight.

For Income Freight Charges and Expense Freight Charges:

Expense Freight Charge [Air)

Freight Charae | Motes
Freight Service
Clazs: o
D ezcription:
Apply ta: " J
Paid az Prepaid W
Apply by
Show in documents WWeight -
Mo of  Gross [arogs Chargeable  [Rate Charge Tatal Amount
Fieces fwieight [Ib] Wolume [fE] Mfeightb)]
1] 0.00 0.oa 0.00 0.00 L JSD 0.00
[ k. l [ Cancel ] [ Help ]

. Select the freight service class. (This will pull the type of freight from the
Items and Services list in the Accounting folder.)

. Enter a description (optional).

. Select who to apply the freight charge to such as the carrier for expense
charges or apply to customer for income charges. (If the customer needed
is not shown in the dropdown list, use the button next to the dropdown to
show all entities.)

If you want to customize the rates, click the Rates button. A dialog box will
open for that carrier or customer. Enter data and click OK to save the rate
and return to this screen.

When you change how you apply the charge (by weight, pieces, etc.), the
totals across the bottom change. The unshaded fields (yellow) will be
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multiplied automatically to calculate the total. You only need to fill in the
unshaded fields.

. Select if the charge is Prepaid or Collect. (Prepaid means the charge is paid
or invoiced at origin. Collect means the charge is paid at destination. It is
collected by the destination agent if you have one at the destination.)

o  Allow Automatic Update: This option will be grayed out if the charge was
create manually. If the charge was added to the transaction automatically,
the checkbox will be visible. (To set up automatic creation of charges, see
the topic Automatic Creation.)

. Select the checkbox to show the charges in the documents if you want the
charges to appear in operations documents such as WRs, visible to the
customer. (Charges will always appear in accounting transaction docu-
ments such as invoices and bills).

. Select from the dropdown menu to apply the charge by Pieces, Weight,
Volume, or Container.

The totals for the number of pieces, Gross weight, Gross Volume, Rate
Charge, and Total Amount are displayed in the fields across the bottom.

. Click OK to save the information and close the Expense Freight Charges
dialog box. This will return you to the Charges tab of the Warehouse
Receipt dialog box.

Tip: For every expense you add, also add an income.

Other options on the Charges tab: You can edit or delete a charge by selecting
it and clicking on the button you need.

If you want to change the measurement units for this transaction, click on the
Units button. This will only change the units for the transaction you are
working on such as a WR.

The total expense, income, and profit display on the bottom of the screen.

The Generate button is for generating any bills or invoices associated with the
charges entered.

You can adjust the columns as needed by clicking and dragging the column to
widen it or narrow it.
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Events

Introduction to Events Tab

The Events tab is used to list any events related to the transaction such as a
Warehouse Receipt or Pickup Order. Magaya software comes with a default list
of event definitions you can choose from. You can also create your own event
definitions.

Events entered in the dialog box will appear in the email message sent with
Magaya Transaction Tracking and Magaya LiveTrack communications, visible
to the customer.

Add an Event

To add an event, click on the Add button. A dialog box opens. It contains a list
of pre-defined events.

Warehouse Receipt E'
General | Shipper/Conzsignee | Supplier | Cariers | Commodities Eharges| Events | ape £ #
Date M arne Locatio [ Add... )
E\r-enl El El:ht

ot e

2i212008 112714 8M =
Event Type:

Detalds:

Locatn
| w

[#] Inchads in Tracking

& [ ok ][ cCome |[ Heo |
[ ] 5how events from ol relaled Tansachons

| W

[ (] l [ Cancel ] [ Help

. Set the date and time for the event.

. Select the event type from the dropdown menu.
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Details are optional.

Select a location if needed. The location is the geographical place where
the event will take place.

Check the box to include the event in tracking. This will make the infor-
mation from the event you create visible to the customer.

Click OK to save.

Adding New Event Definitions to the Magaya software:

The Magaya software enables you to define events so you have a list ready to
select from and use in the Events tab. To add events:

1)
2)
3)

Go to the Maintenance folder.
Click on Configuration.

Click on the Event Definitions icon on the menu.

The following screenshot shows the Event Definitions screen:

Magaya Cor porabian - Magaya Eaplader n
Bie [t Seles Cpevstions Marbeuee  Faeent  Magapebeteed  foosanitng Bepors  Qpbions Help
e O =. 5.8 " . 2. X 2.9 .. & @
e i s iGroursd Frink. Firad R il Falepeh | Foldery
o Masgays Nebvork (0] -
§ 74 Tasds [N m
s Quotstions [ Locafion Erpiadl brachuaie in Trac adcaube Cran
[ Carg St Lindate Wi Wed
. ,m lﬂ v b s gt i e
% Bokaregs l.'li Carg searrond ol et e
) Fy Welarekousing ;M:vbrrvﬂ-'- ".;_-e-l :-h
hepd i Cord & ]
= [Ju] Manbenance . riary i ———— e el
a Caiers g' LR e el
) - kY '™
B Porwardng AQents | fppsction, Pobad o vr
e W arehouss Provider Loy
B Customens o
B vendors 2]
S Salwaperuons Cuspions Fascks
B Emplryess
1. Ports
& Couniries
w
3 @ Accountng
] Cutgoneg Shigents -
2 ] Ienoming Shipsents Bvisicrn
O T
W
14.u.lr.“|
75l
diarvalaned
Code
i 1 ¥ - . LT L T e——
. ’/ L A A 1
o8 e )
Actiora - 16887 Adrrirwtrator !

To Add a new Event Definition:
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. Click on the Add button. A dialog box opens.

X]

Event Definition

T

| Cargo zzanned in |

Dretails:

Thiz event indicates the cargo was scanned in

Location:

| ¥

Autamatic: Creation:

| b anual W |

Include in Tracking

[ ak. l [ Cancel ] [ Help ]

- Enter a name for the event.
- Enter details on the event (optional).
- Select a location to connect with that event (optional).

- Select from the dropdown to choose the type of automatic creation
for this event. There are many options: You can make an event
appear in a WR or Cargo Release when it is created, emailed, or
liquidated. If you choose “Automatic”, the event will be added to the
transaction and will be visible to the customer. Selecting “Manual”
will not automatically create an event. You will have to select it each
time for each WR or the transaction you are creating.

-  Check the box to include the event in tracking.
- Click OK when finished.

Attachments

Introduction to Attachments

Attachments can be added to transactions in Magaya Explorer.
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Attachments include photographs and documents. Attachments can be added
by loading them from a computer or directly from a scanner.

Tip: The recommended maximum file size is 150 kb. It is best to attach small,
low resolution images. Otherwise the transaction will be slow when sending it.

Photographing cargo when it arrives at your warehouse creates a record of its
condition:

Add an Attachment

To Add an Attachment:
. Click on the Add button to attach a photograph or other document.

. Select a document and click the appropriate button to view it, delete it, or
save it in another location such as on another computer in your network
or in a different folder on your computer. If you have attached a document
and want to view it, click the View button.

115



ATTACHMENTS
ADD ATTACHMENT FROM SCANNER

The following is an example of photographs attached to a Warehouse Receipt
and displayed in the Attachments tab:

Warehouse Receipt [5_(|

General | Shipper/Consignee | Commodities | Charges Event$| Attachments | Mote 4 *
Add..

— Select Device. ..
PDF !

F.0. [10.24 £B)

Wie,

Delete

Save...

[ intemal

0F. l [ Cancel ] [ Help

Add Attachment from Scanner

Documents and images can be acquired directly from a scanner and attached to
a transaction such as a Warehouse Receipt, Cargo Release, etc. The attachment
can also be saved to your computer or network so you have a copy of it.

The recommended file size is 150 kb or less. Larger files are slow to email.

Before starting these steps, make sure your scanner is plugged in and working
properly.

1)  Go to the Attachment tab in the transaction you are working on such as a
Warehouse Receipt or Cargo Release. If you have not used the scanner
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feature in Magaya Explorer previously, the buttons for acquiring from the
scanner will be grayed out and need to be activated.

To activate the Acquire buttons, click on the “Select Devices” button:

Pickup Order rf|

| General | Shipper | Carriers | Commodities | Charges | Events| Aftachments |ﬁ ik
Add...

(Gasatbowee- D

Acquire...

Acquire Doc...
Wiew. .
Celete
Save...

|nternal

k. l[ Cancel ][ Help
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Select Image capture devices

A dialog box will open:

X

Source Mame Source Family Manufacturer

“AWIA-HP Scanjet 3970 Twain Dakta Source On WIA  Hewletk-Packard

¢ >

Source Info

[g Narmne: | WIA-HP Scanjet 3970

Manufackurer; |Hewlett-F‘ackaru:|

Yersion: | 1.0 Protocol: | 1.9 |

Farmnily: | Twain Data Source On WA
Other Info: | 26 June 2000
Interface: | WIa Interface by Windows

Picture Source Document Source

[ Ik l [ Zancel H Help ]

2)

3)

Click on the scanner you want to use. (Note: You must have the scanner
connected to your computer.) The information about that scanner will
populate the fields in the dialog box.

Click on the checkboxes: Picture Source and Document Source.

The Picture Source option acquires images from a camera, web cam, or
scanner. For example, you may have a web cam set up in your warehouse
to photograph the cargo as it arrives. It will save the scan in an image file
format.

If you want to use the scanner just for scanning documents, click on the
checkbox “Document Source”. The Document Source option acquires
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documents you scan such as Commercial Invoices that arrive with the
cargo. The document is saved as a PDF.

The source assigned will determine what dialog boxes you will see in the
next steps.

If you have one scanner, check both boxes for it:

Select Image capiure devices rs__<|

Source Mame Source Family Manufacturer

E A WIA-HP Scanjet 3970 Twsain Daba Source On 'WIA  Hewlett-Packard

£

| W

Source Info

: Marmne: WIA-HP Scanjet 3970

Manufacturer: | Hewlett-Packard

Farmily: Twain Daka Source On WA

Yersion: 1.0 Protocal: | 1.9

Other Info: 26 June 2000

Interface: WIA Interface by Windows
e

Picture Source DDEW

[ (04 l [ Cancel H Help ]

4)
5)

If you have multiple scanners, set one scanner as the Picture Source and
the other as the Document Source. These settings can be changed at any
time.

Click the OK button. You will be returned to the Attachment tab.
Click on the “Acquire” button on the Attachment tab. A dialog box opens.

The “Acquire” button is used to scan an image. It will open a dialog box
with instructions to scan a document. (The “Select Device” button is here
if you want to change scanners.)

The “Acquire Doc.” button is used to scan a document. It will be saved as
a PDF.

A preview of the document will appear in the panes after scanning. To
scan more than one page, click the Acquire button for each page. All the

119



ATTACHMENTS
ADD ATTACHMENT FROM SCANNER

pages will appear on the left, one after another, and a preview of the
selected page will appear on the right:

Acquire document

X

CONMERICIAL IRWOICE
e A RECE T e ) LT T |
i e [T T | e
— Vo & anding Forl of ankoadrg
e o e v Feal ssrneon
Tarmz ardicrndTaing oF Fiat=ay o0 e el pu rebear || b D Samdiaw
Select Device. ..
e e
e
Scannad_8-17-200..
(269.58 KB)
Scanned_8-17-200.. y
(274,08 KB) Document page size: | Le_ttf_:r w
width x Height: | - ' | in
[ ok || comced || heb |
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6)

Click the OK button when you are done scanning. The scanned image or
document will appear in the Attachments tab.

Pickup Order [$_<|

General | Shipper | Congignee || Commodities | Charges Events| aftachmentz | P £ #

dd..
Saannad_87-2009_1 Scarned_87-2009_3
(1,20 ME] (52955 KB)
< Internal ¥
[ aF. ] [ Cancel ] [ Help ]

If you want to make an attachment visible only internally in your
company, not for customers to see via Magaya LiveTrack or Transaction
Tracking, click on the “Internal” checkbox.

If the file size is large, the system will give you a message to notify you that
large attachments may cause a slow delivery of the attachment.

Magaya Explorer X

\‘i) The size of this file is "529.55 KB", Please Mote: Large files may cause a short delayw
-

being viewed online or being sent by email.  Are wou sure you want to aktach this file?

[ es l [ Mo ]

You can still send the file, regardless of the size. To set your Magaya
system to automatically reduce image size, go to the Maintenance folder >
Configuration > General. Click in the checkbox “Optimize images for the
Web”.

In the Attachments tab you can choose to delete, save, or view the document (or
image). The Save button will open a folder on your computer or network so you
can save the image.

Now the document (or image) is placed in the transaction as an attachment.
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Notes and Internal Notes

Notes

Magaya Explorer gives you the option to add notes to your transactions. There
are two types of notes: Notes that are included on the documents and visible to
customers, and Internal Notes that are not visible to customers.

Notes can be added to transactions such as Warehouse Receipts or Pickup
Orders by using the Notes tab in the transaction:

Warehouse Receipt EJ

Shipper/Consignes | Suppher | Camier | Commodities | Charges | Events | Attachments | Notes | ntems €

3| Ciick 1o select a clause

. Enter the note by typing the notes field.

. Click on the button to select a clause that has been set up in your Magaya
system.

Add Clauses to Use in Notes

You can save clauses in Magaya Explorer for notes that you add frequently to
transactions. For example, you may have a clause such as “Consolidiate per the
cargo manifest” that you add to every shipment. Save this clause or any others
in your Clauses List and it will be available for use every time you need it.

Clauses can be added while you are working on a WR or by going to the Main-
tenance folder and opening the Configuration option.
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Click on the button to select a clause that has been set up in your Magaya
system.

Camer:  Cammodbes | Chaiges | Evenls Mlbtlﬁ'ﬂ‘llt-.r"lﬂ"ﬂ.* Irtemal Mobes

J Click to salact 3 clausm

Clause List

legoiy Motes 1]
Consoldatian as per attached cargo maritesi

Canesd

£ >

Click the Add button in the Clause List dialog box. A new dialog box
opens to add the clause information.

Clause Information

M arne:
! |
Categony:

| v|%l..]

Clauze Text:

[ OF. ][ Caticel

Enter the name of the clause.

Select a category for the clause such as Bill or Cargo Release. (To add to
this dropdown list of choices, use the button with the three dots next to the
dropdown.)

Enter the text of the clause as it will appear on the transaction.

123



NOTES AND INTERNAL NOTES
INTERNAL NOTES

Internal Notes

. Click OK to return to the Clause List. (Now the clause is available to

When you select a clause, it appears in the Notes list on the Notes tab.

use.)

To delete a note from a transaction, select it and press the Delete key on your

keyboard (or press the Backspace button).

To delete a clause from the Clause List, open the Clause List by clicking on the

button with the three dots. Select the clause and click the Delete button.

Internal notes are internal within your company. They will not appear in the

transactions and will not be visible to the customer.

Warehouse Receipt EJ

| Supplier | Camier | Commodities | Charges | Events | Attachments | Motes | Intermal Motes | Cushomn| 4

| Ciestedon | Moles Created by Last modi..

¥

Cancel || Hep

To add Internal Notes:
. Click on the New button to add an internal note.
. Enter the note by typing in the field.

. Click Save when you are done. The note appears in the list.

To make changes to an internal note, select it and click on the Edit button.

To delete an internal note, select it and click on the Delete button.

124



WHAT ACTIONS CAN | PERFORM WITH A WAREHOUSE RECEIPT?
INTRODUCTION TO ACTIONS WITH WRS

What Actions can | Perform with a Warehouse
Receipt?

Introduction to Actions with WRs

The information you enter in the Warehouse Receipt (WR) can be transferred
automatically into other documentation by using the Actions button. The
following section will explain how to generate accounting transactions and
other actions that can be performed from a WR.

Generate Accounting Transactions from a WR

Magaya Explorer gives you the ability to create accounting transactions such as
invoices based on the information entered in other transactions such as a WR.

Magaya Explorer links the transactions and transfers the information from one
transaction to another. For example when charges are entered in the Charges
tab, the charges remain “Open” (are not posted to the Accounting system) until
you click the Generate button or they are liquidated. Then they are “Posted.”

After the charges are generated or liquidated, the system will collect all the
charges and group them and create invoices for each customer. The charges that
will go to bills are also grouped and bills are created for each vendor. Then these
are posted into the Accounting system.

You can also create accounting transactions from the WR by listing all the trans-
actions for that release. To do this, click on the Actions button and select
“Transaction List”. In the Transactions List, click on the Actions button and
select the option: Link Bill, Link Invoice, Receive Payment, or Pay Bill. These
transactions will be Posted immediately unlike the charges entered in the
Charges tab.

When you are in the Transaction Listing, you can create the following
accounting transactions directly from a WR by using the Add button at the
bottom of the list:
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. Invoice: You can create an invoice for the WR. (You can also create

accounting transactions when you are in the WR dialog box by using the
Generate button on the Charges tab.) This is the invoice screen:

Accounting Transaction E|
Invoice | Mokes | Intemal Notes
Nurber. | [ i -
AC W
COUNE. | Accounts Recenable | — [
Bilimg
Transaction Date: | 34 2/2009 e Address:
Due Date; | 411/2009 bl
Charges:
Shatus [Descaplion Frepad = Quantity Price: Amount |
£ »
Pad as Frepaid w Amount; Uspoon  Tax USD 0.00
Total Amounit; IS0 0.00
|_ ‘Warehouze Recegpt.., J E?j Amourd Dhus: USD 0,00
| ok || concet || Hep |

Make any edits to the transaction if needed. You can view the WR dialog
box or go to the document. (The screen is similar for Credit Memos, Bills,
and Credits.)

. Credit Memo: Use this option if you need to issue a credit or a refund to
a customer.

o  Bill: Add a bill of what you need to pay.
. Credit: Use this option if you overpaid a vendor and they give you a credit.

The Actions button for the Transactions List has the option to link the transac-
tion to a bill or to an invoice or to a WR. You can also unlink it. If you created a
bill or other accounting transaction separate from the WR, you can link it this
way.

You can also receive the payment or pay the bill from the Actions button.
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Other Actions

You can perform other actions from the Warehouse Receipt (WR) by using the
Actions button:

To exclude the transaction from tracking (if the transaction is not complete
and you do not want it viewed via LiveTrack), select the option: Exclude from
Tracking.

To choose a different template for the document, select the option: Select
Template.

To view the history of the WR (such as a Pickup Order for this cargo), select the
option: History. A dialog box opens, listing all the transactions related to this
cargo:

. History for Warehouse Receipt (37) E|
Type M ame Drate
Pickup Order 16 121742008
udl
Close
H.elp

You can view a transaction by selecting it in the History dialog box. The View
button opens the dialog box for the transaction. The Go To button takes you to
the document. To return to the Cargo Release, use the Back button.

Magaya software provides you with the option to create a WR from a Pickup
Order. If you picked up the cargo and you have a Pickup Order that you created
in Magaya software, you can transfer the information from the Pickup Order
automatically into a WR.

You can also print or email a WR.

To print labels, click on the arrow on the Print button and select Print Labels.
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The Print Labels dialog box opens:

Print Labels

Frint Setup
Select Labels: Prirter: ol

Recerving Label 4=3 Cancel
Receiving Label 4x5 P ESE

Receiving Label 46 Help
WwitdS Label duE

ol

D escription;
WhdewD45HP Lazerl et P2015 Sen

LSB00T

W arehouze Receipt Mumber 20.

Arnount of pieces 425

Start at; End at;

. Select the label size and priter setup.

«  Change the amount of labels to print if needed.

To make a copy of a WR, click on the Actions button and select “Create a
Copy”.

For details on working with the WR List, see the topic "Working with Document
and List Views".

Video Tutorial:

For a video tutorial on receiving cargo in the warehouse, see the following link
"Video on Receiving Cargo™:

http://www.magaya.com/products/videos/reccargo.html
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Chapter 7: Set up Your Warehouse

Chapter Introduction

This chapter explains how to define inventory items, set up warehouse zones
and locations in Magaya Explorer, define package types, and define commodity
classifications.

Introduction to Inventory Item Definitions

An Inventory Item Definition is just what it sounds like - the definition of an
item in inventory such as those items that wholesalers stock for resale.

When an Inventory Item Definition is created in Magaya Explorer, the defini-
tion of that item will be available in the Magaya system to be used for transac-
tions such as Warehouse Receipts and Pickup Orders.

The advantage of creating an inventory item definition is to simplify receipt of
items that are sent to your warehouse regularly. When the items are received
and you create a Warehouse Receipt (WR) in Magaya Explorer, you can select
the Part Number on the Identification tab inside the Commodity, and the item
information will be filled in automatically. This is also available on the
Commodity tab when creating a Pickup Order.

When you select the part number in a WR or a Pickup Order, the item is auto-
matically added to the On Hand or Arriving inventory. When an item is
released in a Cargo Release or a shipment, it is removed from inventory.

If you have items defined already, they will display in a list.
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Inventory Item Definitions are located under the Warehousing folder:
=5 Warehousing
@8 Pickup Orders
@2 Pickup Order List
[# Warehouse Receipts
[# Warehouse Receipt List
o Commodity Lisk
¥ Caroo Releases
@ Cargo Release Lisk

{i Package Types
E Locations

S Shipment List
] work Load
f{_j In Transit
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How to Create an Inventory Item Definition

This task explains how to create an Inventory Item Definition for a regular
inventory item in Magaya Explorer. This is the dialog box:

Inventory Item Definitions X

General | Accounting | EEI
Part Mumber: ||
Description:

Modet
Client:

M i actunes;

Anount Ped 0
Pallst

Mininumn Stock: |0

Alert employes i
under minirmm:

[[] keep Inventon by Senal Mumbers
[ 5ave Senal Mumbers ‘When ltems Go Out.

Hazardous | Motes

v|x

Package: w
LxwxH: |0.00 0.00 0.00 in
Volume: | 0.00 fi*
Weight |0.00 Ib [ Inactive
| ok | [ Cancel J [ Help

Step-by-Step Procedure to Create Inventory Item Definitions

TASK
1.

2.
3.

Go to the Warehousing folder.

Click on Inventory Item Definitions.

Click on the Add button and select Add Inventory Item. A dialog box
opens with tabs. Start with the General tab and follow the steps below.
This tab contains fields that allow you to enter information about inven-
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tory items such as the part number, model number, SKU, manufacturer,
minimum stock, etc.

a

Enter the part number. The part number may be assigned by the manu-
facturer or the customer. It can also be your internal number that you
use to keep your inventory.

Click on the SKU button if you are tracking inventory by the Stock
Keeping Unit (SKU), pronounced either “skew” or by its acronym letters
SKU. A SKU identifies an identical item from different manufacturers. A
new dialog box opens. Enter the SKU number and click the Add button.
Click the OK button to save SKUs and return to the General tab of the
Inventory Item Definitions dialog box.

Enter a description of the item.

Enter the Model number or name that was assigned by the manufac-
turer.

Select the Client from the dropdown menu. (Use this if you have a
regular customer who buys this product. Note: If you assign a client, the
inventory item is linked to the client. The inventory information for this
item will be available for the client to see by using Magaya LiveTrack.)

Select the manufacturer name from the dropdown menu.

Enter the amount per pallet, if the items are shipped in a pallet in the
same amount each time.

Check the box to “Keep Inventory by Serial Number” if you are keeping
track of your inventory by serial number. (The serial number is unique
per item. For example, the computers in an office may all be from Dell,
and they may be the same model, but each one has a different serial
number. If your computer needs a repair and will be sent back to the
manufacturer for the repair, the serial number will ensure that the
correct computer is sent for repairs.)

Check the box to “Save Serial Numbers When Iltems Go Out” if you want
to track the serial number only after the items are dispatched (i.e., for
Customs clearance at destination countries).

Select a package type from the dropdown menu (optional).
Enter the package dimensions (optional).
Notes: The following fields are not available in the Magaya Cargo

System: The Minimum Stock field and the option to alert an employee if
the stock reaches the minimum amount. The alert option uses the Task
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feature in the Magaya Supply Chain Solution, Magaya WMS with the
WMS handheld scanners, and Magaya Commerce System.

. When you are finished entering information for the Inventory Item Defi-
nition, the item is now saved in your Magaya system and ready to be
used in WRs and other transactions.

. When you edit an Inventory Item Definition, the Part Number is grayed
out and cannot be changed. If the Part Number is not correct, delete the
item and create a new Inventory Item Definition for the item.

Here is and example of the dialog box completed:
Inventory ltem Definitions E|

General | Accounting | EE Hazardous | Motes

Part Murnber:

Cescription:; | #5 rebar

Maodel |Grade BO

Client; |Steebsforks Fabricators w
tanufacturer. PFittzburgh Steel Co. w
Armaont Per 0
Pallet:

Minimum Stock: |1

Alert employes if
under nirinnL; WSUser & ﬂ

[ Keep Inventary by Serial Mumbers
[]5ave Serial Mumbers When ltems Go Out,

Package: | Bundle w
L' =wH: 14000 48.00 48.00 i
Wolume: | 186.66E7 It
Weight | 2086.00 Ib [JInactive

k. ][ Cancel ][ Help

Other Actions with Inventory Item Definitions

In addition to creating Inventory Item Definitions using the Add button, you
can perform other tasks in the Item Definitions list.
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To create a report of “In and Out” information, click on the Actions button and
select “Reports” then choose a summary or a detailed report.

To view the inventory for an item, select the item, click on the Actions button,
and select View Inventory. A list will open showing all the items of this type that
are on hand. To close the list, click the red X in the top corner of the list.

To update the quantity of pieces, click on the Actions button and select Update
Quantity of Pieces. The system keeps the quantities automatically. Updating is
only necessary if a discrepancy exists between the amount of pieces and the
content of the inventory list. The updating process may take a long time to
complete.

To view arriving inventory, click on the Actions button and select View
Arriving Inventory. This will list all items of this type that are on their way to
your warehouse as part of a Pickup Order.
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Warehouse Zones and Locations

Magaya Explorer gives you a way to enter the names of locations in your ware-
house into the Magaya Explorer and use them to assign the cargo to a certain
location in the warehouse. You can also create reports about your warehouse
using the location information.

TIP: When you first start using Magaya software, it is recommended to set up your
warehouse locations and warehouse zones. This will make the locations available
to use in Magaya Explorer and ease the creation of Warehouse Receipts.

Before entering zone and location information in Magaya Explorer, sketch out
your warehouse on paper. Draw the loading area, receiving area, doors, walk-
ways and areas for a forklift to drive around, racks and rows, and other details.
Label each part of the warehouse.

Every warehouse is different, and each is suited to the type of business done. A
warehouse that needs more storage space and that conducts infrequent pick and
load orders may use higher racks. A warehouse that handles many pick and load
orders will need those inventory items in an easy-access location to make the
pick and loads faster.

Your locations may be named according to the products you sell, the customers
you sell to, or the area in a warehouse such as a separate fenced-off area that is
locked or an outdoor yard. Many use names such as Row 1, Row 2, Row 3, etc.
Enter the information into the Magaya Explorer according to your needs.

How does Magaya Explorer use Warehouse Zone and Location
Information?

Whatever type of labels are used in your warehouse to identify zones and loca-
tions:

. Barcode labels on shelves and racks to track cargo locations by handheld
scanners connected to Magaya WMS, or

. Signs to mark rows and racks,
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You can enter this information into Magaya Explorer, and it will help you know
where everything is in your warehouse.

.——r—--.{ . "| _—ﬂ-';‘

E. |H|l .'H“ \\A s
=2 g abeling

- y Warehouse
Zones and

Locations

When you enter a warehouse zone and location in Magaya Explorer, those
zones and locations are now available to use when you receive cargo and put it
away in your warehouse.

For example, when you create a Warehouse Receipt or Pickup Order, you can
select the location from the Commodities screen inside the cargo item located
on the Commodities tab. The “Location” field has a dropdown menu; all the
locations entered are available from this dropdown.

You can also use the location information to create a report by warehouse loca-
tion (by using the Actions button in the Commodity List under the Ware-
housing folder).

How to Create Warehouse Zones

Warehouse Zones are the larger areas in the warehouse that contain smaller
locations. For example, a zone may be a row with many locations for each level
and section of the row. A zone may also have more than one row. If you have a
yard, the yard may be one zone with two or more locations inside it.

TIP: Add zones first. Then add locations so you can assign a location to a zone.
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TASK

1. Go to the Warehousing folder and click on Locations.
(= 0 arehousing
E# Pickup Orders
B Pickup Order List
[# Warehouse Receipts
[# Warehouse Receipt List
o Commodity List
@ Cargo Releases
¥ Cargo Release List
3 Package Types

_T& Locations
{01 Warehouse Inspector

W Item Definitions
Commadity Classifications
= shipment Lisk

) work Load

] In Transit

2.  Click on the Actions button and select Warehouse Zones. A new list
opens.

3. (lick the Add button. A dialog box appears.

X

Warehouse fone

General |
M ame: || |
Dezcription: | |
Farent £one: | w |ﬂ
[ k. l [ Caricel ] [ Help ]

a Enter the name of the zone.

b Enter a description of the zone.

' Enter the parent zone (if applicable).

d Click OK to save the information and close the dialog box.

STEPRESULT: The warehouse zone you created displays in the zone list. To close
the list, click on the Close button or the red x in the top corner of the list.

AFTER COMPLETING THIS TASK:

You can sort through the list of zones by using the Filter button. The Filter
button has two options: Standard and Advanced.
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This is a screenshot of the Standard Filter:

Location Filter [Z|
Filter Type
(%) Match all conditions
() Match at least one condition
Status: | A |
Type: | w |
Zone:; | w |
Customer: | w |
Use: | |
[ k. l [ Cancel ] [ Help ]

The Standard Filter will allow you to display a list of locations in your ware-
house by conditions such as which locations are in use or empty. You can filter
by status, type, zone, and customer.

The Advanced Filter allows you to filter your list by more criteria. This is a
screenshot of the Advanced Filter:

Advanced Filter

Buovailable Fields
|:,| - Selected Field o Filken
Om m“‘“" Code | Text
O Courk Session Teut i -
O Customes Taut Equals =
) Dezcrption Tesl _m
1) Dissbled Bat
5 Empty Baol
(0 Helgh fir] Flaat Fiker [ ChangeioOR | [ AddisND) | [ Addi0R] |
3 ;:3: fin] L‘Iﬂ:w ] A condiions [AND]
o1 yoe Teul
(DVolume Flazt
O warehouze Teut
() Weight Float
2 width ir) Fiost
O Zone Teul

Click on the field you want to use in your filter by selecting it from the list of
Available Fields on the left.

Set the condition you want to apply. For example, to filter the list so you can see
what locations in your warehouse are empty, select “Empty”. Click the Add
button. Add any addtional criteria. Click OK to see the filtered list.

For more details on using the advanced filter, see the topic “Advanced Filter”.
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How to Create Warehouse Locations

Warehouse Locations are the places in your warehouse for storing commodities
and inventory. These often include a Receiving area, a Staging area, locations on
racks in different rows, an outdoor storage area, a Quality Control area, and

others.

TASK

1. Go to the Warehousing folder and click on Locations.

= #Eg

Warehousing

&2 Pickup Orders

E# Pickup Crder List

[# warehouse Receipts
[# wWarehouse Receipt List
o Commodity List

@ Cargo Releases

@ Cargo Release List

i3 Package Types

] Locations =
1 Warehouse Inspeckor

+

+

W Item Definitions

@ Commadity Classifications
S shipment Lisk

] work Load

1Fl In Transit
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2.

Location

| dentification |

Click the Add button. A dialog box appears.

X

Code: || |

Dezcription: |

Type: | Storage " |

Zaone: |Default2u:une v|

Cuztomer: | w |ﬂ

Lemngth: | 0.00 | in

Width: |n.nn | n

Height: |n.nn | -

[ Inactive

[ k. H Cancel ][ Help

Enter a code such as an abbreviation for the location.

Enter a description. (For example, the warehouse location of the first
row in the warehouse and the first section of the row might be Row 1
Section 1. The code can be: R151. The Staging Area could have a code of
STAGE. The naming of the location codes and descriptions are deter-
mined by you.)

Select the type of location from the dropdown: Storage, Receiving, Ship-
ping, Quality Control, Mobile, or Other.

Select the zone from the dropdown. Magaya software comes with one
Default zone. (Note: If you have not added any zones yet, the dropdown
will not have any options to select. It is recommended that zones be
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added before locations into Magaya Explorer. See the section on Ware-
house Zones for information on adding zones into Magaya Explorer.)

e Select a customer from the dropdown if you want to assign a specific
location in the warehouse to a customer. That means only the inventory
for that customer will be stored in that location.

f The length, width, and height are optional.

3. (lick the OK button to save the information you entered. The ware-
house location will appear in the list.

AFTER COMPLETING THIS TASK:

You can sort through the list of locations by using the Filter button. The Filter
button has two options: Standard and Advanced.

This is a screenshot of the Standard Filter:

Location Filter E'
Filter Tupe
(%) Match all conditions
() Match at least one condition
Status: | w |
Tupe: | w |
£one; | w |
Custormer: | w |
Use: | |
[ 2k, l [ Cancel ] [ Help ]

The Standard Filter will allow you to display a list of locations in your ware-
house by conditions such as which locations are in use or empty. You can filter
by status, type, zone, and customer.
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The Advanced Filter allows you to filter your list by more criteria. This is a
screenshot of the Advanced Filter:

Advanced Filter

Buovailable Fields
|:4 - Selected Field o Filken
ﬂm m“‘“" Code | Text
O Court: Sezsion Teut LEN -
O Customes Teut Equalz =
) Descrption Teul -m
1) Dissbled Bat
5 Empty Bool
D Heigh fir] Flaat e [ Chargeto OR | [ AddiaND) | [ Add0R) |
3 ;:3: fin L'Iﬂ:‘gm &) Al condticns [AND)
o1 yoe Teul
() Volume Flozt
O 'warehouse Taut
() Weight Float
2 width ir) Fiost
O Zone Teul

Click on the field you want to use in your filter by selecting it from the list of
Available Fields on the left.

Set the condition you want to apply. For example, to filter the list so you can see
what locations in your warehouse are empty, select “Empty”. Click the Add
button. Add any addtional criteria. Click OK to see the filtered list.

For more details on using the advanced filter, see the topic “Advanced Filter”.
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How to Customize Package Types

Magaya software comes with a list of default package types. If you need to
customize package types, use the Package Types list. For example, if you build
your own pallets, enter the dimensions into Magaya Explorer so they are auto-
matically filled in when you add a pallet to a shipment.

The Package Types list is located under the Warehousing folder:
=R ' arehiousing
28 Pickup Orders
&# Pickup Crder List
[# warehouse Receipts
[# warehouse Receipt List
oy Commadity List
¥ Cargo Releases

¥ Cargo Release Lisk
I Package Types
“2%] Locations

{Tﬂ Warehouse Inspeckor
W Item Definitions
Commodity Classifications
S shiprnent Lisk

) wark Load

1) In Transit

TASK

1. Clickonthe Add button. A dialog box opens with two tabs: Description
and Dimensions. The fields change based on the type of package you
select from the dropdown menu.

package X

== =
Type: | EE v Loogtc B Lin
Width 000
D escopion Huight 000 .
Contasner Code _-_-J ol | 0L00 e
Contsiner Equip. Type ._[ Wimght |0.00 b
e M samum Weght | 000 b
Do [ Dcean [l Greaand
Lok J[ caen |[ v | [ ok J[ cowent |[ Hew |
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2.  Enter information in the Description tab. On this tab, certain fields
appear depending on the type of package you select from the Type
dropdown menu.

. If you select “Container”, the fields for the container code and equip-
ment type become available.

. If you choose another package type such as “Crate”, the container fields
are not available.

For a container, you can also specify air, ocean, or ground. Use the
button on the side of the dropdown menu to select a code or type.

Enter the package dimensions on the Dimensions tab.
4.  Click OKwhen you are finished.

RESULT:

Now the package type is available for use in your Magaya Explorer.
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Commodity Classifications

Commodity Classifications Introduction

Commodity Classifications are codes used to categorize commodities. These
classifications are also called Schedule B codes or export codes. They are
10-digit numbers based on the 6-digit international Harmonized System (HS)
and defined by US Customs. The codes help you determine a country’s appli-
cable tariff and tax rates for a commodity. There are approximately 9,000 codes.
The codes are grouped together into chapters.

Commodities in the code list include types of foods, furniture, textiles, plastics,
metals, glass, chemicals, vehicles, footwear, and many more.

Code Description

M 8712006000 BICYCLES AMD CYCLES MESOI [IMCLUDIMG DELMERY TH
[0 8712002600 BICYCLES HAMIMNG BOTH WHEELS EXCEEDIMG B3.25 CM
O 871200070 BICYCLES HAMIMNG BOTH WHEELS MOT EXCEEDING £3.3
[0 8512100000 LIGHTING ORVISUAL SIGHALIMG EQUIPMEMT FOR BICY
[0 4013200000 IMMER TUBES, OF RUBEER. OF & KIND USED OM BICYCY
& 4011500000 MEW PMEUMATIC TIRES, OF RUBBER, OF & KIMD USED

If a Schedule B code has a description of “nesoi”, this means the item is “Not
Elsewhere Specified or Included”. (This is Chapter 98 - Special Classification
Provisions.) The commodity number should not be used until a check has been
made to determine whether there is a classification elsewhere into which the
item will fit more specifically. Other classifications under the same general
heading should be examined.

These codes are required in shipments exported from the US. The code must be
on the EEI (formerly SED). All the codes are available on the EEI tab in Magaya
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Explorer when you enter commodities or add a container into a Warehouse

Receipt or Pickup Order:
Commodity E|
| General | Identiication| EEl | Hazardous | AMS | At € »
Schedule B
Code: %]

Code Desciption || 1
OO0 9303200000  MILITARY EQUIF
O 3803100000  MILITARY WEARI
[0 9802400000  ARTICLES DONA
00 9802300000  ALLWEARING AF
O 9802200000  MEDICINAL & PH{

ancel

Click Browse to open
Schedule B Codes List

8871 of 8871 elements

Lok J[ Concel J[ Heb |

1008

s

Actions with Commodity Classification List

The Commodity Classification list is located under the Warehousing folder:
[=REAY ' arehiousing
&2 Pickup Orders
E# Pickup Crder List
[# warehouse Receipts
[# wWarehouse Receipt List
iy Commeadity List
@ Cargo Releases
8 Cargo Relzase List
lﬁ Package Tvpes

Locations
Warehouse Inspector

W Item Definitions
=N Shiprnent Lis
] Wark Load
i In Transik
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To filter the list of commodity classifications, click on the Filter button. The
Filter button has two options.

This is a screenshot of the Standard Commodities Classification Filter:

Commodities Classification Filter

Filker Type
(%) Match all conditions

{3 Match at least one condition

Chapter

| v|
Find
Find What: | |
[ ]Find only on record code
[ ] Match Casze

[ )4 l [ Cancel ] [ Help ]

You can select a chapter from the dropdown or enter a term in the “Find What”
tield. The results will display in the list and the dialog box will close.

The Advanced Filter has many options for filtering your list:

Advanced Filter

Aovailable Feelds:
- 7 T Selected Field or Filtes
G!é:de T::B Description | Text
O Deicnion Tout Conditiore .
) Quanty 1 Teut Contains w
) Quantiy 2 Teut
D Used Boal £
Fikee [ ChangetoOR | [ AddAND) |
[ Al conditions [AND)
. Click on the field you want to use in your filter by selecting it from the list

of Available Fields on the left. For example, “Description”.

. Set the condition you want to apply. Tip: Select “Contains” so you can
enter a keyword or partial commodity classification. If you select “Equals”
you must enter the whole commodity classification. If not, the filter will
not find it.

. Enter the description (keyword) in the field next to the condition drop-
down.

o Add any additional conditions as needed.

. Click OK to see the filtered list.
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The filter applied in the Commodity Classifications list will remain active until
you clear it, as it will for any list. The counter at the bottom of the screen tells
you how many items are displayed out of a total possible. The filtered list will
also display when you view cargo on the “EEI” tab inside the “Commodities” tab
of a Warehouse Receipt or Pickup Order. You can change the filter by clicking
on the Browse button to open the list.

General | Shipper/Consignee | Supplier | Earrier| Comnmodities | Charges :| Ewverts | Attachments ||E

zorphion Fieces  Length...

Statuz FPack.a _‘1\}
a Loaded Bos rezh Cut flowers a0 33.00

| General || Identificatinn| E

33.00

Hazardous || &M5 ||H: Sk

Code; |

Schedule B

3
EITDWSE... J ﬂ

iz Adc

The filtered list opens

S Code D escrptio k.
M a712005000 BICYCLES AMD CY'CLES.MESOI [IMCLUDING C E
5 Wuant® | — e712002600  BICYECLES HAVING BOTH WHEELS EXCEEDIN =l
= ] 8712001070 BICYCLES HAVING BOTH WHEELS NOT EXCE [ view.

Tc Waludl| O 2512100000 LIGHTING OR WISUAL SIGMALING EQUIPMEN :

20 EC O 4013200000 INMER TUBES. OF RUEBER. OF A KIND USEC Filter...
I M 4011500000 MHEW PHEUMATIC TIRES, OF RUBBER. OF A ¢ [m
Filtering Tips:

. Since some descriptions are long, double-click on the code in the filtered
list to view it.

. If you use a commodity regularly, check the box “It is commonly used”.
Then the code will display in the Browse list inside the Commaodities tab,
on the EEI tab.

To Add a Commodity Classification:

If you need to add a Commodity Classification to the list:

. Go to the Warehousing folder and click on Commodity Classifications.

. Click on the Add button.

. Enter the code and description.
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. Click OK. The classification is added.
Commuodity Classifications E'

Clazzificatian |

Code: || |

Description;

Cluantity 1: I:I
Quantity 2: |:|

[]itis commonly uzed

[ k. H Caricel H Help ]

To import the latest Schedule B codes from US Customs into Magaya
Explorer:

. Go to the Commodity Classifications subfolder under the Warehousing
folder.

. Click the Actions button and select “Import Schedule B Codes”. A dialog
box opens. Import the new codes (these codes are available on the US
Census website: www.census.gov and from the US Customs website:
www.cbp.gov).

", Data Import [Commodity Classification list]

Code Descrption [rpart 54

[ rripart zkAL. .
Save
e-hdail...

Frint....

| >

Edit... Wi Document... Delete

il

Other Actions available with the Actions button:
. To view the Export Codes only, select Export Codes.

. To view License Type Codes, select License Type Codes.
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Pickup Orders

Chapter 8: Pickup Orders

Introduction to Pickup Orders

A Pickup Order is a document that outlines the terms for the delivery of goods
from a supplier to your warehouse.

The Pickup Order specifies the location of the pickup, identifies the carrier who
will pick up and deliver the cargo, the location that the cargo will be delivered
to, applicable charges, and the dimensions and description of the cargo.

When a customer calls you and asks you to pick up their cargo and bring it to
your warehouse or to deliver it directly (without going to your warehouse), you
will create a Pickup Order.

Pickup Orders are located under the Warehousing folder. You can view the

Pickup Orders as a list or in document form.
SR ' arehousing

= Pickup Orders
[#; warehouse Receipts
[# wWarehouse Receipt List
o Commodity List
@ Cargo Releases
@ Cargo Release List
1 Package Types
[ Locations
{'_'1 Warehouse Inspector
W Item Definitions
fﬂ] Commadity Classifications
S shipment Lisk

+ -] work Load

+ L-] In Transit
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How to Create a Pickup Order

Magaya software uses a dialog box to help you create a Pickup Order. The dialog
box contains many fields, but not all fields are required. Enter the information
that applies to this pickup. The dialog box has a series of tabs across the top. To
move from tab to tab, click on the tab. You can change the information in any
tield by either typing in the field or by using the dropdown menu for the field.
The dropdown field has a toolbar with buttons to Add, Edit, Delete, Find, Sort

Columns, and Refresh:

Pickup Order

Genetal | Shipper | Consignee | Supplier | Cariess | Commodities = Chages | Everts |, & ®

[ Status: § Emply

Step-by-Step Procedure

TASK

1. Go to the Warehousing folder on the left side of Magaya Explorer and
click on Pickup Orders (or the Pickup Orders List).

2. Click the Add button from the toolbar. A Pickup Order dialog box will
appear.
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3. Onthe General tab, enter the information you need as follows:

. The system will assign a Pickup Order number. (For more on setting up
document numbers, see the topic Configuration.)
Pickup Order [z|
General | Shipper | Consignes | Suppler | Cariess | Commadities | Charges | Events | Attachments | PC/ € *
| Statuz: G Empty
Murnber: 13
Creation D ate:; 442042009 w  Time | 2:00:00 P £ |
Pick-up Date:  4/20/2009 v Time | 430:00PM ]
Delvery D ate: 442042003 | Tine | B:15:00 P s |
Employes: llere T avlor i
lzzLed By MC Cargo Compary hd
Destination Agent:  Destination Agent 1 £
| ok || cCsacel || Hep |
. The employee name is filled in automatically (based on who is logged

in).Issued By is filled in automatically (this is the company who is issuing
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the pickup order; if you are the freight forwarder or NVOCC, then your
company name will display here.)

. Enter the date for the pickup and delivery.

. Select the destination agent from the dropdown menu. If you add the
destination agent's name here, they will be to view the transaction with
Magaya LiveTrack and Transaction Tracking.

. Click on the next tab.

On the Shipper tab, enter the information you need as follows:
. Select the shipper’'s name. (The shipper is the person who wants the
cargo moved such as the manufacturer, supplier, or buyer.)

Pickup Order g,

General Shoper | Consignes || Suppber . Camiers - Commodibes | Charges | Events | Attachments | PC 4 *

Shippes Pickup Location
Marme Mame:
| &tlartic Surplus w Miami Criztnbution Ceriter |

Addiess: [l:harme.. ]

(3224 Nortn Colege Foad
[\ilmington NC 28405
|UNITED STATES]

[ Copu »» ] Addrezs: | Change.

1} Gal:waj.l F&nad
Miami FL UMITED STATES

. The shipper’s address will be filled in automatically. (To change the
address for this pickup order, click on the Change button.) The zip code
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is used by the system to calculate freight charges if you have the
charges set up. For details, see the topic Automatic Billing.

. Select the location of the pick up. (If the shipper and pickup address is
the same, click on the Copy button in the center. The address will be
filled in automatically.)

. Click on the “Place” dropdown to select the city of the pick up (optional).
Use the red X to delete a place.

. Click on the next tab.

On the Consignee tab, enter the information you need as follows:

. Select the consignee’s name (who is receiving the goods ultimately - if
you know this now. If you are delivering the goods to your warehouse,
then you are the consignee.).

. Select the delivery location.

. Change the address if needed. The zip code is used by the system to
calculate freight charges if you have the charges set up. For details, see
the topic Automatic Billing.

. Click on the “Place” dropdown menu (optional) to select the city of the
delivery. Use the red X to delete a place.

. Click on the next tab.

On the Supplier tab, enter the information you need as follows:
. Select the supplier (this may be the same as the shipper).

. Enter the invoice number and purchase order number. These are
optional but recommended because these are used as reference
numbers by customers.

Pickup Order

General | Shipper | Conzighee | Supplier | Cariers | Commodities | Charges

Marne:

| w [rrvoice Mumber:
Address:

Purchaze Order Mumber:

On the Carrier tab, enter the information you need as follows:
. Select the inland carrier if you are not the carrier. (The inland carrier is
usually an overland trucking company.)

. Select the main carrier (if you are sending the cargo by sea after the
pickup, the main carrier will be the ocean carrier).

. Enter the PRO number (optional). The PRO number is a “progressive
number”, a sequential number used by transportation companies to
identify and track freight bills.

. Enter the driver's name and license number (optional).
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. Enter the tracking number of the carrier if they have one.
. Enter the return address.
. Enter the booking number.

Pickup Order -

General | Shipper | Conzignee Supplier| Carriers |En:nmm::u:|ities Charges | Events |, *

Inland Carrier bl ain Carrier
Carrier: Carier:
|.-'1'-.n|:|er3|:-n % Sonz Trucking Co » | | w |

PRO Murber:  Driver's Narme: Return Address:

Driver's License Humber:

Tracking Mumber: Booking Murmber;

On the Commodities tab, enter the information you need as follows:

. Enter the details of the commodities (cargo) by using the Add button. A
new dialog box appears. Each commodity added will appear in the table
in the Commaodities tab.

Pickup Order E3

| General | Shipper | Congignee | Supplier | Camers | Commodities | Charges | Events | Attachmentz | PC ¢ *
Status Package Descrgtion Pieces | [ pdd. |
vy Eune TR T (o

Totals: Wolume : 186992 #: 19465.19Vb
12 Pieces “Weight - 441.74 kg %7283 b

[ ok |[ cancel |[ Hep |

. If you need to add a container, click the Add Cont button.

. For more details on adding commodities and using the Commodities
tab, see the topic "Commodities".

. Click on the next tab.
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0.

10.

11.

12.

On the Charges tab, enter the information you need as follows:

. The charges entered in the Charges tab are integrated into the
accounting system in the Magaya Explorer and will appear on invoices,
bills, etc.

. To Add a charge, click the Add button and select a charge type. Enter
information in the new dialog box.

. Since the mode of transportation is Ground, the Income Freight Charge
and the Expense Freight Charge will be Ground.
. For details on adding charges and using the Charges tab, see the topic
"Charges".
Pickup Order, b

General | Shipper | Conzignee | Supplier | Cariers | Commodities | Charges | Events | 4 #

Status D escription Prepaid [Iuantity Price ArmoLint Add...

Edit...
Income Charge. ..

Income Freight Charge., .. Delete

Expense Charge. .,
Expense Freight Charge...

£
Totals
i Inits...
Espense: |hzome: Prafit;

usD 0.00 UsD 0.00 UsD 0.00

AT

On the Events tab, enter the information you need as follows:

. The Events tab is used to list any events related to the Pickup Order. The
fields on this tab are optional. For more information on the Events tab,
see the topic "Events".

On the Attachments tab, enter the information you need as follows:

. The Attachments tab is used to add any photographs or documents to
the Pickup Order. This tab is optional. For details on adding attach-
ments, see the topic "Attachments".

On the POD tab, enter the information you need as follows:
. Click on the POD Information checkbox to enable the fields if you want
torequire a POD: Delivery date and time, who received the delivery, and
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any comments. (POD is Proof of Delivery. It is used when the consignee
is not your warehouse.)

Pickup Order

Shipper | Consignes || Supplier | Cariers | Commodities | Charges || Events .-‘-‘-.ttau:hments| FOD
POD Infarmation

Delivery Date: | 34 442009 V|

Celvery Time: | 247145 P $|

Received By |.-’-'-.nu:|ers an & Sonz Trucking Co W

Comments: | | packages in good condition

. Click on the next tab.

13.  On the Notes tab, enter the information you need as follows:
. The Notes tab is used for adding notes or clauses to your Pickup Order.
These notes will be visible to the customer. This tab is optional. For
details on adding Notes, see the topic "Notes".

14. On the Internal Notes tab, enter the information you need as follows:
. The Internal Notes tab is used to add notes for internal use within your
company. These not will not appear on the Pickup Order and will not be
visible to the customer or carrier. This tab is optional. For details on
adding Internal Notes, see the topic section "Notes".

15.  Click on the OK button on the Pickup Order dialog box when you are
finished entering information.

STEP REsULT: The Pickup Order form will be filled in automatically. Verify the
information. To make changes, click on the Edit button.
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What Actions can | Perform with a Pickup

Order?

After completing the Pick up Order, you have many options in Magaya soft-
ware. You can print the pickup order or a label, email the pickup order, make a

copy, or other options.

< HWC Carps Company - Magaya Fxplarer
Mo Edt Gaks Opmatom Marbenawr Shomet Magapa Mebexh Scountng Feports Opbams Helo

@ D = . . @, B . = 9 - ) 4 . & M
EBadh L Craan Groud Prind, Frd Bobmar Eerd Exigl Tesh Fefresh | Fodfess
i — T ¥ X o f F T R . > @ .
or: Frst Fresitas il B Delsdw  Frd Fifed AT i Fage (e iil]
4 i Gectetomn
s -
| Sedreg 5 ) II '
6 wwthosng HWC Cargo Company Flckup Order
. A2 MY 13 Tamace Figyp Mumbar |20
B Wchousn howt Mizmi, FL 23172 I Cre ston Dite Tirre [ 402502009 10:40 AM
b Wrntrind RacsbtL LMITED STATES 5 E—— T
& B Lt ch-p Dale Time | WUMAZOI 02 40 PR
& Correadty |k v Fak P & AT ¥
@ Cwrga Pslasu —
@l Carga Raslasy L '—\._,,‘_‘ |
W Packace: Tyl W 4 y & -, =
i Lacatiora -,} - ﬁ::—) - L b L@ - 't:}! :J - :I
B Warshous I i . - E——
pem— Find Metwork Send Erdail
o Cormmadity O
S Shaperend Lot
ek Laad

I Trared

Print the document or labels: By using this option, the labels can be printed now
and will not need to be reprinted when a Pickup Order is converted into a Ware-

house Receipt.

Click the arrow on the Print button and select “Print Labels™:

. & . 8. 2 .| . X 9 .
Qcean Graund Print Fird Mebwork,
T’} W B Bl cp [ Print... & T o
First  Previous Ackions

Add M ter
Sawve to PDF..:

HWC Cargo Company

8725 NW 18 Terrace
Miami, FL 33172
UNITED STATES
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The Print Labels dialog box opens:

Print Labels

Frint Setup
Select Labels: Prirter: ol

ay :Hi'-.-'ir'u] Label 4=3 Cancel
Receiving Label 4x5 P ESE

Receiving Label 46 Help
WwitdS Label duE

ol

D escription;
WhdewD45HP Lazerl et P2015 Sen

LSB00T

W arehouze Receipt Mumber 20.

Arnount of pieces 425

Start at; End at;

. Select the label size and priter setup.

«  Change the amount of labels to print if needed.

Find: This gives you the option to search by transaction number with the Quick
Find feature, or to search by any text in a document. See the section"Find
Button" for more.

Send: To send messages within the Magaya Network.

Email: For sending documents or tracking link via email.
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Actions with Pickup Orders

You can perform the following actions from the Pickup Order by using the
Actions button:

‘4_}; - i 3] - i - " ) Lb -

Filker Actions Zoam Page == Options

Transaction Listing
Attachments .

Croate a Copy... Pickup Ordel
Create Warehouse Receipt, .,
Exclude from Tracking

12009 10:40 Ahd
F2008 02:40 P
2008 04:40 Phi
Select Template. .. [aylor

Delin] History...

Houston YWarehousing Co
a6 Highway 25

View Transaction Listing: Click on the Actions button and select Transaction
Listing. You can filter the list so it only displays the transactions you want to see.
For more on what you can do with the transactions list such as generate
accounting transactions, see Generate Accounting Transactions.

Attachments: To view the attachments such as photographs or documents
attached to the pickup order, click on the Actions button and select Attach-
ments. If an attachment was added to an individual commodity, view it by
clicking on Edit to open the dialog box. Then click on the Commodities tab and
open the commodity (cargo item) by selecting it and clicking on the Edit button.
(It can also be viewed from the Commodities list in the Warehousing folder.)

Create a copy: Click to copy the pickup order with all the same information.
This is useful if you pickup the same type of cargo from the same location or
supplier.

Create Warehouse Receipt: If the cargo has been picked up and brought to the
warehouse, you can create a Warehouse Receipt (WR) from the Pickup Order.
All the information from the Pickup Order will be transferred automatically to
the WR. You can edit information such as package dimensions or weight.
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When you create the WR from the Pickup Order, a dialog box of the commod-
ities opens. You can select all the cargo or pieces:
— S

| ot e A R ‘T:m
Packape Descnption Total Fieces Patial Pieces  Pickup Dides [ [lark all
[+ @ B Teva sandals 12 0 18
O K al
I Wem New Balance iunning shoes 30 0 18 O Lirmas
Select Number of Pieces _ m
Bou / Teva zandalz T

For more information on creating WRs, see the topic "Create a Warehouse
Receipt".

To set a cargo as “In Transit”, select the option: Set/Reset In Transit.
To set a cargo as “Delivered”, select the option: Set/Reset Delivered.

. Note: When you set cargo in transit, a checkmark appears next to the
option in the list. If you uncheck it, the status of the cargo will return to its
previous status: Loaded, In Transit, or Delivered. Refresh the cargo list to
see the current status. The status of the cargo is also updated in the
Commodities List.

To Exclude from Tracking: To exclude the transaction from tracking (if the
transaction is not complete and you do not want it viewed via LiveTrack), select
the option: Exclude from Tracking.

Select Template: To choose a different template for the document, select the
option: Select Template.

View History: To view the history of the cargo release (such as a Warehouse
Receipt or Invoice for this cargo), select the option: History. A dialog box opens,
listing all the transactions related to this cargo.

You can view a transaction by selecting it in the History dialog box. The View
button opens the dialog box for the transaction. The Go To button takes you to
the document. To return to the Cargo Release, use the Back button.

For details on working with the list view, see the topic "Working with Document
and List Views".

For a video showing you how to create a Pickup Order and convert it into a
Warehouse Receipt, click on this link: "Receiving Cargo Video"

(http://www.magaya.com/products/videos/reccargo.html)
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Generate Accounting Transactions from Pickup Orders

Magaya Explorer gives you the ability to create accounting transactions such as
invoices based on the information entered in a Pickup Order.

For example when charges are entered in the Charges tab, the charges remain
“Open” (are not posted to the Accounting system) until you click the Generate
button or they are liquidated. Then they are “Posted.”

After the charges are generated or liquidated, the system will collect all the
charges and group them and create invoices for each customer. The charges that
will go to bills are also groups and bills are created for each vendor. Then these
are posted into the Accounting system.

You can also create accounting transactions from the Pickup Order by listing all
the transactions for that release. To do this, click on the Actions button and
select Transaction List. The Transaction List opens. Click on the Actions button
for the list and select an option: Link Bill, Link Invoice, Receive Payment, or Pay
Bill. These transactions will be Posted immediately unlike the charges entered
in the Charges tab.

When you are in the Transaction Listing, you can create the following
accounting transactions directly from a Pickup Order by using the Add button
at the bottom of the list:

. Invoice: You can create an invoice for the Pickup Order. (You can also
create accounting transactions when you are in the Pickup Order dialog
box by using the Generate button on the Charges tab.) An example of the
options for creating accounting transactions is the ability to add inland
freight charges to a Pickup Order by using the Transaction Listing Add
button instead of the Charges tab in the Pickup Order.

Make any edits to the transaction if needed. You can view the Pickup
Order dialog box or go to the document. (The screen is similar for Credit
Memos, Bills, and Credits.)

. Credit Memo: Use this option if you need to issue a credit or a refund to
a customer.

. Bill: Add a bill of what you need to pay.
. Credit: Use this option if you overpaid a vendor and they give you a credit.

The Actions button for the Transactions List has the option to link the transac-
tion to a bill or to an invoice or to a Pickup Order. You can also unlink it. If you
created a bill or other accounting transaction separate from the Pickup Order,

you can link it this way.

You can also receive the payment or pay the bill from the Actions button.
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Chapter 9: Cargo Releases

Introduction to Cargo Releases

A Cargo Release is the document used for “in and outs” for local deliveries you
perform or when a customer sends their own transportation to pick up the
cargo.

A Cargo Release identifies the carrier, charges for the service, and a description
of the cargo.

When to create a Cargo Release or create a Shipment:

If the cargo you are moving out of the warehouse requires extra documentation
(such as a Bill of Lading or a Cargo Manifest), or if the cargo will be consoli-
dated, then use the shipment feature in Magaya Explorer instead of creating a
cargo release.

Cargo Releases are located under the Warehousing folder:
e N arebousing
E# Pickup Orders
&2 PFickup Order List
[# warehouse Receipts
| Warehouse Receipt List
Commodity: Lisk
¥ Cargo Releases
¥ Cargo Release List
i Package Types k
[ Locations
{:_'i Warehouse Inspector
'ﬂ Irrventory Ikem Definitions
fﬂ] Commodity Classifications
=@ sShiprnent List
+ -] Work Load
+-1] In Transit

Create a Cargo Release

The following steps explain how to create a Cargo Release. Magaya software
uses a wizard to help you create a cargo release. You can move back to a previous
screen in the wizard as needed.
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Step-by-Step Procedure

TASK

1. Clickon the Cargo Releases (or Cargo Releases List) subfolder under the
Warehousing folder.

2.  Click on the Add button on the toolbar. A wizard opens.

3.  Review the information in the General Information screen and make
any needed changes. The following fields are filled in automatically:
release number, time, date, employee, and issued by (your company is
the default). The “Released to” field is for the ultimate consignee.

Create Cargo Release Wizard

General Information
Enter the geresal mcemation for thes cango release such as the Mumber, Diste and Release To

| Statuz: W Emply

Felease Mumber: |3

Creation Date: | 6/ 4/2009 v |
Release Date: | B/ 4/2009 v | Tine: [11:45:00 2M :
Employee: |Ilene Taylar W |
|zzued Bu: |h-1E Cargo Campary w |
Releazed ta: |.-'-‘-.nu:|ers-:nn & Sonz Trucking Cao L |

Release to Address:

[ M et > ][ Cancel ] [ Help
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4,  Click on the Next button. In the Carrier screen:

a Click on the dropdown list to select the carrier who is taking the cargo
out of the warehouse.

b Enter the PRO Number (optional). The PRO Number is a "Progressive
number", a sequential number, used by transportation companies to
identify and track freight bills.

d Enter information in the other fields as needed (they are optional).

Create Carpo Release Wizard

Carrier Information
Enter the carmier information for this cargo releaze.

Carrier:

]

||.-'1'-.n|:|erscun % Sonz Trucking Co w |

Driver's Name: Drriver's License Mumber:

| f
PRO Number: Tracking Murmber:

Purchaze Order Mumber:
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5.  Click on the Next button.
. In the Commodities screen:

Create Cargo Release Wizard

Select the cargo to release
Y'ou can zelect cargo either fram YW arehouze Beceipts ar fram [Rventary.

“Warehouze  |nventary Scan

O [*] 40 - Caribbean Flawer Campany - Miami Distibution Center ~ Fillin resverse arder

O B 41 - Carnbbean Flower Compary - Tropical Landzcaping _
oos

- Cartegena Canstruction Co.

O [#] 35 - Buyer 1 - Colambian Government ﬂ
O [® 31-Deco Truss Co. :
=-[d[*] 30

- Aitlantic Surpluz - Miami Digtribution Center

B 16 - 30 - Adidas soccer shoes - 16.00x11.003.00in

[ j 23 - 30 - Reebak court shoes waomens - 17.00=10.00=2.00in =
O 35- 20 - Mike Air Jordan mens - 16.00x10.00x7. 00in
] B 29 - Lauisville Slugger Dealer - Jamaican Destination Agent 1
O [#] 22 - Fittshurgh Steel Ca. - Miami Distribution Center
O [®] 27 - Boston Scientific - Colombian Govermment
] B 26 - PYC Piping Co. - Cartegena Construction Co.
O [®) 25 - Jimrmy Chon Shoes - Yenezuela Shos Distributars
| E‘l 24 - Caterpillar Equipment - Cartegena Construction Co. o8

/ fmk se -

|- - BB BB

21 of 21 elements

| <Back || Finish | [ Cancel | [ Heb |

a Select commodities to enter from the Warehouse, Inventory, or Scan:
. Click on the “Warehouse” option on the top of the cargo list if you want
to ship out cargo as you received it.

. Click on the “Inventory” option on the top of the cargo list if you are
shipping by part numbers.

. Click on the “Scan” option on the top of the cargo list if using a scanner
to scan the bar codes on the packages. (The bar codes are the ones
created when you received the cargo and printed labels. The scanner
enters the bar code numbers into the Cargo Release.)

. If you want to create a partial shipment of the cargo, select the item in
the list and click on the Pieces button. Enter the number of pieces. Part
of the box next to the item will be shaded, indicating that part of the
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inventory was released not all of it. To include all the cargo in a release,
click on the box next to the item. The full box will be shaded.

. To search for inventory, click the Find button and select to search by
number or text.

. To view a WR, select it and click the View button. The WR dialog box
opens.

. To choose the columns displayed in the screen, click on the Configure
button and select an option.

. Check the Fill in Reverse Order button to see the inventory list with the
most recently received items at the top of the list.

Click on the Finish button. Your inventory records are updated
according to the items you just released. You can print or email the
release as needed.

Edit a Cargo Release

To make changes to a Cargo Release, follow the steps below. The information
entered in the Cargo Release wizard will be displayed in the dialog box.

TASK
1.

Click on the Edit button. A dialog box opens. The General tab and the
Inland Carrier tab in the dialog box are the same as in the wizard. The
Commodities tab will list the cargo you entered. Edit information in
these tabs if needed.

To add charges to the Cargo Release, use the Charges tab. You can also
generate accounting transactions from the Charges tab. For details, see
the topic "Charges".

To add events, use the Events tab. For details, see the topic "Events".
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4. Torequire a Proof of Delivery, click the POD tab. Use POD for deliveries
that you do not bring to your warehouse. This tab is optional.

Cargo Release

General | Inland Carrier | Commodities | Charges | Events | FOD' | Attachments

[ ]POD Information
Deliveny Date:
Deliveny Time:

Received By

Comments:

a Click on the checkbox to enable the fields if you want to require a POD:
Delivery date and time, Received By, and Comments.

5.  To attach a photograph of the cargo or attach a copy of a document,
use the Attachments tab. For details, see the topic "Attachments".

6. To add notes, use the Notes tab. These notes are included on docu-
ments. (The Internal Notes tab is for notes within your company.) For
details, see the topic "Notes".

RESULT:

When you have finished making changes to the Cargo Release, click the Close
button in the dialog box. The information is saved and filled into the Cargo
Release form.

Verify the information in the form.

You can print the Cargo Release, email it, or other options that are available
from the Actions button. For details on these options, see the topic "Actions
with Cargo Releases".

To see how to work with the Cargo Release List and document, see the topic
"Working with Document and List Views"

To learn more about entering charges and generating accounting charges, see
the topic "Charges".
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What Actions can | Perform with a Cargo
Release?

This topic will explain how to generate accounting transactions and other
actions that can be performed from a Cargo Release.

Generate Accounting Transactions from a Cargo Release

Magaya Explorer gives you the ability to create accounting transactions such as
invoices based on the information entered in operations transactions such as a
Cargo Release.

Magaya Explorer links the transactions and transfers the information from one
transaction to another. For example when charges are entered in the Charges
tab, the charges remain “Open” (are not posted to the Accounting system) until
you click the Generate button or they are liquidated. Then they are “Posted.”

After the charges are generated or liquidated, the system will collect all the
charges and group them and create invoices for each customer. The charges that
will go to bills are also grouped and bills are created for each vendor. Then these
are posted into the Accounting system.

You can also create accounting transactions from the Cargo Release by listing
all the transactions for that release. To do this, click on the Actions button and
select Transaction List. The Transaction List opens. Click on the Actions button
for the list and select an option: Link Bill, Link Invoice, Receive Payment, or Pay
Bill. These transactions will be Posted immediately unlike the charges entered
in the Charges tab.

When you are in the Transaction Listing, you can create the following
accounting transactions directly from a Cargo Release by using the Add button
at the bottom of the list:

« Invoice: You can create an invoice for the cargo release. (You can also
create accounting transactions when you are in the Cargo Release dialog
box by using the Generate button on the Charges tab.) An example of the
options for creating accounting transactions is the ability to add inland
freight charges to a Cargo Release by using the Transaction Listing “Add”
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Other Actions

button instead of the Charges tab in the Cargo Release. This is the invoice
screen:

Accounting Transaction

Irvoice: | Mobas | Inbainal Mobes
Humber. EH Fppry o
Bizc-apne Bike Shop -
Aceourt | Accounts Receivable v :
Billirg
Transachon Dale | 202007009 w Addiess
100 Harbaor Dierva
D Dale: | 3/22/2009 b Koy Biscayre FL UMITED STATES
Chaiges:
Shahus Diescription Prepaid Cuanity Piice Amourt Tax
55 Posted  Diocumentation Yoo 1.0 2500 200
£ >
Paidagz | Prepaid - Amount: Uspzson Tax USD 0.o0
Tatal Amount: LISD 5.0
[ CamoPRelease & | Arnicand D USh 2500
| caca || Hep |

Make any edits to the transaction if needed. You can view the cargo release
dialog box or go to the document. (The screen is similar for Credit
Memos, Bills, and Credits.)

. Credit Memo: Use this option if you need to issue a credit or a refund to
a customer.

. Bill: Add a bill of what you need to pay.
. Credit: Use this option if you overpaid a vendor and they give you a credit.

The Actions button for the Transactions List has the option to link the transac-
tion to a bill or to an invoice or to a Cargo Release. You can also unlink it. If you
created a bill or other accounting transaction separate from the Cargo Release,
you can link it this way.

You can also receive the payment or pay the bill from the Actions button.

You can perform other actions from the cargo release:

When cargo departs from your warehouse, set it as “In Transit” by selecting the
option: Set/Reset In Transit.

172



WHAT ACTIONS CAN | PERFORM WITH A CARGO RELEASE?
OTHER ACTIONS

When cargo arrives at its final consignee, set it as “Delivered” by selecting the
option: Set/Reset Delivered.

. Note: When you set cargo in transit, a checkmark appears next to the
option in the list. If you uncheck it, the status of the cargo will return to its
previous status, Loaded, In Transit, or Delivered. Refresh the cargo list to
see the current status. The status of the cargo is also updated in the
Commodities List.

To exclude the transaction from tracking (if the transaction is not complete
and you do not want it viewed via LiveTrack), select the option: Exclude from
Tracking.

To choose a different template for the document, select the option: Select
Template.

To view the history of the cargo release (such as a Warehouse Receipt or
Invoice for this cargo), select the option: History. A dialog box opens, listing all
the transactions related to this cargo:

= History for Cargo Release [3)

Type M ame Date [’
T

35

‘warehouse Fiecsipt 24 12/15/2008

Yiew

]

Go ko

|

Close

e

Help

You can view a transaction by selecting it in the History dialog box. The View
button opens the dialog box for the transaction. The Go To button takes you to
the document. To return to the cargo release, use the Back button.
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Chapter 10: Working with Commodities Infor-
mation

The following topics are explained below:
. How to create commodities reports

. How to find information on your commodities

How to Create Commodities Reports

If you need a report on the commodities your company has handled, use the
Commodity List under the Warehousing folder.

TASK
1. Go to the Warehousing folder and click on the Commaodity List.

My areholsing

E# Pickup Orders

&#® Pickup Crder List

& Warehouse Receipts

L
|5 Warehouse Receipt List

Commodity Lisk
@# Cargo Releases
@# Cargo Release Lisk
¥ Package Types
[E Locations
*E_'-i Warehouse Inspector
'ﬂ Inventory Item Definitions
I.ﬂ] Commodity Classifications
=@ shiprent List
+- ) Work Load
+ [_] In Transit
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2.  Click on the Actions button and select Reports. You can choose from
many report options such as reports by shipper, by warehouse location,
by part number, by Purchase Order number, and others.

. When you select a report, the report will be displayed.

. You can email the report by clicking on the Email button from the top
menu.

. To save the report in Magaya Explorer, click the Actions button and

select Save Report.

. To save the report to your computer (or another computer in your
network), click the Actions button and select Export.

. To close the report, click the Close button or the red button in the top
corner of the report.

How to Find Commodities in Magaya Explorer

If you need to find commodities in your Magaya system, use the Find or Filter
button.

Using the Find Button

TASK
1. Click the Find button (on the top toolbar). A search dialog box opens.

Find
Find Type v S Fnd
From 112/ 172008 | To [ 2/26/2009 »

Findbe (&) Tranzaction Mumber () Tesd Ij' Dock
Mumber. | glove i) Help
Fesuls
Type Mame Diata L View
Wwarehause lbem Baseball gloves 12/06/2008 b
‘wharehouze lem Baseball gloves 120652008 Ml Goto
Warehouse lbem Batting Gloves 12/15/2008 =
‘warehouze lbem Baking Gloves 1215/2008
4 elements lound

2. Inthe dropdown menu for “Find Type” select “Cargo Item”.
Set the date range.

4.  Select to find by either transaction number or text.
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5. Enter the number or text in the field below the "Find By" radio buttons.

ADDITIONAL INFORMATION: If you enter text, you can enter partial text. For
example if you are looking for Dell computers that you handled a month ago,
set the date range and enter the word: Dell. If you enter the word: computers,
the list will display all the computers you handled, not just Dell. So if you
handle cargo from more than one manufacturer, enter that manufacturer
name.

Using the Filter Button
To view the commodities list by certain criteria, use the Filter button. The Filter
button has two options:

. Standard Filter: This filter has a small set of criteria to filter your list by
such as by Purchase Order (PO) number, Warehouse Receipt number
(WHR), by part number, port, consignee, and others.

e Advanced Filter: This filter has many options for filtering your list.

To filter by date only, use the Date Range options on the top of the list.

TASK

1.  Click on the Filter button and select Advanced. The Advanced Filter
screen opens:

hdvanced Filter g|
Avaiable Fislds

T Tipe Selechad Feld o File

) ttackhmenis Bocl Flieg e | Yont

O Badance [US0] Float Cordtiory
D Equah o
2 Borsded WH tupe Tewt T
Q) CF5. Husker Test L ad |
O Camer Tes
S-:huged:e Weight [Ib] Flaat et [ Crangeto0R | [ Addsnn) | [ AddR) |

Corpgres Ted

D':msg'ﬂdddess Test B el
(D) Customs Erdry Dabe [rata

,:h."lale [EH
O Descrption of Conmodies Tesd
O‘J:.‘hnelmﬁmﬂ. Test
D Destination Agert Addres Text
Oflzzhnalm Couriy Test
O Destination Post Test
I:ifl'r\q'im Test
O Dviver's Licanze Musber Tast
GCIlmefs Hame Test
2 Employes Text
Girml Humbe Tt

=) Exnchade From Trackng Eool

e Enpenae [LIS0) Flast
QOG0 Number Tas

) Hag Dvesbock Eocl

Hae Trarcacton Boul
) Haz Uindembock Eool -
[ o | [ cowest | [ Hao |
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Click on the field you want to use in your filter by selecting it from the
list of Available Fields on the left.

Set the condition you want to apply. For example, if you are filtering by
a billing client, select “Equals” if you know the exact name, or select
“Contains” if you know part of the name. Enter the name in the field
next to the condition dropdown.

Add any additional conditions as needed.

Click OK to see the filtered list.

ADDITIONAL INFORMATION: For more details on using the advanced filter, see the
topic "Filters".
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Chapter 11: Quotations

Introduction

A Quotation is a price of freight charges for a customer who wants to ship
goods. The freight charges are based on the quantity to be shipped, the distance,
weight, volume, and mode of transport (whether the goods will be shipped via
air, sea, or ground).

The Quotations list and documents can be found in the Quotations folder in
Magaya Explorer:
+ g" Magaya Mekwork,

+- Tasks
—-fT Quokations .
= . ~
[ | £, Quotations )

[ 8 Quatation List—"

How to Create a Quotation

Step-by-Step Procedures

Based on the information the customer has given you regarding the description
and quantity of the cargo, the destination, when it needs to be moved and other
details, you can create the Quotation in Magaya Explorer using a dialog box. All
the information entered in the dialog box is automatically transferred into a
Quotations form that you can email, send, or print.

TASK
1.  Goto the Quotations folder.
2.  Select Quotations (or the Quotation List).

3. Click on the Add button to add a new quotation. A dialog box opens.
Enter information in the tabs and fields as needed.

4.  On the General tab, the following fields are filled in automatically:
Quote Number, Date, Employee, Issued by (your company), and Expira-
tion Date (set to today’s date). Change the information in the fields as
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needed. (The automatic numbering sequence of Quotations can be
changed in the Configuration menu in the Maintenance folder.)

Quotation E|
General | Aouting | Commodites | Charges | Attachmentz | Motes | Intemnal Motes
Stabuz: @ Emply
Quote Number, [
Dats: 31742009 E“jgf*"”“ V1772009 v
Employes llere T aylor v
Izzued By w
Contact Mame: L
Cotut i
Descrphion of o
Goods: J
[ ok || cancel || Hep |
. Select the contact name (customer) from the dropdown menu. The

customer address is filled in automatically.

If the name is not listed, it can be added using the “plus” sign in the

dropdown menu toolbar.

To change the address for this transaction, click the “Change” button

and enter the information.

. Enter the description of the goods. (This is optional but recommended.)

. The button next to the description field can be used to add a preset
clause to the quotation. (For information on clauses, see the topic
“Clauses”.)

. The status of the quotation will remain as “Empty” until cargo is added.
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5. Click to the Routing tab. Enter information as follows:

General | Routing |Eu:ummu:u:|ities Charges | Attachments || Motez | Internal Motes

TS O

Tranzportation:

Origin Information;
Port: | L |

Marne: | L |

Fickup dddress: Change...

[Drestination Information;

Port: | v|
Mame: | v|
Dropoff Address: | | pe—
. Select the mode of transportation from the dropdown menu.
. In the “Origin” part of the screen, select the port of origin from the drop-
down menu.
. Select the name of the entity where the cargo will be picked up. (This

may be the customer.)

. Enter the address of the pickup. (If you need to change the address for
this transaction, click on the “Change” button and enter the informa-
tion.)

. In the “Destination” part of the screen, select the port of destination
from the dropdown menu.

. Select the name of the final consignee from the dropdown menu.

. Enter the dropoff address. This is the final delivery address. (If you need
to change the address for this transaction, click on the “Change” button
and enter the information.)
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6.

Click to the Commodities tab. Enter information as follows:

Quotation rz|
General | Fouting| Commodbes | Charges | Attachments | Neotes | Infemal Notes |
Status Package | Disscription Pieces Lengh.  H |
Delete
< >
Tetals: Volume : 0.00 f#: 0.00Vi
0 Pieces ‘wieight : 0.00 Kg: 0,00 b
[ ok || cecel |[ Hep |

. Click on the “Add” button to add the cargo (commodities). A new dialog
box appears. Each commodity added will appear in the table in the
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Commodities tab. The total weight and volume of the pieces of cargo is
calculated and displayed on the bottom of the tab.

. If you need to add a container, click the “Add Cont” button.

. For more details on adding commodities and using the Commodities
tab, see the topic "Commodities".

7.  Click to the Charges tab. Enter information as follows:

Quotation gl

General | Routing . Commodities | Chaiges | Attachments Motes | Intemal Notes

Status Drescriptomn Prepaid Quarkity Frice Amount | Tas Code

Delete

< »
Tolals
Expense; Income: Pofit;

USD 0.00 USD 0.00 USD 0.00

[ ok ]| cancel || Heo

e

. The charges entered in the Charges tab are integrated into the
accounting system in the Magaya Explorer and will appear on invoices,
bills, etc.

. To Add a charge, click the Add button and select a charge type. Enter
information in the new dialog box.

. For details on adding charges and using the Charges tab, see the topic
"Charges".

8.  Click to the Attachments tab. Enter information as needed.

Quotation

General | Aouting Commodities | Charges | Attachments | Motes | Internal Notes

dd

Il Save

Pk
X

. The Attachments tab is used to add any photographs or documents to
the Pickup Order. This tab is optional. For details on adding attach-
ments, see the topic "Attachments".
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10.

Click to the Notes tab. Add notes as needed by typing them in or by
clicking on the button to select a preset clause from a list. For details on
adding clauses, see the topic “Add Clauses”. For details on using the
Notes tab, see the topic “Notes”.

Quotation

General | Routing | Commadities | Charges .&ttachments| Mates | [nternal Maotes

a2 Click to zelect a clause

Click to the Internal Notes tab. Click on the “New” button to add an
internal note.

General | Routing | Commodities | Charges || Attachments Nu:utes| Internal Hotes |_
Created on Maotes Created by
<
I e
[

. These notes are for company use. They will not appear in transactions or
be visible on any tracking such as Magaya LiveTrack. For details on using
the Internal Notes tab, see the topic “Notes”.

Actions You Can Perform with a Quotation

After you create a Quotation and the customer accepts it, you can transfer the
information in the Quotation automatically to create the following transactions
by clicking on the arrow on the side of the Actions button and selecting the
transaction choice from the menu:

A Booking
A Warehouse Receipt
A Pickup Order
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A Shipment

An Invoice

Other actions that can be performed with a Quotation are:

Filter the Quotation List: The Filter button allows you to select how you
want to view the information in a list. For example, you may want to see
only transactions for the past week or transactions for a certain customer
or destination.

The Filter button has two options: Standard and Advanced.
For details on using the Advanced Filter, see the topic "Filters"

Reports: You can create reports about the quotations by selecting the
option in the Actions button list.

To view the history of the Quotation, select the option: History. A dialog
box opens, listing all the transactions related to this quotation. If you
create a Booking or other transaction from this quotation, that history will
appear in the History list.

Show Related Object: This will take you to the next transaction created
from this Quotation. For example, if you create a Warehouse Receipt
(WR) from this Quotation, click this option from the Actions button and
it will take you to that WR.

Set This Quotation as Lost: Use this option if the customer does not
accept this quotation. If a quotation is set as Lost, a checkmark appears
next to this option in the Actions button options. The status of the quota-
tion is set to “Lost” and the icon becomes red. To recover a lost quotation,
click on the option in the Actions button option. The checkmark will be
removed and the status updated.

Import or export data from the Quotation list: You can import informa-
tion into Magaya Explorer or export data out in XML or CSV formats. A
dialog box opens with options.

To choose a different template for the document, select the option: Select
Template.

You can also print, copy, or email a Quotation.
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Chapter 12: Bookings

Introduction

A booking is a reservation made by your company (such as a freight forwarder
or a carrier) for your customer (such as the shipper or consignee) to move cargo.

Bookings can be created for air, ocean, and ground shipments, both import and
export.

A booking checks your Trip Schedule in Magaya Explorer to verify if space is
available in a container or on a vessel (plane or truck) for your customers’ cargo.
For more on setting up your Trip Schedules, see the topic "Trip Schedules".

The Bookings list and documents can be found in the Bookings folder in
Magaya Explorer:
=1 Bookings
[* Bookings
[ Booking List
‘-'EE}_ Trip Schedule

There are two ways to create bookings in Magaya Explorer:

. Quick Booking: The Quick Booking feature is used frequently because it
has only the necessary fields to complete a booking. The Quick Booking
fields can be filled in quickly while you are on the phone with a customer
who is placing a booking with you.

o  Standard Booking: The Standard Booking feature offers more fields so
you can enter additional information about a booking. It has much of the
same information that you will find in the Shipment dialog box screens.
All the information that you enter into the booking can be converted into
a shipment or other transaction. For details, see the topic "Shipments".

How to Create a Quick Booking

Step-by-Step Procedure

The following instructions explain how to use the Quick Booking feature to
create an Ocean Booking.

Set your Magaya Explorer to use the Quick Booking method by going to the
Action button and selecting “Use Quick Booking Entry”. You will only need to
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do this once, and then your system will always use Quick Booking until you
uncheck the option.

= - < - i
Actions 200
Creakte a Copy...
Create Pickup Order...
Create Warehouse Receipt. ..
Create Shipment...

w Use Quick Booking Entry

Exclude from Tracking

Set as Incoming

Cancel Booking
Select Template, ..

History...
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TASK
1.

Click on the Add button and select “Ocean Booking Export” (or Ocean
Booking Import). A wizard opens:

Ocean Booking Wizand f'5_<|

Ocean Booking General Information
Enter below all the infarmation regarding ta this booking

4 DOutgoing Shatusz: W Open

Fieference Ma.; | |

Employee: | llenie T aylar " |
Creation D ate; | 3/25/2009 bl |
Clignt; | v

Delivery Address...

Trip Mumber: | | [ Sal ] ﬂ

Line Booking Ma.: | |

Carrigr: | Sea Star Line e |

b ade aof

Tranzportation: | Wessel b’ |

Weszel | iking L |

Departure: Date: | 3/25/2008 v

Aarival Date: | 3/25/2009

Spatting Date: 3/25/2009 v | Time: | 325:35PM 2

Cut OFff Date; 34252009 v | Time: FIEIEPM 5

[ M et = l [ Cancel ] [ Help

. The Reference Number is the Booking number for your customer. It is

filled in automatically. (To set up document numbers, go to Mainte-
nance>Configuration.)

. The Employee and Creation Date are filled in automatically. (They can
be changed with the dropdown menu.)

. Select the Client (Customer who is booking with you) from the drop-
down menu. (The address is filled in automatically if you have it set up
in the customer’s profile. To change the address for this delivery, click
the Delivery Address button.)

. Enter the Trip Number, or click the “Set” button to select from your list
of trip numbers. All the information from the trip will be filled in on the
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rest of fields of this tab. If you do not have a Trip Schedule set up, you
will need to fill in this information manually.

. Enter the Line Booking Number. This is the booking number from your
Trip Schedule, if you are a freight forwarder and you have a booking
with a carrier or shipping line.

. Select the Carrier from the dropdown list.

. The Mode of Transportation of “Vessel” is displayed by default for an
Ocean Booking. To change it, use the dropdown menu.

. Select the vessel from the dropdown menu.

. Select the Departure and Arrival (at the destination) ports and date. (The
date is filled in automatically with today’s date.)

. Set the Spotting Date and Cut Off Date and Time by using the drop-
down menus. (The date and time are filled in automatically with today's
date and time by default.) The Spotting Date is the date that the
container is placed at the customer’s location. The Cut Off date is when
the container needs to be ready to be taken to the port.

Click the Next button to go to the commodities (cargo) screen.

Ocean Booking Wizard

Cargo in thiz booking
Enter the detail of the cargo in this booking
Status Pieces  Type Dezcription Wfeight [|b]
‘Ei Booked 2 20Ft... Garden Toolz 454.00
< >
| add | | Edi. | [ Delete |
Quantities

Pieces Wwfeight Yolume Wolume weight

2 454.00lb 0.00re 0,00k

[ ¢ Back ][ Meut > ] [ Cancel ] [ Help ]

. When you click the Add button to add cargo, the fields in the columns
will be highlighted. Enter the number of pieces, select the type of
container, enter the cargo description, and dimensions. The totals are
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displayed on the bottom of the screen. If the maximum weight is
reached for this trip, the system will notify you.

. Use the Load button to use a container that you have previously defined
in your Trip Schedule (in the Equipment tab). If you do not have any
containers set up in your trips, the button will be grayed out.

. Use the Settings button if you need to change the measurement units.

Click the Next button to go to the Notes screen. Add any clauses or
notes that you want to appear in the notes (Remarks) field of the
Booking. This may be a reminder to your customer to bring important
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documents with the cargo such as the title of a vehicle (for those

3

~ companies that ship cars and vehicles).

Ocean Booking Wizard

Booking Hotes

Select the clauzes that you want ko appear in the nates section of this
booking

Clauge Categon:

| v| %]

besd| Clauszes Listk

I arme Categary Maotes

|rvoice Payment Terms  [nvoice Irvoices due within 30 day
[] consolidate per shiprment  Shiprment conzalidate per shiprment
£ | ¥

Selected Clause Text:

< Back ” Finizh l [ Cancel ] [ Help

. Select a clause category from the dropdown menu. There are many
categories. Select Bookings.

. Click on the button with the three dots to select from a list of preset
clauses. (A dialog box opens. You can also add clauses. See the topic
"Add Clauses" for details.)

. Check the box next to the item in the list to include it in the Notes for the
Booking.
. The field “Selected Clause Text” displays the full text of the clause you
selected.
RESULT:

After completing the booking wizard, click the Finish button. The booking is
placed in your Magaya Explorer with a status of “Open”. When the booking is
used to create a shipment, the status will change to “Closed”.
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Actions You Can Perform with a Booking

After completing a Booking, Magaya Explorer gives you many options. You can
make changes to a booking by using the Edit button.

The following actions can be performed from a Booking by using the Actions
button and selecting from the menu.

Create a Copy: The copy of a booking will contain all the same informa-
tion except for the Booking Number, which the Magaya system will assign
automatically.

Create another Transaction: All the information from the booking can
be transferred automatically to create other transactions that you choose.
You can create a Pickup Order, a Warehouse Receipt, or a Shipment from
a Booking.

When you create another transaction, a dialog box opens listing the
commodities in the Booking. Clic on “Mark All” to include all commodi-
ties in the next transaction, or select the commodities and click the Pieces
button to select a few pieces. Enter the number of pieces to include in the
next transaction. For example, if you booked three containers and you
pick up only one at this time. Create a Pickup Order for that case and use
the “Pieces” button to enter the one container.

Select Commodities %
Package Diescaiption Total Piecaz  Partial Pisce:  Booking o Mak al

] @ Box Supplies 10 0 3 07 Urmask a1

To exclude the transaction from tracking if the transaction is not
complete and you do not want it viewed via Magaya LiveTrack or Trans-
action Tracking, select the option: Exclude from Tracking.

Select Template: To choose a different template for the document, select
the option: Select Template.

View History: To view the history of the booking, select the option
“History” from the Actions button. For example, the following screen
shows a Shipment that was created from a booking. A dialog box opens,
listing all the transactions related to this booking. If you need to open the
dialog box for that transaction, click the “View” button. The “Go To”
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button takes you to the document. Once there, you can return to the
booking by using the Back button.

~ History for Booking (3) E|
Type Mame Date
Shipment -6E345 03423/2009
L‘/ 1

«  To set a Booking as incoming or as outgoing: The direction of the
booking can be changed from incoming to outgoing. When you change
the status, it will be reflected on the General tab in the dialog box. Click the
Edit button to see the status.

«  To Cancel a Booking: If you need to cancel a booking in the case of a
customer deciding not to move the cargo at this time, click on the Actions
and select “Cancel Booking”. A dialog box will ask you to confirm the
cancellation. The status will change to “Cancelled”. A cancelled transac-
tion cannot be used to create another transaction. To change the status
from “Cancelled”, use the Actions button again and uncheck the cancella-
tion option.

As with any list, you can filter the list of Bookings. This is especially useful when
the list grows very long. You can set a filter to display only those bookings that
you want to see. The Filter button offers two options: Standard and Advanced.
For details on using the Filter button, see the topic "Filters".
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Chapter 13: Trip Schedules

Introduction

For Carriers, the Trip Schedule is the list of your actual flights and/or sailings.
For NVOCC's and freight forwarders, the Trip Schedules feature in Magaya
Explorer provides a method of saving information about the vessels you own or
carriers you use regularly that travel to the same destinations.

For example if you book flights from Miami to Freeport, Grand Bahama, every
week, then adding the flight information into the Trip Schedule will make the
information available when you schedule a booking, saving you time. All you
have to do is select the trip from the schedule, and all the information is auto-
matically filled into the booking.

The Trip Schedules feature can be found under the Bookings folder:
=1 Bookings
[* Bookings
[ Booking List
55_?}_ Trip Schedule

How to Create a Trip Schedule

Step-by-Step Procedure

TASK
1. Go to the Bookings folder and select Trip Schedules.

2. (lick on the Add button and select the type of trip you want to create:
import or export for an Air, Ocean, or Ground trip. (When working in the
dialog box, click from tab to tab to enter data. Use the dropdown
menus to select from pre-set lists. To add information to a dropdown,
click on the green plus sign in the mini toolbar that appears with the
dropdown.)
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3.  The General tab has fields specific to the type of trip (air, ocean, or
ground).
. Foran Air Trip Schedule (shown here), the flight number is filled in
automatically on the General tab. (The Air Import and Export
screens are the same. Note the Outgoing arrow, indicating export.)

Flight Properties [Z|
Gieneral | Entitiez | Fouting | Equipments | Bookings || Commodities | £ *
4 Outgoing Status: W Open
Flight Murnber: |E |
Carrier: | Caribbean Airlines L
Employes: | llene T aylor v|
Creation Date: | 3/24/2003 v |
Description:
Flight Capacity
Max Weight |0 | [Poundib) v|
M an Valume: ||:| | |"\-"|:|Iume Poundt V|
[ ()4 ] [ Cancel ] [ Help
. Select the Carrier from the dropdown menu.

. Enter a description of the flight (optional).

. Enter the Flight Capacity weight and volume. (The unit of measure can
be changed by using the dropdown menu.)

. For an Ocean Trip Schedule (shown below), the trip number is filled in
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automatically. The screens are the same for import and export.

Ocean Trip Properties [zl

General |Desu:riptiu:un Entities | Fouting | Equipments | Bookings | (4 *

4 Outgoing Status: W Open

Trip Mumber: |E |

Booking Mo | |
Carrier: |Tr|:||:|i|:al Shipping A |
Employes: |.-i'-.|:|ministrat|:|r W |

Creation D ate: 3 42009 W

Departure Date: | 32002009 Time: | 11:19:51 &M
Arrival D ate: 2/24/2009 Tire: | 4:30:00 PM

4

Spotting Date: | 3s00/2000 W Time: | s0000PM &
Fickup Date: 32042009 W Time: | BO0:00PM 5
Cut OFf Date: 3/20/2009 Time: | 5:00:00PM =

M aximun Capacity

bl an Pieces: ICI
Max Weight |0 | | Pound(b) v |
b & Walume: |EI | | Cubic: foot[f] A |

[ k. ][ Cancel ][ Help

Enter the Booking number.
Select the Carrier from the dropdown menu.

All the Date and Time fields are filled in automatically. Change them to
the correct dates and times.

Enter the capacity weight and volume for the vessel (for the amount of
space you have contracted with the carrier). (The unit of measure can be
changed using the dropdown menu.)

For a Ground Trip Schedule, the trip number is filled in automatically.
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(The fields on the import and export screens are the same.)
Ground Trip Properties g|
General | Enlities | Fouting | Equipments | Bookimgs | Commodities | 4 ¥

4 Outgoing Statuz: ¥ Open
Trip Humber: B
Carrier: Anderzon & Sanz Trucking Co v
Emplayee: llene T aplar b

Creation Date: | 3/24/2009 b

Drescription:

Trip Capacity
b aw Weight: |0 Poundilb] b

Max Volume: |0 Cubic Faat{fE) w

[ ()4 ] [ Cancel ] [ Help
. Select the Carrier from the dropdown menu.
. Enter a description of the goods you will ship, if you know this informa-
tion (this is optional).
. Enter the capacity weight and volume for the truck (for the amount of

space you have contracted with the carrier). (The unit of measure can be
changed using the dropdown menu.)

The Entities tab is used by NVOCC’s and Freight Forwarders only, not
by Carriers. For details on entering information in this tab, see the Ship-
ments topic. The screen is the same for import and export of air, ocean,
and ground.

On the Routing tab, enter the departure and arrival information for the
trip. The screens for air, ocean, and ground trips have fields specific to
each trip type. For details on entering information in this tab, see the
Shipments topic.

On the Equipment tab, click the Add button to select the type of
containers or other equipment used to transport cargo. This tab is the
place for adding the containers that are available for this trip. When you
create a booking for this trip, you can choose from the available
containers. The status of the containers will be displayed, indicating if
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they are available or have already been booked. Adding containers in
this tab is most commonly done for ocean trips.

General | Entities | Routing | Equipment | Bookings || Commodities || 4 *
Statuz Fiecez  Type D escription
13 Available 1 20Ft Standard Container
13 Available 1 40Ft HC Refrigerated [A...
< >
| 4dd | | Edt. | | Delete |
l ()4 l [ Cancel ] [ Help ]
. Enter the number of pieces. The Description is optional. (You can edit or

delete an item by clicking on it.)

On the Bookings tab, you can see a list of all the bookings that are
already included for this trip. Totals at the bottom give you an idea of
how much space you have already booked in this trip.

General | Entities | Fouting | Equipments | Bookings | Commodities | 4 *
Status Type Mame Drate Departure Date
< >
Totals
Pieces: Weight: Yolume:
N Q.00 (0. 00fE 0.00Ib
k. ] [ Cancel ] [ Help
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8.  Onthe Commodities tab, the commodities (or loose cargo) that are
booked on this trip are displayed as you entered them in the bookings.

General | Entities | Fouting | Equipments | Bookings | Commodities || 4 ¥
Status Package Description Fieces Length
£ >
Tatalz
Pieces: Weight: Walume:

] 0.00b 0.00fE 0.0 1k

[ k. l [ Cancel ] [ Help ]

9. To add notes, use the Notes tab. These notes are included on docu-
ments. (The Internal Notes tab is for notes within your company.) For
details, see the topic "Notes". (The Notes and Internal Notes tabs are the
same for all bookings.)

RESULT:

After you have completed entering the information into the Trip Schedule
dialog box and clicked OK, the trip is now available for use in Magaya Explorer.

For example, when you create a booking, the trip schedule can be selected and
all the information will be filled into the appropriate fields in the Booking dialog
box.

Actions You Can Perform from the Trip List

The following actions can be performed from the Trip Schedule List:

. Create Reports: Reports can be made about the trips based on any of the
fields listed in the reports list. The report can be saved or emailed.

. Create a Consolidation: A wizard opens that enables you to create a
consolidated shipment from the trip. The Bookings from the trip will be
converted into House shipments, and the trip will become the Master
shipment for the consolidation. You can choose to make the shipment
number the same as the booking number. Click through the screens of the
wizard and follow the onscreen prompts. For more details, see the topic
"Shipments".

202



How 10 CREATE A TRIP SCHEDULE
STEP-BY-STEP PROCEDURE

Create a Copy: The copy of a trip will contain all the same information
except for the Trip Number, which the Magaya system will assign auto-
matically.

View a Booking: This opens a new list showing the booking(s) associated
with this trip.

View Commodities: This opens a new list showing the commodities in
this trip.

Choose Columns: Use this option to select which columns you want
displayed in the Trip Schedule list.

Import or Export Data: Use this option to import or export data to or
from the Magaya database in CSV, XML, or other formats.

View History of a Trip: A dialog box opens showing any transactions
related to this trip.
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Chapter 14: Creating Shipments

Introduction to Shipments

Magaya Explorer offers you many different ways to create shipments:

. Use the wizard that will create a consolidated shipment or a straight ship-
ment for air, ocean, and ground (imports and exports).

. Create a shipment from the File menu by going to File > New and
choosing Air, Ocean, or Ground Shipment.

. Right-click on a folder in your shipment folder and select Add Shipment
and the type.

. Convert an existing transaction such as a Quotation or a Booking into a
shipment.

The screens and tabs in the shipment dialog box are the same for import and
export, so we will use an export shipment as an example. Afterwards, we will
discuss how imports differ.

The steps in the process of creating a shipment are the same for importing and
exporting via air, ocean, and ground.

The following instructions will explain the first method - how to use the
wizards. The wizards can be used for creating an import or an export shipment;
they have the same screens for import and export.

First we will start with the Straight shipment wizard, and we will use an export
air shipment as an example.

Then we will explain how to use the Consolidation wizard and create an export
ocean shipment as the example.

Create a Straight Shipment

Follow the instructions below to create an Air Export shipment using the
Straight Shipment wizard. The procedure for straight ocean and ground ship-
ments is the same as this example.
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TASK
1.

Go to the toolbar across the top of Magaya Explorer and click on the
arrow on the side of the Air button. From the dropdown menu, select
Straight Shipment Wizard Air (Export).

File Edit 3Sales ©Operations Maintenance Shipment Magawa Mel
iy i = L

O © & . @B .=
Back Qcean Ground Docu

Consolidation Wizard (Export)...

Straight Shipment

Wizard (Export]). ..

Consolidation Wizard (Import), .,
Straight Shipment Wizard (Import)...

Shiprment. ..
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Enter information in the first screen of the wizard as follows. Note the
Shipment Name is filled in automatically. (It can be changed by typing
over it).

Add Air Shipment Straight Wizard [Export)

General information

Enter the general information for this shipment such as the Camer and the
Air wfaybill number.

4 Outgaing Statuz: J W aiting for instructions

Shipment Mame: | Shipment24
Camier: |LAM Cargo L
Air Waybill Number: | 0451222 set. | %]
Booking Mumber: |BM715
Executed Place: |Miami e
Executed By: | |lene Taylor w
Executed Date: | 3431/2009 hd
Declared YW alue for Camiage: for Customs: ||

Description of Goods: | construction equipment

o

By clicking the <Settingsz> button pou can specify the measurement units | 5 ettings. .

wou will uze in thiz shipment and how pou would like the spstemn to fill the
documents.

I Mext » ][ Cancel ] [ Help ]

. Select the carrier from the dropdown menu (this example uses LAN
Cargo). You can add the carrier in the dropdown if it is not listed.

. Enter the Air Waybill Number (or click the Set button to select from a
preset list of numbers.) To set up numbering, go to Maintenance >
Carriers. Click on the carrier and go to the Airline tab.

. Enter the Booking Number.

. Select the place where the shipment is being executed (in this example
the place is Miami).

. The fields for “Executed By” and “Executed Date” are filled in by the
system. If you need to change them, use the dropdown menu.

. Enter the Declared Value for Carriage and for US Customs. (If you leave
these fields blank, “NVD” and “NCV” will appear on the Air Waybill form.)
. Enter a description of the goods, if you know it (optional). This descrip-
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tion will appear in the Master air waybill; the individual cargo will not be
listed.

The button with the three dots next to the Description field is used to
add clauses to the description. Select a clause or add a new one.
Click the Next button to go to the next screen in the wizard.

Enter the information in the Entities tab as follows:

Select the entities

Shipper Iltimate Congignee
M ame: |Eaterpillar E quiprent v| M ame: |Eartegena Conztruction Cio. s
Address: [ 123 5w Bth St Address |3 Calle Ocho
Clewigton FL UMITED ST Cartegena, COLOME|A,

M atify Party Intermediate Conzighes
I arne: | y| R ET | v
Address: Address:

Fanwarding Agent Destination Agent
Mame: | MC Cargo Compaty w | Mame: |En:n|n:|n'|l:-iar'| D eztination Agent
Address; | 8725 Nw' 18 Tenace address:

Add Air Shipment Straight Wizard (Export) [X]

Select the entities invalved in thiz shipment.

o o

o o

Miarni, FL 33172

J UNITED STATES J

Client to bill: | Shipper A | | Caterpillar Equipment A |

[ < Back ” M et > l[ Caricel ][ Help ]

Select the Shipper from the dropdown list.
Select the Ultimate Consignee from the dropdown list.
Select the party to notify and the intermediate consignee if applicable.

Select the Forwarding Agent from the dropdown menu. (This is your
company if you are a freight forwarder.)

Select the Destination Agent from the dropdown menu. (When a freight
forwarder creates a straight shipment, the carrier may handle the trans-
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actions instead of a destination agent. If so, the Liquidation will show
what amount is owed to you.)

. The fields for “Client to bill” will be filled in automatically based on the
information you entered.

. Click the Next button to go to the next screen in the wizard.

Enter the information in the Routing tab as follows:

Add Air Shipment Straight Wizard (Export)

Routing information
Dezcrbe the routing for this shipment.

tade of Transportation: |.-’-'-.ir V|J

Carmier: | |

Flight Mumber:

Departure Information

From: |Miami vl
Date: | 4/ 2/2009 v |
Time: | 74500 &M =
Arrival Information [Final Airport]

To |Eartagena W
Date: | 4/ 272009 v |
Time: | 12311 F =

[ ¢ Back ” et = l [ Cancel ] [ Help
. The Mode of Transportation and the Carrier fields are filled in automati-

cally. The system filters out other types of transportation and shows
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only air. The button with the three dots opens a list of additional modes
of transportation you can choose from if needed.

Enter the flight number.

Fill in the Departure and Arrival information by using the dropdown
menus.

Click the Next button to go to the next page.

Select the documents you need to add to this air shipment:

Add Air Shipment Straight Wizard [Export)

Select documents for thiz shipment

Documents included in this shiprment will be filled automatically by the
gugtem with the cargo information.

Select Documents either from Standard Documentz or from Templates vou have
previouzly defined.

Select from: | Standard Documents  Templates |

M ame - L
[ ir way Bill 12in - e
[ asir wéay Bill 12in [Acc. #] T

[] Avrival Matice / Invoice Air
[] Arival Matice / Invoice Ocean
[] Bilhete de Depdsita

[] Application for Expartation Under Special Eond [CE E =

] Eil .
[ Bill of Lading e
[] Bill of Lading [Multicurency]

[] Bill of Lading [with Totalz]
[] Cargo Manifest

71 raran bd smifack bla LS Cockams

£

FMOTE: If pou desire to create template documents, pou can do that in the
¢MizcellaneouzhTemplatesz: folder.

b

< Back ” et » ][ Caricel ][ Help ]

Forexample, clickin the box next to the document you want such as the
Air Waybill option. A checkmark appears in the box next to the docu-
ment name. This air waybill will now appear with your shipment docu-
mentation, and all the information from this wizard will appear in it. You
can add as many documents as needed.

Use the “Templates” button to use documents that contain information
thatyou use regularly and repeat. (Templates can be created by copying
a document into the Template folder, located in the Miscellaneous

folder. Examples include a letter of credit in a Bill of Lading with banking
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information that you added and which will be the same for many ship-

ments.)

Click on the Next button to go to the next screen in the wizard.

Select the cargo you need to ship by using the list of cargo and inven-
tory items. (If you do not see the items you are looking for, check if a

filter is in place, which limits the cargo you see.)

Select the cargo to ship

Y'ou can zelect cargo either from W arehouse Receiptz or Pickup Orders.
By clicking on the white boxes wou can make complete or partial

selections.

Select from: |'W'arehu:uus Pickup I Inventnr_l,li Scan J

= B 26 - PYC Piping Ca. - Cartegena Construction Co. &

-0 [®] 25 - Jimmy Choo Shoes - Yenezuela Shoe Distitn

=R | B 24 - Caterpillar Equipment - Cartegena Constructic (]
d ¥ 128-10- 24 - O-Rings - 20 0033.00:12. 00t

L (3 15-10- 24 - Air Filker - 20.00%45.00:12.00in

O 232-10- 24 - Diesel fuel conditioner - 4.00:5

3

Select Number of Pieces

Fill i reverse

==
Crea )2

38 -10 - 24 - Diezel fuel conditioner -
FoC ) 4004600420, 00in
w0
- B
- Fieces: |5' | of 38 Pieces,
w0
- | ok | [ Cancel ]
-0 J
#-O [®] 20 - Skimano
w1 W 97 . 1R s Ca b
% | b4

20 of 20 elements

arder

[ < Back ][ et »

] [ Cancel ] [

Help ]

Select a button from the following to choose the method of loading

cargo:

Warehouse: To select from the Warehouse Receipt (to ship the same

way you received the items).

Pickup: For cargo that does not come to your warehouse.
Inventory: To ship by part numbers (used by distributors).
Scan: For using handheld scanners to scan barcodes.

Click on the items you want to include in this shipment. This example
selects from the Warehouse Receipts. If you are selecting only some of
the items from a Warehouse Receipt, click on the Pieces button and
enter the number of items. For this example, there is a total of 38 diesel
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fuel conditioners available. To send only 5, enter 5 in the Pieces dialog
box. The total number of items available is the first field in the series
before the item name: 38. The field 10 is the Pickup Order number. 24 is
the Warehouse Receipt number. (The order of these fields can be
changed by clicking on the Configure button.)

Click the Next button to go to the next screen in the wizard.

7.  Check the box if you want to repack the cargo. If you do not want to
repack, leave the box unchecked and go to the next screen.

Add Air Shipment Straight Wizard [Export)

Repack the cargo

[f wou would like to repack the selected cargo in thiz shipment, please check the box
bellow and press the <Repack: button ko enter the details.

ez, | would like to repack the cargo.

“'ou can repack the cargo creating a container, pallet, =kid, etc., and you
can enter alzo the dimengsions: and weight for the new package.

Container Type:
Drescription:
MHurnber:

Seal Humber:

If you repack, click on the Repack button. A dialog box opens. This will
pack all the items inside one container. If cargo is to be packed into
more than one container, do not use this Repack button: Go to the ship-
ment and use the Repack button in the Cargo Toolbar.

Enter the information in the dialog box as needed: Select the container
type and enter the dimensions. This can be an air container such as an
LD oraregular pallet. Enter information in the other tabs as needed, and
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click the OK button when you are done. You will be returned to the
wizard. Click to the next screen in the wizard.

8.  Select a folder where you want to save the shipment in Magaya
Explorer.

Add Air Shipment Straight Wizard (Export)

Select the folder

Shipmentz must be placed inzide folders which can be created in the
zame way vau work in real life,

Y'au must zelect a falder ta place this shipment. A falder iz a repository which can
cohtain shipmentz, documents and other folders.

= fﬂ Qutgoinig Shiprents £ Wew Folder |
] 2008
) i |
) Deean
= r'l-j 2%['9 Thiz iz a zample folder
5= m ghructure you can create for
i) Oeean VO COMpary.
= G d ]
-l taroun =112 Outgoing Shipments
C B Year 2002

. If you need to add a new folder, click the New Folder button. When
done, click to the next screen in the wizard.

9.  Onthe Summary screen, verify the shipment information. To make any
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changes, use the back buttons to go to the screen you need.

Add Air Shipment Straight Wizard [Export)

Completing the Air Shipment Straight Wizard

Y'ou have succeszsfully completed this wizard. vou can verfy the summary
to zee if eventhing is correct,

“'ou gpecified the following shipment settings:

Shiprment Mame: Shipment24 A
Camier: LAM Cargo

Air wapbill Mumber, 0451222

Booking Mumber: BH715

Ewxecuted Date: 3/31/2009

Ewecuted By: Administrator

Degcription of goods: construction equipment

Shipper: Caterpillar Equipment

[ltimate Conzignee: Cartegena Canstruction Co.
Forwarding Agent: kagava

Destination Agent: Demo Destination Agent 2

tode of Transportation; Air
Flight Mumber: 155
Departure From: kiami
Departure Date: 422009
Departure Time: 7> 45:00 Ak
Arrival To: Cartagena
Arrreal Date: 4/2/2009
Arrival Tirme: 12:31:00 P

Total Dicrac A
Click Finizh to procesd.

[ < Back ” Finizh l[ Caricel ] [ Help

10. Click the Finish button when you are done.

RESULT:

All the information from the wizard is automatically transferred to create a
shipment. Magaya Explorer lists the documents in the top pane; the shipment
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screens and tabs (the same as in the wizard) and the cargo packing list are
displayed below the Shipment Toolbar and the Cargo Toolbar.

-"'lr BN e Oeordliend Matanshor  Shipeed  Mapees Mibeel Al BaeelE  Oplicis el
@ @ = . 4. &. > . . X 9 0 - R
Bak ar Coaw Gmod - Deam #ind e Dain  Metwrd e PMal Tawd Fafrash . Foders
3 @ Moy Heimwt [t ™ st Aws e
| Tasta Frr— Fam Pl 1 [T AT
5 b
4 Lo Jobs
+ 8 Eokaay: *
-
6 mei Contents List
T ——
= B Tutgoing Seperents & >
e . B . B & ¥ . & [
o ekl D Frofe Lopuidasors  Trarmas. e Cormrw..
Ommmsl | Eratme | by | Charge: | Events | Dnbey | Adactew 8 8 (8 ooy doias S irikad (0 fopact B8 =
O i Dugeeg @ Lawdes P T
WS- 10 2 - e Pl - 70 D05V DR (i
Stwrwrd Upw | Glapmeni2i W B0 2 Ergee ol - 100 D03 Oy
R [y — - W G0 M- ngre cosland A DGL B2 N
= i W00 2 - Tremsind il popmilirees - i ke (0200 0
o g Bl Pl | L T | | W 510 D4 An Pl - 0000 (D] 2 O
T — W IS0 D g - T 0 2 0
Emvieci Flace: | Mam -
Al r Ewmided By Acmnaets -
Sh t EmtumdDgw | IR W z
Ipmen i i e Cargo List
fGld er Crstopia of Gosdd | coruisucion scuoneni
il
s — | SNipMENt Data [ | me & v
_F_"""" hght 1% [ Wi Vol
e T O T TRCTNET
Vakerw 177 Ee ol ‘Wimght TR TG
*or FHep, e 1 1L

In the packing list, cargo can be unpacked and repacked as needed. More cargo
can be added or unloaded. The totals for the number of pieces and weight and
volume are displayed on the bottom.

From here you can set the shipment in transit, liquidate it, and other choices.
These are explained in detail in the topic "Working with Shipments".

Create a Consolidation

Follow these instructions to create a consolidated ocean export shipment. The
procedure is the same for air and ground consolidations.
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TASK

1. Go to the toolbar across the top of Magaya Explorer and click on the
arrow on the side of the Ocean button. From the dropdown menu,
select Consolidation Wizard (Export).

Consolidation Wizard {(Expork)...
Skraight Shipment Wizard (Export)...

Caonsalidation Wizard {Irmpart), ..
Skraight Shiprent Wizard (Import),..

Creake Houses Wizard. .,
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Enter information in the first screen of the wizard as follows.

Add Ocean Shipment Consolidation Wizard (Export)

General information

Enter the general information for this shipment such as the Bill of Lading
nurmber and Boaoking number, ete..

4 Outgaing Stakuiz: \j W aiting far ingtructions

Shipment Mame: | Shipment25
Bill of Lading Mumber:
Booking Mumber:
Executed Place: |Miami
Executed By: | llene Taylar
Executed Date: | 4/ 1/2003
Departure Date/Time: | 4/ 742009 |1 10:00:00 Abd

.
w
£
w

Arrival Date/Time: | 4/ 9/2009 W 42000 PM
Declared W alue:

Dezcnption of Goods: |

By clicking the <Settings: button you can specify the meazurement units | 5 ettings. .

wou will uze in thiz shipment and how wou would like the system ta fill the
documents.

[ et » l[ Caricel ] [ Help

. The shipment name is filled in automatically. To change it, type over it.
(To set up numbering, go to Options>Configuration>Document
Numbers.)

. Enter the Master Bill of Lading Number (from the shipping line).
. Enter the Booking Number (from the shipping line).

. Select the place where the shipment is being executed (in this example
the place is Miami).

. The fields for “Executed By” and “Executed Date” are filled in by the
system with today’s date. To change them, use the dropdown menu.

. Enter the Declared Value. (If you leave this blank, the system will fill in
“NVD” in the Bill of Lading.
. Enter a general description of the goods, if you know it (optional).

. Add a preset clause to the description field by clicking on the button
with the three dots. An example of a preset clause is “Consolidation as
per attached cargo manifest.”
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3.

. Click the Next button to go to the next screen in the wizard.

Enter information in the Entities tab at the Master level as follows:

Add Ocean Shipment Consolidation Wizard (Export)

Select the entities
Select the entities invalved ik the master shipment. The enfities for house
ghiprmentz will be pulled when vou load the cango.

Shipper Illtimate Conzignes
M arne: |h-1|: Cargo Company LT | M arne: |Saks Fifth Averie w
Addrezs [3725 MW 18 Terace Addresz: | Panama City kall

Miami FL 33172

.| UNITED STATES [

FPanama City, Pyt ki b

M atify Party Intermediate Conzignes
M arne: | v| M ame: | "
Address: Address:
o o
Fonwarding Agent Destination Agent
Mame: | MC Cargo Company v | Mame: ISaks Fifth Avenue ﬂ
Address; |8725 N 18 Tenace Addresz: | Panama City b all

Miami FL 33172

...||UNITED STATES [

Panama City Pt abdd,

[ < Back ” et > ][ Cancel ][ Help ]

. Select the Shipper from the dropdown list. The Shipper will be filled in
automatically with your company information (if you are a freight

forwarder).

. Select the Ultimate Consignee from the dropdown list. (For a consolida-
tion, the consignee will be the destination agent.)

. Select the party to notify and the intermediate consignee if applicable.

. Select the Forwarding Agent from the dropdown menu. (This is your
company if you are a freight forwarder.)

. Select the Destination Agent from the dropdown menu.

. Click the Next button to go to the next screen in the wizard.

Enter information in the Routing tab as follows (in a consolidation, the
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routing information will be copied to all the Houses):

Add Ocean Shipment Consolidation Wizard (Export)

R outing information
Deszcribe the routing far thiz shipment,

YWhen setting the Parts of Loading and Unloading, if vou cannat find the desired
ports, click over the ellipsis [...] buttons to include them.

Mode of Tranzportation: |

v) ..o

Paint af angin or FTZ number; | |

Part of loading: |Miami V| 2

Loading pier ar kerminal; | |

Pre-Carriage by: |.-’-'-.nu:|ers-:|n & Sons Trucking Co w |
Flace of receipt by Pre-Carrier: |F|:|rt Lauderdale W | 1 I
Exporting Carrier: |Sea Star Line L | o

Vessel Name and Flag: [Viking | | NETHERLANDS + |

Yapage |dentification: |

|
Port of unloading: | Calan v |

Place of delivery by On-Carrier; |F'anama City W HE

[ ¢ Back ” et » ][ Caricel ][ Help ]

The Mode of Transportation field is filled in automatically. (The system
will display only maritime type transportation options. For more
options, click on the button with the three dots.)

. Enter the point of origin or the Free Trade Zone (FTZ) number. The point
of origin is the city where the transportation starts.

. Select the port where the cargo will be loaded (2).

. Enter the pier or terminal name or number if you know it.

. Select the pre-carriage company and where they will pick up the items
(1).

. Select the exporting carrier (the shipping line).

. Select the vessel name and flag, and enter the voyage ID number.

. Select the port where the cargo will be unloaded (3).

. Select the place (city) where the cargo will be delivered by on-carrier (4).

(The data for the ports of loading and unloading and place of receipt by
pre-carrier are from the Ports list in the Maintenance folder.)

. Click the Next button to go to the next screen in the wizard.
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5.

Select the documents for the Master shipment:

Add Ocean Shipment Consolidation Wizard) (Export)

Select documents for the Master Shipment

Documents included in the master shipment will summarize the cargo from
the houge shipments.

Select Documents for the b aster Shipment either from Standard Documents or from
Templates you have previously defined.

Select from: | Standard Documents  Templates

Mame - R m—

Bill of Lading e
[] Bill of Lading [Mulicurency] I —
[ Bill of Lading [w/ith Totals] e
Cargo Manifest ] B
[] Cargo Manifest Mo US Customs ||

[] Cargo Release =

[] Cargo Release Bonded

[] Cargo Release Distibution

[] Caricom Invoice [C23 Summarized]
[] Caticom lrvaice [C23)
[] Certificate of Origin

[] Certificate of Registration [CEP Form 4455)
[T Tharnas Maractioen & duica

< >

MOTE: [f you desire ta create template documents, vau can do that in the
<MizcelaneoushT emplates: folder.

¢ Back ” et » l[ Caricel ][ Help

. For example, click on the checkbox for Bill of Lading and Cargo Manifest
options. A checkmark appears in the box next to the document name.
These documents will now appear with your shipment documentation,
and all the information from this wizard will appear in the applicable
fields in the documents.

. Use the “Templates” button to use documents that contain information
thatyou use regularly and repeat. (Templates can be created by copying
a document into the Template folder, located in the Miscellaneous
folder. Examplesinclude a letter of credit in a Bill of Lading with banking
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6.

information that you added and which will be the same for many ship-

ments.)

. Click the Next button to go to the next screen in the wizard.

Select the cargo you need to ship:

Select the cargo to ship

Y'ou can select cango either from ' arehouse Receiptz or Pickup Orders.
By clicking an the white baxes wou can make complete ar partial
selections.

e arehouse | IDECEUR | Inventory Soan | Fill iy revverse arder

=[] 30 - Atlantic Surplus - Miami Distibutio
. T Fllter
B J 16- 30 - Adidas soccer shoes - 16 J
O 23- 30 - Reebok court shoes wor m
O 35- 30 - Nike Air Jordan mens - 16
Wiew. .
Select Number of Pieces f5__<|
23 - 30 - Reebok court shoes womens - Select the criteria to group the
17001 0,008, 00in cargo.
laroup Hougses By
(%) Warehouze Feceipt
Fieces: of 23 Pieces. [] Use WHR numbers
[ Q. l [ Cancel ] © Shipper
o % [ = [l PR LI ISR T W) RN R l_"_..l._.v_ OEDHSIQHEE
45 ! k) () Shipper & Consignee

19 of 19 elements
Additional houze shiprments:

Create Ijl additional houges for which pou do not have warehouze receipts.

'ou will have to enter the cargo information for each additional house later.

[ < Back ][ Mest » ][ Cancel ][ Help ]

Select a button from the following to choose the method of loading
cargo:

Warehouse: To select from the Warehouse Receipt (to ship the same
way you received the items).

Pickup: For cargo that does not come to your warehouse.
Inventory: To ship by part numbers (used by distributors).

Scan: For using handheld scanners to scan barcodes.

Click on the items you want to include in this shipment. This example
selects from the Warehouse Receipts. If you are selecting only some of
the items from a Warehouse Receipt, click on the Pieces button and
enter the number of items. For this example, there is a total of 35

women'’s Reebok court shoes available. To send only 12, enter 12 in the
pieces dialog box. The total number of items available is the first field in
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the series before the item name: 35, and 30 is the Pickup Order number.
(The order of these fields can be changed by clicking on the Configure
button.)

The Houses are grouped by Warehouse Receipt by default (the number
of WR’s equals the number of Houses that will be created). To select
another way to group the cargo, select the radio button you want. (This
step does not repack the cargo; it organizes the documentation. You
can organize the documents based on who is paying and how much
detail you want on their documents. For example if the consignee is
paying and they want one House, then group by consignee. If they want
one House per shipper, group by shipper.)

You can add a House for cargo that does not have a warehouse receipt
by clicking in the box to add additional houses and type in the number
of Houses. You can also use this option if you want to group the items in
a different way.

The system is set by default to be filled in reverse order. This loads the
items first from your warehouse that you received the most recently.

Click on the Next button to go to the next screen.

7. Ifyouwould like to repack the cargo, click the Yes checkbox. Then click
on the Repack button and fill in the information in the dialog box.

Add Ocean Shipment Consolidation Wizard (Export)

Repack the cargo

[f wou would like to repack all the cargo in the master shipment, pleaze check the box
bellow and press the <Repack: button to enter the details.

[]*es. | would like ta repack the cargo.

Y'ou can repack the cargo creating a container, pallet, skid, etc., and vou
cah enter algo the dimenzions and weight for the new package.

This will repack the cargo from all Houses into one container at the
Master level.

8. Select documents for the House shipments. (The screen is the same as
the one for the Master shipment documents.) Be sure a checkmark
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0.

appears in the checkbox when you select a document. This will add the

selected document to each House.

Add Ocean Shipment Consolidation Wizard (Export)

Select documents for House Shipments

Documents included in the house shipments are filled automatically with
the detailz of each zpecific shiprment.

Select Documents for the House Shipments either from Standard Documents or from
Templates you have previously defined.

Select from: | Standard Documents  Templates

Mame -~ R m—

() it sy Bl —

[ airwiay Bill 12in 1 - ——
[ ir wiay Bill 12in [Aoc. #] e

[] Avrival Matice / lrnvoice A
[] Arival Matice / Invoice Ocean
[] Bikete de Depdsita

[] Application for Exportation Under Special Eond [CE E =

] Eil -
[ Bill of Lading e
[] Bill of Lading [Mulicurency]

[] Bill of Lading Mwith Totalz)

[] Cargo Manifest
[T Maran bd smifask bla LS Coskarns
< | L

W

MOTE: If wou deszire to create template documents, pou can do that in the
¢MizcellaneouzhTemplatesz: folder.

[ < Back ” P et > l[ Caricel ][ Help ]

Select a folder where you want to save the shipment in Magaya
Explorer.

Add Ocean Shipment Consolidation Wizard [Export)

Select the folder

Shipmentz must be placed inzide folders which can be created in the
zame way pou work, in real life.

Y'ou muzst select a folder to place this shipment. & folder is a repositon which can
contain shipments, documentz and other folders.

lﬂ Outgoing Shipments £ Mew Folder |

X]
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10. Verify the information about your shipment in the summary screen of
the wizard. To make any changes, use the back buttons to go to the

11.

screen you need.

Add Ocean Shipment Consolidation Wizard [Export)
Completing the Dcean Shipment Consolidation Wizard

You have successhuly completed this wzard You can verfy the summany
to zee if evenptihing iz conect,

“Y'ou zpecified the following shipment zetiings:

Shipment Hame: Shipment2s
Bill of Lading Mumber:
Baoking Musnbes:

Executed Diate: 412009
Executed By: Adrireztrator
Departure Date: 4,/1/2003
Arrneal D ate: 449/2009
Dezcaption of goods:

Shipper. Magaya

I lbwnate Consgnes: Saks Fifth Avenue
Fomarding Agent: Magaya
Destinstion Agenl: Saks Filth Averue

Mode of Transportabon: Yessel
Caitiei: Ses Slai Line
Departure From: Miami

Arrval Tor Colon

WVapage |dentificabon:

Total Pieces: 74
Tatal Weaght: 175.09 K.q: 3836.00 b

Tzl Vialiwea: 1 BT wd - BE AR i3

Chck Finish to proceed.

[ <Back || Fmish | [ cCancel | [

Helo

)

Click the Finish button when you are done.

RESULT:

All the information from the wizard is automatically transferred to create a
shipment. Magaya Explorer places each document in the Shipment folder; lists
the House Bills of Lading and other documents in the top pane; and the ship-
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ment screens and tabs (the same as in the wizard) and the cargo packing list are
displayed below the Shipment Toolbar and the Cargo Toolbar.

e DE Iakr Condew Chokewess Thorank K

Harach, S ity Cobcw
A= ?__] Oukgoing Sﬁipments :

& O = . S o
L ) 2008
E;“’.;;m - air
i e f{_j Ocean
= 5 s 4 Shipment19
R A =] 2008
>3 n 1 air
f ) =) Ocean
} & shipmentz0
& shipmentzz
A =hipment2s
=4 HECLY
[] EBill of Lading
Ocean Shipment folder [] Packing List
expanded, showing | =& HEOL1D
documents for each ] Bill of Lading
House . [] Packing List
=-4» HEOL11
BT [=] Bill of Lading

[Z] Packing List
Z» HEOLLZ

R o

Leadad Fagips D,
[ [P —
Loaded Faprs Pk L
Tt Fappa Pk,

ocuments

" Corarad . }c.!o'l
rkvad O a5uc 0§ [t Fde

e vl e g

pociy - SUC LS

jok o bt ez 1 - 17 LRID LB N
SEEET R TRRD Bl S

row andes - 1200100 D

Packing List

Hm Wed
Yo ok
Vel weghs AR

T Sleiied A (=]

In the cargo list, cargo can be unpacked and repacked as needed. More cargo can

be added or unloaded. The totals for the number of pieces and weight and

volume are displayed on the bottom.

In the shipment screens and with the buttons on the toolbars you can set the
shipment in transit, liquidate it, and other choices. These are explained in detail
in the topic "Working with Shipments".

Working with Shipments

This topic will provide an overview of the Shipment Toolbar and the functions
available when you are working on your shipments. Also explained here is how
to work with the shipment tabs, repack cargo and how to liquidate a shipment.

225



WORKING WITH SHIPMENTS

INTRODUCTION TO WORKING WITH SHIPMENTS

Introduction to Working with Shipments

dhagaga | blatwe | rried  dagaya | aplares
Pl [df Ssey Opesios Meesmace Topeent Fagea listeod  Aomunting

Eppurts

Cptivn el

Magaya Explorer displays shipments in three panes. The panes and toolbars are
the same for outgoing and incoming shipments of air, ocean, or ground.
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o The Contents List shows the House shipments under the selected ship-
ment and the documents that were added to that shipment.

o The Shipment Data pane shows all data for this shipment organized on
tabs. The fields in the tabs can be edited as needed. If you used the wizard
to create a shipment, the data from the wizard will appear in these tabs.

. The Cargo List shows the cargo in the shipment. Above the Cargo List is
the Cargo Toolbar which lets you modify the content of the Cargo List.

. The Shipment Toolbar covers the span of the Shipment Data pane and the
Cargo List. Buttons on the Shipment Toolbar include a Liquidation
button, a button for Customs, one for adding documents to a shipment,
and more.
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Working with the Shipment Tabs

All the information entered in the shipment wizard appears in the tabs. You can
verify or make changes by clicking on the tab and entering information in the
fields.

General | Entities | Routing || Charges | Events | Delivery | Attachme $ *

O < Qutgaing 'ﬁ' Loaded

Shipment Mame: |5 hipment25
Bill of Lading Mumber; |AB445
Booking Mumber, |BMFF7

Executed Place; |Miami "

Click on the arrows to see more tabs
such as Notes

General Tab

The General tab has fields specific to the type of shipment you are doing (air,
ocean, or ground). Let’s look at each.
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An Air Shipment has the following fields on the General tab:

General | Entities | Routing || Charges | Events | Delivery | &ttachme £ *

O 4§ Outgoing ';i' Loaded

Shiprment Mame: | Shiprment24
Camier: |LAM Cargo L
it wiay Bl Number: Ed
Booking Mumber: |BM715
Executed Place: |Miami v
Executed By: | llene Tavlor w
Executed Date: | 3/31/2009 b
Declared Y alue for Carmiage: fior Cugtomms:

Description of Goods: | construction equipment

N

Guantities
Fieces: Waight: "Wolurme:
54 256.001b 172800 1738.7 b

The data you entered in the wizard appears in the fields. You can make edits if
needed. If you do not use the wizard to create a shipment, enter the following
information into the fields:

. The Shipment Name is assigned automatically by the system. To change
it, type over it. To set up numbering, go to the Maintenance folder and
click on Configuration. (This is the same for air, ocean, and ground.)

. Enter the Air Waybill Number from the airline. If the field is grayed out,
use the Set button. The Set button is used to select the air waybill number
from alist of pre-set numbers given to your company by the airline. Create
a pre-set list in the Maintenance > Carrier folder.

. Enter the Booking Number.

. Select the place where the shipment is being executed (in this example the
place is Miami).

o The field for “Executed By” is filled with the user’s name (the person
logged into the system) and “Executed Date” is filled in by the system with
today’s date. To change them, use the dropdown menus.

. Enter the Declared Value.

. Enter a general description of the goods, if you know it.
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. Enter a pre-set clause by clicking on the button with the three dots. The
clause will appear in the Description of Goods field, overwriting the
description.

Now let’s look at the General tab for an Ocean Shipment:

General | Entities | Routing | Charges | Events | Delivery | Attachme 4 ¥

O < Outgoing ';i' Loaded

Shipment Mame: | Shipment25
Bill of Lading Mumber: |AB445
Booking Mumber; [BM77F17

Executed Place: |Miami b
Executed By: | llene Taylor w
Executed Date: | 4/ 1/2003 b

Departure DatesTime: | 4/ 742009 | 10:00:00 Ak %

Aurival Dated/Time: | 4/ 942009 % || 4:20:00 P 3

Declared Y alue:

Dezcnption of Goods:

N

[luantities
Pieces: Wwieight: Yalurme:
45 203.00lb 119,358 1242 3591b

. The Dates are filled in automatically by the system with today’s date.
Change the Departure and Arrival date and time for the shipment.

. Enter the Declared Value for the goods.
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The totals for the Quantity of the goods is shown on the bottom of the
screen. To change the units of measurement, click on the Settings button.

Shipment Settings f5_<|

Farmz Filling | Meazurement Units

Filling details
[] Expand A wiay Bill details
[] Expand Bill of Lading details

Expand Cargo Manifest details

[] Show warehouse Receiptz in Cargo M anifest
Fill documents wzing accounting info

Show itemns dimensions in kMaster Air W aybill

[] 5how items dimensions detailed

AW avbill Weight unit
{7 Kilograms [Kq]

() Pounds [Lb)

(%) Bath [Kg & Lb)

Bill of Lading “weight unit
(" Kilograms [Eq]

() Pounds [Lb)

(%) Both (Ko & Lb)

[ ] ] [ Cancel ] [ Help ]

The Settings button has two tabs: One for setting up how you want forms
filled in (shown here), and another tab for the measurement units.
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Now let’s look at the General tab for a Ground Shipment:

General | Entities | Fouting | Charges | Events | Delivery | Attachme 4 #

O < Qutgaoing 'ii' Loaded
Shipment Mame: | Shipment27
Bill of Lading Murnber:
Booking Mumber:
Executed Place: |Miami w
Executed By: ||lene Taylar W
Executed Date: | 44,2009 W

Declared Y alue:

Description of Goods: | canstuction equipment

N

[uantities

Pieces: ‘weight: Yalurme:
k1 9015.00lk 1573 62f5 163308320

. Enter a Declared Value for the goods.
«  Enter a general description of the goods.

. The Settings button has two tabs: One for setting up how you want forms
filled in (such as air waybills and Bill of Lading), and another tab for the
measurement units (pounds, kilos, etc.).

Routing Tab

On the Routing tab for all types of shipments (air, ocean, and ground) the mode
of transportation is set by the system for the type of shipment. You can use the
dropdown menu or the button with the three dots to make changes to the mode.
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The Routing tab for an Air Shipment contains the following fields:

General | Entities | Routing | Charges || Events | Delivery | Attachme ¢ *

b ode of Transpartation: | Air W J
Carrier: Flight Mumber: | 155
D eparture Arrival [Final Airport)
Frarm: | Miami W Ta: | Cartagena w
Date:| 4/ 2/2009 v | Dater| 4 2/2009 v
Time: | 74500 Abd & Time: [12:31:00 P ~
First Tranzfer
T ransfer Airport: vl | hd
Carmier £ Flight: b
Second Tranzfer
Tranzfer Airport; [ w
Carmer / Flight; L

115 Customs Codes for Origin and Destingtion -Schedule D and KAAES)
Crigin: w J Destination: w J

[ ] Routed Tranzaction [AES] [] Related Companies [4E5)

The Carrier is filled in from the wizard (in this example). In the case of air
shipments, the carrier is entered in the General tab; on the Routing tab it
is Read Only (grayed out). To change it, go to the General tab.

The Air Routing tab includes a place to add flight transfer information.
Enter the airport, the carrier and flight number for each transfer as
needed.

Select US Customs codes for Origin (Schedule D) and for Destination
(Schedule K). Use the button with the three dots to browse through a list
of codes that are in the Magaya database. After a code is used once, it is
associated with that port; the next time you use that port, the code will be
readily available in the dropdown list.

Check the Routed Transaction (AES) box to indicate that this shipment is
coordinated from the destination. (AES is the Automated Export System
for sending information to US Customs).

Check the Related Companies (AES) box if the entity receiving the goods
is related to the company at origin.
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The Routing tab for an Ocean Shipment has the following fields:
General | Entities | Fouting | Charges | Events | Delivery | Attachme 4 #
bode of Transportation: | Veszsel w J
Paint af ongin or FTZ number;
Fart of loading: | Miami ~ 12
Loading pier or terminal;
Pre-Carriage by: | Anderzon & Sons Trucking Co L
Flace of receipt by Pre-Carrier: |Fort Lauderdale W

Ewparting Camier: |Sea Star Line "
Yeszel Mame and Flag: [Viking w |[METHERLAMN »*
Wovage |dentification:

Port of urloading: | Calon

v|3

Place of delivery by On-Carmier: | Panama City 4

IS Cusgtom Codes for Ongin and Destination -Schedule D and k.-

Origir: " J L J

[ ] Routed Tranzaction [AES] [] Related Companies [4ES)

Destination:

The fields in the Ocean Routing tab are the same as shown in the instructions
for creating an Ocean Consolidation. Fill in the fields with information for your
shipment.

The Mode of Transportation is automatically filled in by the system.

1. Place of Receipt by Pre-Carrier: This is the place where the cargo will be
picked up by the inland carrier to take it to the loading port.

2. Port of Loading: This is the port where goods are going to be loaded
onto the vessel.

3. Port of Unloading: This is where the cargo is going to be unloaded from
the vessel.

4. Place of Delivery by On-Carrier: This is the final destination of the
goods - where the inland carrier at the destination will take the goods.

Select US Customs codes for Origin (Schedule D) and for Destination
(Schedule K). Use the button with the three dots to browse through a list
of codes that are in the Magaya database. After a code is used once, it is
associated with that port; the next time you use that port, the code will be
readily available in the dropdown list.
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. Check the Routed Transaction (AES) box to indicate that this shipment is
coordinated from the destination. (AES is the Automated Export System
for sending information to US Customs).

. Check the Related Companies (AES) box if the entity receiving the goods
is related to the company at origin.

The Routing tab for a Ground Shipment has the following fields:
General | Entiies | Fouting | Charges | Events | Delivery | Attachme 4 ¥
tade of Tranzpartation: | Truck b J
Carier: |Fleet Truck Lines w

Vehicle Mumber {123

PRO Mumber: |BBE233
Tracking Humber. |FLTE122

Drriver's Mame: |Rick

Drriver's License Murmber:

Departure Arrival
Fram: | Jacksonvile W Too | Miarni w
Date: | 414/2009 hd Diate: | 4M5/2009 b
Time: | 8:30:00 &M — Time: | 1:14:00 PM =

115 Custom Cades far Origin and Destination -Schedule D and K-

Orrigir: w| . Destination: wl .

[ ] Routed Tranzaction [£ES] [ Related Comparies [ES)

o  The Mode of Transportation is set to “Truck” by default for ground ship-
ments. The dropdown menu and the button with the three dots gives you
the option to add new modes of transport.

«  Enter the PRO number, tracking number, the Driver’s name and number
(optional).
. Enter the Departure and Arrival date and time information. (The “To”

and “From” dropdown menus use the ports list for location names.)

. Select US Customs codes for Origin (Schedule D) and for Destination
(Schedule K). Use the button with the three dots to browse through a list
of codes that are in the Magaya database. After a code is used once, it is
associated with that port; the next time you use that port, the code will be
readily available in the dropdown list.

. Check the Routed Transaction (AES) box to indicate that this shipment is
coordinated from the destination. (AES is the Automated Export System
for sending information to US Customs).

234



WORKING WITH SHIPMENTS
CHARGES TAB

Charges Tab

Check the Related Companies (AES) box if the entity receiving the goods
is related to the company at origin.

Freight charges and other charges are entered on the Charges tab. If your ship-
ment was created from a previous transaction, the charges entered in that trans-
action will be transferred to the Shipment. You can also add or edit charges
when you create a shipment.

The Charges tab shows the following: Costs are in red, income charges are in
green; the status of Open, Posted, or Paid is noted; the description of the charge,
if it is a Pre-paid charge (Yes or No), Quantity, and other information is

When you click on the Add button, a menu pops up:

General | Entities | Rowting | Charges | Events | Delivery | &ttachme 4 *

Status Dezcrption Prepaid Cluantity Frice
S Dpen Storage Fee es 256.00 035
5 Open Air Freight Service Yes 1793.79 1.50
5 0pen Fuel Surcharge Cost Yes 1798.79 1.00

Income Charge...
Income Freight Charge. ..

Expense Charge, ..
Expense Freight Charge. ..

£ 7
| add. || Edit. || Delete |
Totals
Expenze: Income: Profit;
s 1738.79 UsSD 278774 JSD 985.00
Pieces: YWeight: Walume:;
54 256.001b 172,800 1798 731b

Income charges and expense charges are not related to the movement of
the freight. Income examples include documentation and crating fees.

Expense Freight charges (and Income Freight Charges) include fuel, secu-
rity surcharges, and air freight.
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The following is a screenshot of the dialog box that opens when you add an

Income Freight Charge for an Ocean Shipment:

Income Freight Charge (Ocean) §|

Freight Charae | Motes

Freight Service - _
g Class | 0cean Freight Service I

Dezcrption:

v +{f| (Bates. ]

Apply o | 5 aks Fifth Avenue

Faid az |Prepaid w Tax Code: " J
Apply by
Show in documents Weight w
Mo, of  |Gross Grosz Fate Charge |Total Amount

Pieces  Mweight [B]  Wolume [fE]

45 203.00 119.35 w UsSD 15225

I ] l[ Cancel ][ Help ]

Examples of ocean income freight charges include Ocean Freight Service and
Fuel Surcharge. These are available from the first dropdown menu “Freight
Service Class”. This dropdown menu is filled from the “Items and Services” List
(under the Accounting folder); the Type Definition is “Freight” or “Other
Freight”. Fill in the rest of the information as follows:

Enter an additional description of the charge (optional). If you enter a
description here, it will appear in the air waybill or BL document instead
of the description of the “Freight Service Class” .

Select the client to apply the charge to (such as the shipper or consignee).

Determine if the charge is Pre-paid or Collect and select the appropriate
option from the dropdown menu. (Pre-paid charges are invoiced at
origin. Collect charges are invoiced at destination.)

If you check the box to show charges in documents, the charges will show
in operations transactions and shipment documents. The charges will
always appear in bills and invoices even if you do not check this box.

Allow Automatic Update: This option will be grayed out if the charge was
create manually. If the charge was added to the transaction automatically,
the checkbox will be visible.

Apply the charges by weight, pieces, volume, or by container. (When you
change how you apply the charge (by weight, pieces, etc.), the totals across
the bottom change. The unshaded fields (yellow) will be multiplied auto-
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matically to calculate the total. You only need to fill in the unshaded
fields.) Each method of applying charges is explained below:

- Pieces: To apply charges by Pieces will calculate the total based on
the total number of pieces.

- Weight: This is the gross weight of all the pieces in the shipment.
- Volume: The volume of all the pieces added together.

- Chargeable Weight: In Air shipments, the chargeable weight is
calculated based on the volume weight (dimensional weight);
compare the volume weight to the gross weight and use the larger
amount.

. Select the Rate method to use:
- Enter a Rate: Enter a value.
- Enter a Minimum: Enter a minimum amount
- Enter a Maximum: Enter a maximum amount

o  Enter the number of pieces and the charge. The total will be calculated
automatically.

The following screenshot of an Air Freight income charge shows the Chargeable
Weight:

Income Freight Charge [Air) - [Shipment: 145-11111111] rz|

Freight Charge | Motes
Freight Servi
2 EEEISD; |.-'-‘-.ir Freight Service W |
D ezcription: | |
Apply tar |EaterpillarEquipment v| {3 | Rates...
Paid az: | Prepaid w | TaxCode: | LY | ﬂ
Allow automatic update Apply by
Show in documents |Weight b |
Mo of  Gross Groszs Chargeable  [Rate Charge (T otal Amaunt
Fieces |‘wieight [Ib] Molume [[E] M eightlb)
54 |28500  |[17zE0 173873 |(EE ~ | USD 289813

[ k. l[ Cancel ][ Help ]

The Magaya Explorer system will notify you of the chargeable weight amount.

For additional details on working in the Charges tab, see the topic "Charges".
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Other Tabs

The Delivery tab has information about handling the delivery of the goods to
the final consignee in the final part of the shipment.

If you want to provide a Proof of Delivery to your customer, click on the
Delivery tab, and check the box for POD. Fill in the needed information.

Entities | Fouting | Charges | Events | Delivery | Attachments | Wotel ¢ *

Local Delivery Agent

w
Destination Pickup Address
FOD Inforrmation
Delivery Date: 4/ 252003
Delivery Time: &3500PM 2
Received By: Julio Cruz e
Comments:

package left at front desk.

. The Local Delivery Agent is the company handling the local delivery at the
destination.

. The Destination Pickup Address is the address of the location where the
cargo will be picked up for the final delivery, for example, the airport.

. If you check the POD box, then fill in the Delivery date and time, the name
of who received the cargo (the person who signed), and any comments
such as if the packed was left with a neighbor, etc. This information will be
given to you after the goods are delivered. If the destination agent has
Magaya, they will enter this information and it will be updated in your
system.

The Events tab shows the events added for the Master and Houses. They will be
visible in tracking. For more details, see the topic "Events".

For details on the Attachments tab, see the topic "Attachments".
For details on the Notes tab, see the topic "Notes".

If you have added custom fields, they will appear on a custom tab. (Set up
custom fields in the Maintenance folder in the Configuration subfolder.)
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The Shipment Toolbar

The Shipment Toolbar offers many functions. Some of the buttons have an
arrow on the side that you can click for more options. The following explains
each of the buttons and what they do:

£ Eg. B. B -5&1‘ P . L. 3. T

Master Houses Add Doc Profit  Liquidation Transac, Send Customs  Commod,  Ackions

Master: This button navigates to the Master shipment when you are in the
House shipment view. (It is grayed out when you are in the Master.)

Houses: When you need to add a House to a consolidation, you have two
options: 1) Choose “House Shipment” to add a house to a consolidation that
you will enter information into manually, or 2) choose “Create Houses Wizard”
to use the wizard to add a house.

Add a Document: This button has two options: 1) Select a document from
Magaya Explorer such as an air waybill, or 2) select “Other Document” which is
a document from your computer such as an Excel spreadsheet or Word docu-
ment.

Profit: Click to see the profit for a consolidation. A list opens with details of all
the expenses, income, and profit for all the Houses.

Liquidation: This liquidates the shipment and creates accounting tasks (see the
section on Liquidation).

Transactions: This button has two options: 1) Transactions for Consolidation,
which is all the accounting transactions related to the Master and House that
will be summarized in one screen, and 2) Transaction for the Shipment, which
enables you to edit the accounting transactions. (See the section on viewing
transactions.)

Send: Send the shipment information and documentation to an agent or other
in the Magaya Network.

Customs: Used for accessing Customs options. If the button is grayed out,
contact Magaya Corporation to activate the AES plug-in (there is a fee).

Commodities: This button has options to show or hide the cargo list, to verify
the packing list, or to choose the packing list columns. (If you have a scanner,
scan each item and the list will move the items from unverified to verified.)

Actions: There are many options available from the Actions button:

. Set/Reset as In Transit, as Received, and as Delivered: Use this menu
option to change the status of a shipment. When you set the shipment In
Transit, the cargo has departed from the warehouse, and therefore items
inside that shipment cannot be modified. The status will be updated in the
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Shipment List under the Warehousing folder. The Warehouse Receipt list
will also be updated. (These options are for Imports. See the Imports topic
for details.)

. Set as Incoming or as Outgoing: This option changes the direction of a
shipment. “Incoming” is a shipment that your company is receiving
(imports). “Outgoing” is a shipment that your company is sending
(exports).

e Addtoajob: This function is available in the Magaya Supply Chain Solu-
tion. It allows a shipment to be connected to a job and the progress
updated in the job screen.

. Reception and Release options are for Imports. See the Imports topic for
details.
. Reports: Use this option to create a report for the selected shipment such

as a report of the cargo by shipper, consignee, etc. The Cargo Manifest
report option is available here.

«  History: You can view the history of all the transactions that are related to
this shipment. You can go to the document or the transaction (the dialog
box) for any item listed in the History list. (The History option on the
Actions button is displayed in bold, indicating this is the default option for
the Actions button. This means that if you click on the Actions button
instead of the arrow to select an option, the History screen will appear.)

o Verify Charges: This displays a verification screen of the charges in a ship-
ment in comparison to the rates you have entered into the system. The
shipment information is displayed. Click the “Create” button to create a
Charges Correction Advice. This form will be available in the list in the top
pane. This option is commonly used by airlines to verify charges that their
customers calculate. If there is a difference, the system will alert you.

The Cargo Toolbar

The Cargo Toolbar enables you to work with the cargo in your shipment. At the
House level, you will see the cargo for that House; at the Master level, you will
see the consolidation of the cargo for all Houses. The Cargo Toolbar has the
following options:

% Lload o Add & Unload 68 Repack TR 7 Edit
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. Load: This opens another screen to load cargo into the House you have
selected, not at the Master level:

Select ltems E| E|

Select from: | Warehouse Pickup | [rventany | Scan |
]9
O [*] 35 - Buyer 1 - Colombian Governmert
O [®] 31 -Deco Truss Co.
O [®] 20 - Atlartic Surplus - Miami Distribution Certer
O [®] 29 - Louizville Slugger Dealer - Jamaican Destination Agent 1 Reverse
O[] 22 - Fittshurgh Steel Co. - Miarni Distibution Center
O[] 27 - Boston Scientific - Colombian Govemmert
] B 26 - PYC Piping Co. - Cartegena Construction Co. 5
O [®] 25 - Jimmy Choo Shoes - Venezuela Shoe Distributors ﬂ
O B 24 - Caterpillar Equipment - Cartegena Construction Co. 2
O[] 22-JB Wire Co.
O[] 16 - Louizville Slugger Dealer - Lima S parting Goods
O [®] 2 - Pinarello Dealer - Demo Destination Agent 2
O [¥] 7 - Shimana - Jamaica Distribution Center
O [*] 5 - Shimano - Miami Distribution Center
O [*] 4 - Powerbar - Demo Destination Agent 1
O [*] 2 -Finarello Dealer - Demo Destination Agent 2
O [#] 20 - Shimano
O %] 23-JB wire Co.

13 of 139 elements

e Add: Use this to add cargo that does not have a Warehouse Receipt (to add
on the fly). The Commodities screen opens. See the topic "Commodities"

«  Unload: To remove cargo from this House and place it back in the ware-
house in “On Hand” status (if it was part of a Warehouse Receipt).

«  Repack: See the Repack Cargo section.

. Unpack: To move some items out of the container. The items will remain
in the House. If you click the Unpack button when you have a container
selected, all the items in that container will be unpacked. If you click on an
item, only that item will be unpacked from the container.

. Edit: To make changes.

The icons for the cargo indicate the status of the cargo:
. Yellow is In Process (or Ordered)

e«  Aquais On Hand

. Purple is Loaded

. Light Green is In Transit (Dark Green is Arriving)
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. Blue is Delivered
Wload opaAdd &) Unlbad B8 Repack UP 7 Edit

=y Al cargo for Shipment27
W 4-23- clamps - 12.00x12.00:12.00in
W 22 - 22 - wite cutters small - 48 00x32 00x42. 00in
W 2- 31 - #5 rebar - 140.00x48.00x48.00in
W 1-16- 37 - 52 inch Rebar Cutter - 52.00x3.00%6. 00in
W 2-16- 37 - #5 rebar - 140.00:48.00x48. 00in

Purple icon indicates
"Loaded" status.

W Ermpty
, Arrivirg

. 'L Pending
Other status icons: | on Hard

In Process

'ii In Transit

a Ak Destination
a Delivered

The icons are identified in the Magaya Explorer lists such as the Warehouse
Receipts list, the Cargo Releases list, and the Commodities list. See the Status
column for the names and colors of the icons.
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Repack Cargo

To repack cargo within a shipment, click on the shipment in the Shipment
folder to select it and click on the Repack button on the Cargo Toolbar. A wizard
opens.

Repacking Wizard

Select Container [Step 1 of 2]

Pleaze, select the container type to repack the cargo and enter the
dimensiong.

Container Type: || " |

Descrption: | |

MHurmnber: | |
Seal Mumber 1: | |
Seal Mumber 2 | |

Dimenszions
i weight b

Length:
Width: i Add the weight of
I " O contained pieces

Height; i Location;

it | V|ﬂ

Y olurne:
M otes: | |
[ M et > l [ Cancel ] [ Help ]
. Select the container type. A “container” can be a pallet, an ocean container

or air container. This dropdown menu pulls its definitions from the
Package Types list (under the Warehousing folder).

o  Enter the cargo description.

. Enter the container number.

. Enter the seal numbers for the container (for ocean shipments only).
o  Enter the container dimensions if necessary.

. Click to check the box if you want to add the weight of the contained
pieces to the total weight.

. Select a location in your warehouse where this container is located.
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Liquidation

. Add notes as needed and click the Next button to go to the next screen in
the wizard.

Repacking Wizard

Select items [Step 2 of 2]
Pleaze, select the items vou want to place inzide this container. vou

can alzo enter an additional amount of pieces for this container.

Marme Shipper | [ Mark al
] 'ii 12 - 30 - Adidas soccer shoes - 16.00x11....  Alantic 50

] 'ii 12 - 30 - Reebok. court shoes wamens - 1., Alantic 50 O Urimark al
] 'ii 4 - 20 - shoes - 10.00x10.00:15.00in Shirmanao

] 'ii 5-18-38-Teva sandals - 12.00x8.0046.... AHantic 5.
] 'ii G- 25 - Black boots - 39.00x22.00:17.000n  Jirrmy Che

] W & - 25 - Brown boots - 36.00x23.00x15.00in  Jimmy Che

£ >
Additional pieces:
Create | additional pieces inside this package.
Y'ou can enter the cargo infarmation Mw'eight, Yolume, ete: ] for theze pieces later.

[ < Back ” Finizh l[ Cancel ] [ Help

. Select the items you want to include inside the container.

. Click the Finish button when you are done. The cargo will be repacked.
Verify the repacking in the cargo list. If you want to add more items to this
container after you finish this screen, you can select the container in the
Cargo List and click the Repack button again.

Liquidation is the process that creates all your Accounts Receivables, Accounts
Payables, and transactions related to a shipment or consolidation in one step.

Click on the Liquidation button on the Shipment Toolbar. A list opens,
displaying a summary of income and expenses. These are the charges from the
Charges tab.
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Totals are displayed at the bottom. The set of buttons on the side of the list gives
you the ability to configure the liquidation set up, to generate the transactions,

and to update and filter the list.

B o e, — SETEE— @
Vel Copdrims: Ceaciiplon 0zl FP. Ukl bl el Tl Grom Proll A __/
HEOLY Shimara Slocace Fee 00 anii] A0 Par
HOOLS Shimare Dizean Freight Sarsice 0 120 Far
HROL1] dmmp Choo Sk Harelleg Fes 0 m’ a 152 Far _é
HEOL1D ammy Choo Sk, Docan Freghd Soser 0 " acn Par Hoprs
HOAL11 Sfmdic Suapus Dizean Freght Service 00 ':EII'IFIQLII’E acn [1} Corfigure
HEOL12 Mapaws  Mais . Oosen Fisght S=vce nom . acn 10 Far “-?-_.;

N -
. 1 .
B
Generate i
. . . ) e Update
The Liquidation buttons: -
Fler
<
Update i
-~ T
i athans
Filker =£]
Heo
Doy
< L~ »
Actions
Cosl Iroms Gress Preli Cnlms i Pradi Town dgek
BE Tl FF [P Profi L=
0.00 acn TE2 00 oo e 0o 0o 18200 (i}

The columns in the Liquidation screen are:

Waybill number

Customer name

Description of the fee

Cost Pre-Paid (PP): Cost paid at origin

Cost Collect (Coll): Cost paid at destination

Income Pre-Paid (Inc. PP): Income invoiced at origin
Income Collect (Inc. Coll.): Income invoiced at destination

Gross Profit is the (Income Pre-Paid + Income Collect) - (Cost Pre-Paid +
Cost Collect)

Agent Name

Agent Participation: This column shows the rule or formula that is used to
calculate the agent participation per charge (per itemized line). Not all
charges will show an agent participation; normally only the freight charges
are shared with an agent.

Agent Profit: The amount that goes to the agent per charge type.
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. Your Profit: The amount that your company is making per charge after
subtracting agent and salesperson’s commissions.

. Balance: The amount that the agent owes you per charge. If the amount is

a negative amount, then you owe the agent that amount.

As with any list, you can choose the columns and rearrange the order of them
by using the Actions button. Options include adding a salesman and cargo

dimensions.

Each line in the Liquidation list itemizes the details of the charges for each
House, showing the income amount and the prorated amount.

The following screenshot highlights the section of the Liquidation list that
shows the House air waybills, customer name, fee description and costs:

Sl ".'l.l:l:'lu 1= It r.: L= Lazic okt J.lﬂ':'\-lrl Apmtt wagard HL "'":..'I b IJ:HII
SR || S Fhe 0 W00 Codoss M o EN
DL Vi & el T
et e R e S - T [ B BRI Fescach T W EE

W s Customer Dezcription Cost PP, Cost Cal.
Haw/B11  Saks Fifth &, Storage Fee 40.00 0.00
Haw'B11  Saks Fifth Asw..  AicWwWapbill Doc... Q.00 Q.00
HAWEBT1  Saks FifthAw..  Insurance Fee 30,00 Q.00
Haw'B11  Saks Fifth de..  Air Freight Service B59.27 0.00
HAWEB12  Jimmy Choo 5., Storage Fee 120000 .00
HawB12  Jimmy Choo 5. Inland Freight 0.00 0.00
HaWEBT2  Jimmy Choo 5. Air Freight Service 197780 ]

“rad Taonare Gz el Samwent o Aged Fizd Toun il Vonm AT : ez
=3 (7] FF Tl

i

ol

ik
amnadn

. In this example there are two Houses (HAWB11with four charges and
HAWBI12 with three charges). All the Costs are Pre-paid.
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The following screenshot highlights the income for the Houses:
I |
Lmzgar Ledttt Lar:iz [ 1= r= L= Lasiccolt | ger e pr— G | Testod !
4, T I ] e I En

- :’.“r..d:e::.h :.3'9::'-" P :':2:: Mmoo ::.3. ey !a:' |< i w'j_‘_

A e Hem | ety T o | K bim| 00| b A i =
rWE I Jiwe Dl . & Fi sl Eerde T Al [N A Lo 2283 14 Ot dica s (ROOMS 150 [F o L e k}rlm

| .

v 2]

[T

Inc. PP Ihc. Col. - Grogs Prafit . -

0.00 250.00 210.00 P

0.00 35.00 35.00

0.00 500.00 470.00 W

0.00 a13.20 153.93 M:;

240.00 0.00 12000 =

50.00 0.00 50.00 7]

4460 94 0.00 248314 e

ral Taonre T Sakrwent o Bz Pz Toan Solt[ioum g e
ATT T E" AT I.‘:‘HV ETIT 1™ TN=8 AT el o

Income charges are Pre-paid.

The Income charges are Collect for HAWBI11, and for HAWBI12 the

The following screenshot highlights the agent’s participation and profit, and
your profit and the balance itemized per line of what the agent owes you. (A

negative signs means that you owe the agent):

= |
umzgan Lot Lan:lz Iz 1 r= L= L i okt i-.g--:un AgmEl agand £ "'":..'I P IJ:H\:l 3
SWh.. amo o e mm e kooios o o Em E
WU Ivefmd. 5 Rbkiede TR OM SEE D mEN s mEs  aw aw aas | SF
Agent Mame Agent Partici... Agent Profit our Profit Balance ~L,":
Destination Ag...  0.00 Q.00 210.00 2R0.00 -
Destination Ag...  0.00 Q.00 35.00 35.00
Destination Ag...  0.00 Q.00 470.00 A00.00
Destination Ag...  50.00% 7E.97 7E.96 73623 "":;
Destination Ag...  0.00 Q.00 120.00 Q.00 L
Destination Ag...  0.00 Q.00 a0.00 Q.00 i
Destination Ag...  50.00% 124157 1241 57 1241 57 re
“rad Taonare Gz el Samwent o Aged Fizd Toun il Vonm AT : ez
ATT T rd AT I.‘:dV BT 1™ 1TN= AT e o

In this example we are sharing 50% of the air freight gross profit with our agent

for both Houses.

The agent profit sharing can also be pre-set in the Maintenance folder; open the
Forwarding Agent’s profile and click on the Participation tab. The participation
can be set as a percent, a flat value, or amount per weight, volume, or piece.

To calculate the participation by weight, multiply the dollar amount (for
example $1.50) by the weight; the formula you enter on the line would be:
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1.50*W. (Enter an asterisk (*) for the multiplication function.) Weight is
in pounds (Ib).

. To calculate the participation by volume (for the above example), enter
the formula: 15*V. Volume is in cubic feet (ft>).

. To calculate the participation by pieces (for the same example), enter the
formula: 15*P.

To modify an agent’s profit sharing for the shipment in the Liquidation list,
click on the cell in the table and enter the number and the percent symbol. After
you enter the formula, the amount will be calculated by the system and appear
in the column.

The totals on the bottom of the screen show:

. Cost: Pre-Paid and Collect

. Income: Pre-Paid and Collect
»  Gross Profit: subtract costs from income
. Salesman Profit (the person who brings you the customer; to set up, go to

Maintenance and the Sales person’s profile)

o Agent Profit (To set up the Agent’s profit sharing, go to the Maintenance
folder and edit the agent’s profile in Forwarding Agents.)

. Your Profit

. Your Agent Owes You/You Owe Your Agent: The correct one will appear,
determined based on if the amount is pre-paid or collect.

The profit of the agent on the bottom of the screen will be calculated by the
amounts on the line items. If the agent collects all the fees at the destination,
your agent will owe you and the system will generate an invoice for the agent.
(If the destination agent enters all the charges when they create an import ship-
ment, then they enter “100%” in the Agent Participation column for charges
that were pre-paid at origin. For more on imports, see the topic "Imports".)

If you collect more money at the origin and have to pay the agent, the system
will create a credit memo. In the example, there is a combination of Pre-paid
and Collect Houses. The system will calculate to create an invoice or a credit
memo for the agent. These accounting transactions will appear in the Transac-
tions list after you generate the charges.

The Liquidation is the place to catch any billing errors. If one line item shows a
negative profit, verify two things: 1) if the amount was incorporated into a cost
charge (if it is too high), or 2) if you are charging the correct amount.

Generating Accounting Transactions: The system will generate an invoice for
the agent (if they owe you) or credit memo (if you owe) for the agent. That
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transaction will appear in the Accounting folder and the Transaction List, not
here in the Liquidation list because it is the result of the liquidation. All other
accounting transactions will be created when you click the Generate button.

To generate transactions, click on the Generate button. A dialog box will open,
listing the accounting transactions. Verify them and click the OK button, or
cancel to make corrections. Charges included in the generated transactions will
change from “open” to “posted” after liquidation.

The Update button will update (reset) the profit sharing information from the
Maintenance folder for agents to reflect the amounts preset in the system. If you
make changes in the Maintenance folder, the system will recalculate based on
the new information by clicking the Update button.

To create reports based on the liquidation, click the Actions button and select
the option to create a report by waybill number or by shipment name. These are
the reports you can send to your destination agent, so the agent can see the
results of the liquidation.

To configure how the transactions will be generated in the Liquidation, click on
the Configure button on the right side of the Liquidation screen. A dialog box
opens. The system sets the defaults as shown in the dialog box. Make changes as
appropriate to your business.

Configure Liguidation E|
Bank dccount: | Bank Account h
Account Receivable: | By B s T =
Account Payable: | Accounts Payable it
Salezperzon Commizzion ltem: | Sales Commizsion w
Agent Profit Income [bem: | Agent profit share hd
Agent Profit Expense [tem: | Agent profit share hd

I1ze a destination agent for collection:

Show detall in generated tranzaction:

Group Charges

[] Generate Agent's Commizssions as Expenzes

Profit Caleulation Order: ) Calculate salesman commission befors agent

%) Calculate all commissions at the same time

[ QK l [ Cancel ] [ Help ]

Invoices generated will go to the Accounts Receivable account selected here in
this Configure screen. Bills generated will be assigned to the Accounts Payable
account that is set up in this screen.
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The Salesperson’s commission will be generated and the item on the bill will
show as “Sales Commission”.

The Agent Profit Income Item will be assigned as “Agent profit share” in the
invoice and summarized in the invoice. You can choose to expand the itemiza-
tion. (You can summarize here and send a detailed report.)

The system checks by default the option to “Use destination agent for collec-
tions.” The agent will collect the money at the destination for consolidated ship-
ments, and the system will not generate invoices for charges that are collect; it
will summarize all these charges in an invoice for the agent. If you do not have
this checked, the system will create invoices for all charges (pre-paid and
collect), and there would be no invoice for the agent in this case. In the case of a
straight shipment, the carrier acts as a collection agent and collects the charges
for you. If the charges are collect, the system will create a Bill Credit for the
carrier with the amount they owe you.

The system also checks by default the option to “Show detail in generated trans-
actions.” The system will show all the line items from the liquidation and place
them in the invoice. You can also group the charges, for example to show all the
ocean freight for the Houses will be grouped on one line.

The option to “Generate Agent’s Commissions as Expenses” does not have a
check in the box (it is off by default). If it is off, the amounts that will appear in
the invoices generated will be less than the amount than if this is on. If it is off,
the income will have the agent amount already subtracted. If it is on, you will
have the whole income and the commission will be on a separate line on the
invoice.

Profit Calculation Order: Agent participation can be calculated at the same time
as the salesperson, or after the sales commission is taken out.

When an outgoing shipment has been liquidated, a red checkmark will appear
on the General tab:

General | Entitiez | Rowting || Charges | Events | Delivery | &1

M < Outgoing W Loaded

Shiprnent Mame: | Shiprent?
Carrier: [ATLAS AIR, IMC.

View Transactions

To view all accounting transactions, click on the arrow on the side of the Trans-
actions button on the Shipment Toolbar. The Transaction button has two
options: to view the transactions from the shipment or from a consolidation.
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If you select to view the transactions for a consolidation, a summary will be
displayed. You will not be able to edit any transactions in this summary.

This list shown here is for a shipment (not all of these options will be available
in the consolidation view). In the shipment list, you can add, edit or delete trans-
actions. You can right-click on a transaction and select from the menu:

4

Type Murnber Applied to Drate Account Mame
Eill 24 Jamaican Destination A, 03/02/2003 Accounts Payable
Eill 23 Crown Shipping 034032009 Accounts Payable
Invoice 39 Allantic [% Go ta docurnent Accounts Becerva
Irvoice K1 M agaya Aocounts Receiva
Eill & Anderso ) Accounts Payable
Print Bakch. ..
Link, Imvoice, ..
Lirk Eill. ..
Pay Eill...
Zhoose Columns. ..
Export...
History. ..
. To view one of the documents, select “Go to the document”.
. Select “Link Invoice” or “Link Bill” to link a previously created invoice or

bill to this shipment. A dialog box will open, showing a list of transactions
to choose from.

. Select “Pay Bill” to write a check to pay the highlighted bill. A dialog box
opens with all the information for the check.

. Other options enable you to choose the columns in this list, to export the
data, or view the history of that transaction.

. In this screen you can also add transactions by clicking on the Add button.
For example you can add another invoice and it will be related to this ship-
ment. It will get the information from the shipment you are working on
and the invoice will appear directly in Accounting as Posted. (If you create
the invoice in the Invoices List, you will have to link it from there.)

These same options are available from the Actions button.

Status of Shipments: After the shipment is done and has left your warehouse,
you set it as “In Transit”. This will update the status in the tracking so your
customers can see the status. If you are using an agent who also has Magaya
Explorer, they will update the status when the cargo is received at destination
and when it is delivered. Your system at origin will be updated automatically.
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Otherwise, you will have to set the cargo as “Received” and “Delivered” manu-
ally.

> - ¥ -z r A
& P . = v S . O .
Liquidation ~ Transac... Send Commad. .. Ackions
Set/Reset In Transit
Attachme ¢ ¥ 4 load opAdd &) Unload 8 Repack Set/Reset Received
= &% Al cargo for Shipment24 Set/Reset Delivered
W 5-10- 24 - Fuel filkers - 20.00x18.0
W G-10- 24 - Engine oil - 3.00=3.00=3

Set As Incoming

il

W 2-10- 24 - engine coolant - 4. 00x6.
ﬁ 5-10- 24 - Diezel fuel conditioner - Add ko job. ..
Set... ] ﬂ W 510 24 - Air Filber - 30.00:45.00:1
W 25-10- 24 - 0-Rings - 20.00:33.00;
Reports k
History...

Yerify Charges...

Airline Messages ¥

| L

The status of the cargo in the shipment will be updated in other places in
Magaya Explorer that are linked to that shipment such as a Pickup Order or
Warehouse Receipt that are related to the shipment.

Print Labels

To print labels, click the Print button arrow. Select “Print Labels”. Options are:

Print Labels

Frint Setup

Select Labels: Prirter: ol

Receiving Label 413 Cancel
Receiving Label 4x5 RS

Receving Label 426 T Help
WS Label 446 Desciipion:

WhdewD45HP Lazerl et P2015 Sen

JSBOO

W arehouze Receipt Mumber 20.

Arnount of pieces 425

Start at: End at;

. Select the label size and priter setup.

«  Change the amount of labels to print if needed.
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Using the Shipment List

Shipment List

What is the Shipment List? The Shipment List shows all the shipments your
company has handled.

The Shipment List is located under the Warehousing folder in Magaya Explorer.
=R arehousing
E# Pickup Orders
B Pickup Order List
[# Warehouse Receipts
[# Warehouse Receipt Lisk
o Commodity List
&# Cargo Releases
@# Cargo Release Lisk
i¥ Package Types
& Locations
{:_'l Warehouse Inspector
W Item Definitions

l Cn:-mm-:nditi lassifications
+-) Work Load

+ L_] In Transit

Use the Filter button to display only those shipments you want to see.

As with all lists in Magaya Explorer, you can rearrange the columns and select
which columns you want to see. You can also import and export the data in and
out of Magaya Explorer.

Use the Actions button offers the following options:
Shiprents Reparts »
Containers Reparks 4
Transactions Listing
G0 ko Folder
Exchude From Tracking
Add ko job, .

Choose Columns. ..
Irnport...
Export...
History., ..

Skatistics, ..

b -

Actions
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Create Reports: There are two report options available: To create a Ship-
ment report or a Container report. You can create reports in the Shipment
List that will group all the shipments together to see how much cargo you
are moving to one port or for one consignee, etc. (In contrast, the reports
you create from a shipment itself will only show information about the
cargo on that shipment.)

Containers Reports will show the items created as containers, either by
using the “Add Container” button in Warehouse Receipts or the Repack
button in the Cargo Toolbar for the Shipment.

View Transactions: You can view the transaction listing for any ship-
ment. Select the transaction and then use the Actions button to select
Transaction Listing. (Shortcut: Click on the View button or double-click
on the transaction.) The Shipment List is also available for others to view
shipments such as warehouse staff who need to know what shipments are
arriving. (Due to permissions access restrictions, some employees will
only be able to view shipment transactions here because they may not have
access to the shipment folders.)

View Statistics: You can see the total quantity of shipments and of pieces,
the total weight, volume, and volume weight. The statistics will show you
the totals of what you have filtered. You can use this to see if the total
weight of a shipment will fit inside a container, etc.

Exclude from Tracking: This option is useful if a transaction is not
complete and you do not want it to be visible through any tracking offered
in the Magaya Explorer.

Go to Folder: You can select a shipment and then go to the folder for it
and view it. Click the Back button to return to the Shipment List.

View History: You can view the history for any transaction by selecting it
and using the Actions button.

When you use the Filter button in the Shipment List and select the Standard
Filter, be sure to choose either Master or House to filter. Otherwise, if you select
“any”, the list produced will show both (piece counts, weight, and volume will
be duplicated).
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Imports

Introduction to Imports

Magaya Explorer provides wizards to help you process imports. The screens for
import and export are the same in the wizards for air, ocean, and ground ship-
ments.

If the origin agent used Magaya Explorer to create the import shipment, then
the shipment data will be sent to the destination agent via the Magaya Network.
Then you will begin with Step 2 below. If the origin agent did not use Magaya
Network, then begin with Step 1.

After Step 2, the operations procedures are the same whether the shipment was
created in Magaya Explorer at origin or not.

The following is an overview of the steps of creating and processing incoming
shipments (imports):

1)  Create an Import Shipment in Magaya Explorer using the wizard and
enter shipment data. (This step is not necessary if the shipment was
created by the agent at origin and sent to you via the Magaya Network.)

2)  Liquidate the shipment to generate invoices and bills.

3)  Perform the Reception process, which creates Warehouse Receipts.
4)  Create Arrival Notices for customers.

5)  Release cargo for final delivery.

The following sections provide details on each of these operations and liquida-
tion steps.

1. Create an Import Shipment

These steps explain how to create an Import Shipment in Magaya Explorer.
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This example shows an Air Consolidation. The steps are the same for Ocean and
Ground imports.

1)  Click on the arrow on the Air Shipment button:

File Edit Sales ©perations Maintenance Shipment Magawa Metwork  Accounl

o © .2 .0.3

Back. Cicean Ground Docum. Print
@ Magayva Netwark Consolidation Wizard (Export)...

'.J__lj] Tasks Straight Shiprnent Wizard (Export)...

'-J_é' Cuotakions

Consolidation Wizard {Import). ..
Straight Shiprent Wizard (Impart)... k

i 2 Jobs

A Bookings

&4 Warehousing

=] Maintenance

&= Accounting

&1 outgaing Shipments

21T Trearmime Shinraanke

Shiprnent. ..
Create Houses Wizard. ..

I i IO [ B oy Y O B

£

The import wizard opens. The first screen contains fields for general ship-
ment information such as the shipment name (filled in automatically), the
carrier, the place and date that the incoming shipment transaction is being
entered in the Magaya Explorer, and general information about the goods
that are arriving.

The destination agent will need to create an incoming shipment if the
origin agent did not use Magaya Explorer to transmit the shipment data
electronically to the destination agent.

Magaya Corporation encourages importers to involve their agents at
origin to prepare their shipments using Magaya Explorer and to send
them electronically via the Magaya Network. This will reduce data entry
time by about 70% in comparison to creating the import shipment from
scratch at destination.
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2)

Enter the shipment information in the General screen of the import
wizard:

Add Air Shipment Consolidation Wizard [Import)

General information

Enter the general information for thiz shipment such as the Camier and the
Ay apbill number.

AL Incoming Status: ..i' W aiting for ingtructions

Shiprment Marmne:

Carrier: |Earibbean.ﬁ.irlines v|
Air Wbl Number: | [(zet. ] x|
Booking Mumber: | |
Executed Place: |Miami V|
Executed By: |Ilene T aylar w |
Executed Date: | 4/24/2009 V|

Declared YW alue for Cariage: |:| for Customs: |:|

Description of Goods: | Fresh Cut flowers - Patted Palm Trees

o

By clicking the <Settings> button you can specify the measurement units | 5 ettings. .

wou will uze in thiz zhipment and how pou would like the system ta 6l the
documents.

[ P et > l[ Caricel ] [ Help ]

. The “Executed Place” is the location of the destination.

. All the fields are the same as in the exporting wizard. See the topic
"Creating Shipments" .
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3)  Enter the shipper and consignee information in the Entities tab:

Add Air Shipment Consolidation Wizard [Import) E'
Select the entities
Select the entities inw:ulvehe entities for house
shiprents will be pulled when pou TEET e Targo.
Shipper Illtimate Conzignee
Marne: |Eari|:u|:uean Flawer Compary v| M arne: | M C Cargo Comparny W
Addrezs: |21 Sugar Cane Mill Bd. Address: 8725 Mw 18 Tenace
St John's AMTIGLA AMC Miami FL 33172
o .| |UNITED STATES
Hatify Party Intermediate Consignee
M ame; | v| M ame; | I
Address: || Addrezs:
Fonmarding Agent Deztination Agent
Marne: |I:ari|:u|:uean Flowwer Compary | Mame: | MC Cargo Comparny w
Address: |21 Sugar Cane Mill Rd. Address: | 8725 MW 18 Terace
St John's AMTIGUS AMC bdiami FL 33172
[ ...||UNITED STATES
[ < Back ” Mewt » l [ Cancel ] [ Help ]

In the case of an import consolidation, your company is the destination
agent and the consignee at the Master level.

All the fields are the same as in the exporting wizard. See the topic
"Creating Shipments" .
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4)

Enter the routing information in the Routing tab:

Add Air Shipment Consolidation Wizard [Import)

A outing information
Deszcribe the routing far this shipment.

kode of Tranzportation: |.-’-'-.ir V|J

Carrier: | |

Flight Murnber:

Departure Information

Frarm: |Gran|:| Turk lzland V|
Date: | 4/24/2009 v |
Time: | 10:15:00 &M =
Arival Infarmation [Final Airport]
Tar |Miami v
Date: | 4/24/2009 v |
Time: | 1:30:00 FM =

[ < Back ” Mext » ][ Cancel ][ Help ]

All the fields are the same as in the exporting wizard. See the topic
"Creating Shipments" .
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5)  Select the documents needed for the Master:

Add Air Shipment Consolidation Wizard (Impart)

Select documents for the Maszter Shipment
Diocuments includad in b mastar shipmant will surmmarize the cargo from
the house shipments

Select Documents for the Master Shipment ether from Standard Documents o from
Templates wou have previcwsly defined.

Sedect from ISta‘durdﬂl:-mmts Templatas

Mame ~ .
[ i 'l Bl — T E I
[ irwap Bl 12in r

[ ir vt Bl 120 [Acc. #)

[] typphcation for Expartation Under Specia Bond [CF
|_| LArval Motice J lnwoce A

[7] Asiival Meties / lrwoce Desan

[] Eikwete de Dapsbo

7 wib

[] ®giof Lading
[] Billof Ladng [MulicLmency)

[] B ef Lading fadith Tatals]

Cango Manifest
1 M sres ki wsifask ks D IE Cascboens s
£ ¥

NOTE: If you desire o creste template documents, pou can do that in the
<Miscellanmous’\Templates: folder

| «<Back || Met> | | cCancel | [ Hep |

e You will normally receive the documents from the agent at origin
either in the mail or electronically through the Magaya Network. If
you need to have a copy of the documents in the system for refer-
ence, you can select the cargo manifest and air waybill for example.
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6)

Select the cargo that will arrive:

Add Air Shipment Consolidation Wizard [Import)

Select the cargo to zhip

'ou can zelect cargo either from W arehouse Receiptz or Pickup Orders.
e white boxes you can make complete or partial

Fill in reverse order

Fieces...

Fickup | | ventary Scan |

| B 37 - Cartegena Construction Co. ~ =
O [*] 25 - Buyer 1 - Colombian G ovemnmert ﬂ
O [® 3 -Deco Truss Co.
O [®] 20 - Atlartic Surplus - Miami Distributio _
Wiew. ..
O B 29 - Lowisville Slugger Dealer - Jamaic
[ %] 28 - Pittsburgh Steel Co. - Miami Distit
O [*] 27 - Boston Scientific - Colombian G ow Select the criteria to group the
O B 26 - PYC Piping Co. - Cartegena Consl cargo.
O [%] 25 - Jirrny Choo Shoes - Venezuela 5 laroup Houses Hy
O [*] 24 - Caterpillar Equiprent - Cartegena (%) wWarehouse Receipt
1 [*) 22 -JB Wwire Co. [] Use WHR numbers
] B 16 - Louisville Slugger Dealer - Lima 5) i
O [®] &- Pinarella Dealer - Dema Destinatior © Shipper
O [*] 7 - Shimana - .IJ:E!ma?cf. Di_sLtriI:_uutinf Cer | () Consignee
4 % () Shipper & Consignee

19 of 19 elements

A dditional house shipments;
Create additional holizes for which pou da nat have warehouze receipts.

ill hawve to enter the-eafgo information for each additional house |ater.

[ ¢ Back ” et » l[ Cancel ][ Help

There are two options for selecting cargo:

. Option 1: Select the cargo from a Warehouse Receipt (WR) if you
have already received the cargo and made WRs for it,

or

. Option 2: Add a number in the blank field to create “Additional
House Shipments” (if you have not received the cargo yet).

In this example, the screenshot shows the number “2” typed into the field
to create two additional house shipments.
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7)  Check the box to repack the cargo if needed.
Add Air 5hipment Consolidation Wizard (Import)

Repack the cargo
Y'ou can repack the cargo creating a container, pallet, skid, etc., and pou
cah enter alzo the dimenzsion: and weight far the new package.

[f wou would like ta repack all the cargo in the master shipment, pleaze check the box
bellow and press the <Repack: button to enter the details.

[]*es. | would like ta repack the cargo.

Repack...

For details on how to repack, see the topic "Repack Cargo".
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8)

Select the documents needed for each House:

Add Air Shipment Consolidation Wizard [Import)

Select documents for House Shipments

Documents included in the houze shipments are filled automatically with
the detaillz of each zpecific shipment.

Select Documents for the Houze Shipments either from Standard Documents ar fram
Templates you have previously defined.

Select frarm: | Ctandard Documents  Templates

MHame -

Aprival Motice / Invoice Air

[] &urival MHotice / Invoice Ocean
[] Bilhete de Depdsita

] Eil

] Bill of Lading

[1 Bill of Lading [Multicurrency)
[] Bill of Lading Mwith Totalz]

[] Cargo Manifest

[] Cargo Manifest Mo US Customs
[] Cargo Releaze
[] Cargo Felease Bonded

[] Cargo Releaze Distibution
[l M anienm lawniea (772 Sormm arisad]

£ b

FOTE: If wou desire to create template documents, vou can do that in the
¢Mizcellaneous\Templates: folder.

[ ¢ Back ” et » l[ Canicel ][ Help ]

The Houses need Arrival Notices. (If you do not create them here, you can
add them later.) You can also add any other document that you want to
send to the customer or to keep in the system for reference.
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9)  Save the incoming shipment transaction in a folder in Magaya Explorer:

Add Air Shipment Consolidation Wizard [Import)

Select the folder

Shipments must be placed inzide folders which can be created in the
zame way vau work in real life.

Y'ou must gelect a folder to place this shipment. & folder is a repositony which can
cohtain shipmentz, documents and other folders.

= ‘Z;{] Inzoming Shiprments £ Mew Folder |
) 2008

EWl 2009 |

10) Verify the shipment data in the summary screen:

Add Air Shipment Consolidation Wizard (Import)

Completing the Air 5Shipment Conzolidation Wizard
“fou have successhully completed this wezand o can vernfy the summany
b see i eveything is comect,

Y'ou specahed e folowing shipment settings:

Shiprerl M ame: Shipmert29 -
Cariies: Canbbean Anlnes

ur ' aybill Mumber; -

Booking Mumber:

Executed Dater 4/24/2009

Execuled By: llene T aplor

Drascnption of goods: Fresh cut Howers - Potbed palm traes

Shipper: Canbbean Flowes Camparg
Ultimabe Conzignee: Miami Distnbution Canter
Feawarding Agent French Deslination dgent
Dasbnation Agent: Magaya

Mode of Transportabon: &ir

Flight Mumbes: 125

Depaibure Fram Grand Tuik |sland
Diaparture Dabe: 472472009
Depaiture Time: 101500 AM
Aol T Miam

Lurival Date:; 4./24/2003

Byriveal Tirne: 1: 3000 P

T b all Bizrzs N

Clizk Firizh to procesd,

| <Back || Fmisn | [ Cancel | | Hep |
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Click the Finish button when you are done.

The shipment data will be transferred into the shipment folder and
displayed in Magaya Explorer:
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Fuacs gt i Gewn |
2 Db 1) (T TR

: i w | mm
Q 9D =.o. .8 ... X 9@ 4 - & | I
Back A Cowar Gard Do Faet Pind Dmitn  Fiboet Serel e Task Ratrash | Paldars
. i_ B Hedmar tore Fom (] s Caadine
4 Taeky L pawion A Sapwer Rk EgayEAT 1 RS sk P My EE
5 i Qedalom ud S Gagaresr Bk Egu RO 13 B Laadsd My M |
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Click on the Actions button and set the cargo “In Transit”. This will update the
status of the shipment and begin the next part of the process - entering shipment
data.

Enter Shipment Data in Houses:

Next you will need to enter the Shipper, Consignee, charges, and cargo informa-
tion for each House. (This step will not need to be done if the shipment was
created and sent via Magaya Network.)
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The following instructions will explain the procedure for one house, but this will
need to be done for all the houses.

1)

In the Shipment folder for the import, go to the Cargo List.

If you did not have a Warehouse Receipt for the cargo, then the Cargo List
will display a note “Double-click to enter cargo” for each House:

2)
opens.

il GM e Opmaliei Mooy Twered  Megove Homerk  Aivoundie]  Fepoti Otdom el
; oo . @ W . ¢ . [w 4 - & | B
Bf d A Crwam [T [T Fret Fnd NEI m Sare ™l Taak M-'I.:ﬂ‘! Faldars
. j_ '_"mi Hert ey tore Fom (] s Caadine
& et L pawion A Sapwer Rk EgayEAT 1 RS sk P My EE
| ::*""-" " ud S Gagaresr Bk Egu RO 13 B Laadsd My M |
i i Bl [ AT 15 i B
; :I‘ :‘:::‘w Caaga Marded Foaw m:.-,l:m- ]
) Mt
+ @ Focountrg
Bl gy Sawesns
. 1o Farands 1 3
e = = =
) § ': 'l "'& 'r‘* = i ..ﬂl
b e Hingts aad fwn Brofi npan  Trt: 0] i RTHE
£ Stz
0 Gl ok | Rmitee) | Chowges | Fvests | Dotvony | it ¥ 80 Moyl il @ nked 40 Pepach [0 = o
A Wy S — ¥
O newerg 0 Lowded B T —
’_""""'""':1'1” 'L.l':-":\l-:,le(hq Vi s b HSAR 30 1 N0l il i
Ly Bt R, |t 1 Dbl it ko ank cange b HAWE! - 1] ikl )
e Cvinr | Carbbungen sy
Bartvd Piaticn | Irecicn # Al Bl ks
Coioe i
s viwy B
g Marie] I - :
= [ Load Add &) Unload Repack Unpack [ Edit
B @ ; i
o
Ariad .
cmew| | = Al cargo for Shipment2d
= 5d FewEal : .
} arteh W 1 -Double click to enter cargo for HAWE 30 - 0.00x0.00=0.00in
Carican I -
o unen W 1 -Double click to enter cargo for HAYWE 31 - 0.00x0.00=0.00in
“argn Harde
el g
— e T
R e e e
. . 2 ¥ ik i Wol Wi mmvE

Double-click on the line in the Cargo List. The Commodities dialog box
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3)

4)

Enter information such as the commodity description and dimensions:

Commodity [Z|
General | | dentification | EEI Hazardous | &M5 | ate £ *
W OnHard
Drezcription:
| Fautail palms |
Fackage Type: Location:
|P'a||et w | | w |ﬁ
Pieces: Dimengion L« = H]: i
150 | 115.00 || 28.00 |115.00 |
[ 1By Tatals Piece Tatal M eazure
weight | 45.00 225000 |
vome 36458 [[1822917  |[m v|
[Iuantiby: [t ritary Walue:  Tatal Y alue:
0 [ |0.00 000 |
M otes: | |
[ ] ] [ Cancel ] [ Help ]

For information on how to use the Commodities dialog box, see the topic

"Commodities”.
Add charges to the shipment.

If the origin agent did not send
Network, the destination agent

the shipment through the Magaya
will need to enter all the charges to create

the accounting transactions. The destination agent may add any charges
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related to the deconsolidation of the cargo, to repacking, and for delivery
of the cargo to the final consignee.

Enter the charges in the Charges tab of the shipment:

General | Entities | Rowting | Charges | Events | Delivery | &ttachme 4 *

Status Dezcrption Prepaid Cluantity Frice
5 Open Storage Fee Yes 256.00 0.35
5 Open Air Freight Service Yes 1793.79 1.50
5 0pen Fuel Surcharge Cost Yes 1798.79 1.00

Income Charge...
Income Freight Charge. ..

Expense Charge, ..
Expense Freight Charge. ..

£ 7
| add. || Edit. || Delete |
Totals
Expenze: Income: Profit;
s 1738.79 UsSD 278774 JSD 985.00
Pieces: YWeight: Walume:;
54 256.001b 172,800 1798 731b

For details on how to enter charges, see the topic "Charges".

2. Liquidate the Shipment

Liquidating the import shipment will generate all the accounting transactions
related to the incoming shipment.

The destination agent needs to create invoices that are collect so the amount due
can be collected from the customer before pickup or delivery of the items.

Prepaid invoices are usually not created by the destination agent.

Click on the Liquidation button on the Shipment Toolbar. A list opens,
displaying a summary of income and expenses. These are the charges from the
Charges tab.

For information on the Liquidation screen, an explanation of the columns, and
how to work with the buttons, see the topic "Liquidation".

When liquidating the import, remember:
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. Cost Pre-Paid (PP): Cost paid at origin

. Cost Collect (Coll): Cost paid at destination

. Income Pre-Paid (Inc. PP): Income invoiced at origin

. Income Collect (Inc. Coll.): Income invoiced at destination

When liquidating an export, you generate the prepaid charges at origin, and
collect charges will be settled with the destination agent. Liquidating an import
is the reverse: You invoice the collect charges at destination, and the prepaid
charges are settled with the origin agent.

When you click the Generate button, the accounting transactions are created.
Invoices and bills will be created for charges that are collect.

3. Perform Reception Process

The Reception process is done as the shipment arrives at the destination. It
prepares the cargo information for the warehouse and creates the Warehouse
Receipts (WR) with all the information related to the shipment automatically
filled into the WRs.

Another advantage of receiving the shipment electronically via the Magaya
Network is the ability to have documentation ready to meet customs regulations
for imports which can start before cargo arrives at its destination.

Click on the Master, then click on the Actions button arrow to select “Recep-
tion”. A dialog box opens:

Shipment Hecaption F-EI
Selechad |ham |nfoimation Meaw Warshouss Receipl Indamation Does
Shiprmet Hame: | Shipmanl 2280 HAWE 2 Riecasipt Number:
Shipgss Name: | Canbbean Flawes Company l#suad by | MC Casga Compary - Pk
Conspres Name | Trogpical Landscaping Emplopse: | liere Taylor -
WHR Mumber [] Cieate & 'wWaiehouss Flecapt per houss chipmant
Sl Packags | Desedntion Pacas| Langth | Heght. | 'widh W [ _Recene |
@ OnHand  Pallt Folted Faim Trees ® /O B0 2500 e
@ OnHand  Box Fiessh Cut Aowers 200 TO0 1500 000
[ urpack |
| GotmwHA |
. Select the cargo you are receiving. You can select all the cargo or partial.

. Click on the checkbox to create a Warehouse Receipt (WR) per house. If
you do not select, it will generate one WR for all the cargo.
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. Click the Receive button, and click Yes on the next dialog box. This
changes the status of the shipment to “On Hand”.

The WRs are now created and available in the Warehousing folder so the ware-
house staff can check the actual cargo when it comes in.

The status of the cargo is updated automatically at origin in Magaya Explorer if
the shipment was received via Magaya Network.

Other options in the Reception screen:

o The “Unpack” button is for a container. You can select a container and
unpack it, and then create a WR for the items inside the container,
excluding the container.

. The “Undo” button will roll back the reception steps so you can make a
change.

. To view the Warehouse Receipt, click on the “Go To WHR” button.

4. Create Arrival Notices

An Arrival Notice is the document that you send to the customer to let them
know their cargo is here and what fees they need to pay to pick it up (or for
delivery).

If you did not create Arrival Notices in the shipment, add them now. (If they
were not created at origin and sent to you, then you will need to create them for
each house.)

1)  Click the “Add Doc.” button on the Shipment Toolbar (if you click on the
arrow on the button, select “Document...”):

B yB &

I = -
Houses add Doc, /'I Prafit Liquidation  Tre
General | Entities | Fouting Other Documents, . Attachme 4 *
L L N [ EEmrn_o__.._ 1

A screen opens with alist of documents. This screen is the same as the one
in the wizard.

2)  Select the documents you need by clicking in the box beside the name of
the cargo item.
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3)  Clickthe OK button. The document is added to your shipment with all the
information related to this shipment.

To view the document, click on the document name in the shipment
folder on the left side of the Magaya Explorer screen.

After creating the Arrival Notices, the pickup or delivery will need to be
arranged.

If you want the invoice number to appear in the Arrival Notice (after liquida-
tion), right-click on the document in the shipment folder and select “Reload
data”.
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5. Release Cargo for Final Delivery

To release the cargo to its final destination, use the Actions button in the Ship-
ment screen. (This process can also be performed in the Warehousing folder by

using the Cargo Release function.)

1)

dialog box opens.

Select the House, and click on the Actions button and select “Release”. A

& - W -

Commad. .. Actions

¥ . & v
Transac. .. Send
o o & @

SebfReset In Transik

= oy Al cargo for HAWE 28

[ 200 - 40 - Fresh Cut flowers - 33.00%

v SetiReset Received
SetfReset Delivered

Set As Qubgoing
Add tojob, .

Reception. ..

Reports g

History...

-

Werify Charges. ..

Aitline Messages »

The Shipment Release dialog box displays the cargo information and gives
you the options to release the cargo, unpack the cargo, and more.

Fhipment Rolease
Sabacted |bam Infoimaton
Shipment Mame:  Shprment 2 HAWE2S
Shippsr Mame  Canbbesn Flows Compary

Consagnee Name: | Miami [:!.ishi:!l:ﬁtﬂ Center

WwHHA Humber
CH Number:
Status Package [rescption
WOnHand Box Frash Cut fowers

Maw Cargo Ralsase Information

i

Close
Riedaase Mumber +
[t |
Retease to | Mizmi Distibulion Cents w
FAO Mumber
lesued by |MC Cargo Company o
Emplopee |lene Taplo w
Pieces  Length.. | Heght. | Width W
200 3m 15.00 20,00 Ui Beksos

Unpack
GoloWHR
Gota CA

Wi

0!
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2)  Select the cargo to release, and click the Release button. The system creates
a Cargo Release document for the items in the selected house.

When you create the Cargo Release, the status of the items changes to
“Loaded”. When the cargo is loaded into the truck for delivery, set the
cargo status as “In Transit” by going to the Actions button and selecting
the “In Transit” option. When it is delivered, set it to “Delivered” via the
Actions button.

This will update the Magaya system at origin, showing the cargo as Deliv-
ered if the shipment was sent via the Magaya Network.

3)  The Import Shipment is now complete.

How to View Shipments

Work Load Folder

The Work Load list shows shipments that need to be loaded or are being loaded
now. Go to the Warehousing folder and click on the Work Load subfolder:
=R arehousing
&8 Pickup Orders
E# Pickup Order List
[# warehouse Receipts
[#: Warehouse Receipt List
oy Commadity List
¥ Cargo Releases
¥ Cargo Release Lisk
¥ Package Types
E Locations
{:_'i Warehouse Inspeckar
W Item Definitions
fj] Commadity Classifications

=@ Shipment List
+- ) Work Load
+-i_ In Transit

The Work Load list is useful for warehouse staff and others who need to see
what shipments are to be loaded that day. Once the shipment is loaded and the
status changed to In Transit, the shipment will not appear in the Work Load
subfolder.

273



How TO VIEW SHIPMENTS
IN TRANSIT FOLDER

In Transit Folder

The In Transit subfolder shows what is coming into the warehouse. Go to the

Warehousing folder and click on the In Transit subfolder:
=l arehousing
&2 Pickup Orders
E# Pickup Crder List
[# warehouse Receipts
[# wWarehouse Receipt List
o Commodity List
@ Cargo Releases
@ Cargo Release List
1 Package Types
[ Locations
ﬁj Warehouse Inspector
W Item Definitions
@ Commadity Classifications
S shipment Lisk

+- ] Work Load

The In Transit subfolder is useful for warehouse staff and others who need to
see what shipments are arriving that day. Once the shipment has arrived and

been unloaded, the status changes in Magaya Explorer and the shipment does
not display in the In Transit subfolder.
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