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Overview of UnzHazmat®

UnzHazmat® is a Microsoft Windows based program that is designed to significantly reduce the time it takes
to enter your shipment information, assist you in completing the most current regulatory forms, and eliminate

the need to purchase stock forms if you have a color printer. Pre-printed IATA and IMO borders are available
if you do not have a color printer.

Efficient

Table structure and the ability to modify previous transactions for repeat or modified customer orders
significantly reduces the time it takes to enter shipment information. The table structure allows you to re-use
product, buyer, seller and other information contained in the many tables repeatedly without re-entry. In
addition to saving time, UnzHazmat® is flexible. Start with a new transaction or open a past transaction for a
regular customer and use the pertinent information again and again. Go back and modify a previous
transaction as many times as you like, right up to the ship date — change shipment details or add or delete
forms.

Regulatory Forms

UnzHazmat® creates seven different forms needed to ship dangerous and non-dangerous goods.
UnzHazmat® forms include the inland bill of lading for Hazmat and non-Hazmat shipments, IATA
Restricted and Non-Restricted Declarations, IMO Dangerous Goods Declaration as well as a packing list and
Shipper’s Letter of Instruction. The Shipper’s Letter of Instruction (SLI) provides all the information
necessary for the forwarder to file an AES Submission on your behalf. Uniquely, UnzHazmat® also allows
you to print out the relevant (ERG) emergency response information to accompany your shipping documents.

Getting Started

When you begin using UnzHazmat® for the first time, go to the master screens and enter your frequently
used information. The information you enter will appear in numerous drop-down boxes throughout the
program for easy insertion. To get you started, Unz & Co. has entered a few dummy entries in each table to
allow you to become familiar with the program. To create a new transaction, select the forms you need for a
particular dangerous goods shipment. UnzHazmat® will present you only the data input fields necessary to
complete those forms properly — all other data fields will be grayed-out and input will not be permitted.

You can also access populated product, seller, etc. tables “on the fly” while you are working within a
transaction. You can enter new data or edit existing data whenever you see a button with the letter M.
Clicking on M takes you to the master lists. Then you can save your changes and return to your transaction
and continue entering where you left off.

Training

Although UnzHazmat® does provide guidance regarding filling out these forms, it can not prevent you from
entering erroneous or improper information. That is why, in order to ensure accuracy, it is very important that
you carefully review your completed dangerous goods documents prior to use. Unz & Co. (and WTS
Corporation) does not in any way guarantee the accuracy of the completed forms. We strongly advise that
everyone involved in dangerous goods documentation have a thorough and complete training from Unz &
Co., the government, or other competent sources.

Purchase of this software program entitles you to 90 days of free technical support (starting from Date of
Purchase). Should you still have questions regarding setup and use of UnzHazmat® please call us
at 800-631-3098. Additional maintenance agreements are also available.

Version UE5.0H 042210 Unz & Co. www.unzco.com 800-631-3098 page 4




UnzHazmat® User Manual

Installing UnzHazmat® Version 5.0

System Requirements

UnzHazmat® has minimal system requirements. The program should run successfully on
most PCs built after the year 2000.
Requirements:

A Pentium class processor, with 512 K of RAM

A monitor supporting VGA resolution or better

A CD ROM drive to load the software

Enough free space on your hard disk to hold the program and data (approx. 10 MB)

UnzHazmat® will run successfully on Windows 2000, Windows XP, Windows Vista, and Windows 7.

We suggest that you set the screen resolution to 1024 x 768 or higher so that the screens are displayed fully.

Standard Installation

Installing a new copy for the first time

NOTE: The following instructions are for a NEW installation.

Place the UnzHazmat® CD in the workstation’s CD-ROM drive.

On the Windows desktop, click on the Start button, and then click on the Run button.
Use the Browse button to locate your CD-ROM drive, and then click on that drive.
Click on the Setup.exe file.

Click on the Open button.

When the file name appears in the Windows Run dialog box, click on the OK button.

oL

Warning: UnzHazmat® must be installed in the root of your PC’s C drive “C:\”. If you try to install
on some other drive, your installation may appear to run successfully, but you will experience
errors when you try to run the program.

UnzHazmat® will begin checking for files that it needs to complete the installation. If files are missing or
need to be updated to a more current version, the installation routine will ask you if it is OK to add or replace
the files. You should click on OK to answer this question.

*** IMPORTANT: If your PC is connected in a network, your company may have placed restrictions on who
may add programs to your PC. If this is the case, you will receive a message warning you that the
installation cannot proceed. You will need to contact your System Administrator before going any further with
the installation.

Depending on your operating system, you may be asked to reboot the computer so that the new files can be
registered. Go to the Windows Desktop and click Start>Run> Setup.exe. The UnzHazmat® installation
routine will install the actual application. We strongly suggest that you accept all default values. When
completed, the installation routine will tell you that UnzHazmat® has been successfully installed.
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Upgrading from a Previous Version

UnzHazmat® is a new product. There is no direct upgrade path from previous
versions of UnzExport® software.

Network installation

Network/Multi-User Version 5.0 - For the first time

Warning: UnzHazmat® must be installed in the root of your PC’s C drive “C:\". If you try to
install on some other drive, your installation may appear to run successfully, but you will
experience errors when you try to run the program

When the multi-user version of UnzHazmat® is started, the program looks for the C:\ETFPS\ETFPS.txt file.
The program uses the information from the file as follows:

e Path to the database
e Path to the database security file
e Path to the help files for the system

When the multi-user version is first setup, this file needs to be modified (on the each user's system) to point to
the shared database. Example: If the shared drive is the S:\, the C:\ETFPS\ETFPS.txt file would read as
follows:

e  SI\ETFPS\ETFPS.mdb
e  SI\ETFPS\ETFPS.mdw
e S\ETFPS\UNZHELP.HLP

NOTE: Since the Help files are installed on each user’s system during setup, these do not have to have to be
shared. The benefit of sharing the UNZHELP.HLP is that if this file is ever updated by Unz then it will only
need to be updated in one place and not on every user's computer.

During the initial setup of the multi-user version, the ETFPS.mdb, ETFPS.mdw and UNZHELP.HLP files
from one of the users’ computers must be moved to a shared drive. Optionally, you can run the complete
setup on the shared drive.

The default values for the C:\ETFPS\ETFPS.txt file are as follows:

e C:)\ETFPS\ETFPS.mdb
e C:\ETFPS\ETFPS.mdw
e C:)\ETFPS\UNZHELP.HLP

If during the initial setup the default values of this file are NOT changed to a shared drive, each user would
have their own database and none of the information would be shared. Each user would be running the multi-
user UnzHazmat® program as if it was the single-user version. This is NOT the correct way. If this were the
case, however, you would have to run the UnzUpdate.exe on every computer to update each user’s database.
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Registering UnzHazmat®

The Demonstration Program

When you install UnzHazmat® for the first time, the program will function as a demo program for 30 days.
While using the program as a demo, all of the program’s functions will work normally. You will be able to
add and save transactions, run reports etc., however, all of the reports will print with the word

SAMPLE printed across the page.

The program will operate in demo mode for a period of 30 days from the date that you install it.

After two weeks, you will be reminded that you have not registered your program.

After 30 days, all buttons on the main menu will be locked except for the Setup my Preferences button where
you can enter the registration code.

In order to remove the SAMPLE logo and/or re-activate the menus after they have been locked, you must
register your copy of the program.

Registering your copy of UnzHazmate

In order to register your copy of UnzHazmat® you must call the help desk at 1-800-631-3098 and supply the
representative with the name assigned to your computer. You can find the name by opening the Setup My
Preferences screen from the Main menu. Your computer name is listed at the top of the screen (Be sure to give
your Unz Representative exactly how the name appears — Caps, dashes, spaces, etc.).

The representative will generate an activation code that matches your computer name. Please note that the
Unz Representative cannot issue an activate code unless you have already paid for the program. Enter the
code in the Registration Key box provided, then click the register button. The program will be registered and
you can use it without restrictions from this point on.

Enter the code that the representative gives you in the

Tell the representative this Registration Key code box, then press the Register button

computer name \

AN

. UnzHazmat - User Prgferences

File GoTo Help

Mﬁj?ﬁe Imvermariomal Trade Compliance Bgperts Since 1879

For Admin User: User Preference

Computer M arme
The computer name for this PC s 1T01

Registration Key Code: | Register

Prompt far Paper Stock/Color Printer Option

| do not hawve a color printer: W

—r— s ' CE P e PR —— — — |
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Getting Started with UnzHazmat®

Main Menu

The Main Menu is the starting point for the various functions within UnzHazmat®.
The most important features of the Main Menu include:

e File menu — Lets you stop the program and return to the Windows operating system.

GoTo menu — Contains options associated with the screens and activities you are performing.
The options will change depending on the activity you select.

Help menu — Opens the Help system where you can search for help on the various screens.
1-Click Navigation Icons — Let you move quickly between the screens.

Activity Buttons — Let you select the activity you want to perform.

Version # — If you need assistance from our help desk, you will need to tell the help desk person
which version of the software you have.

GoTo Menu Version 1-Click Navigation Buttons

5 UnzHazmgt - Mail-'l henu EE

!File GoTo Help

The Imternational Trade Comypliance Expeny Since 1879

UnzHazmat vesion son

| want to:

Setup Master Lists |

Create Mew Tranzaction/5Select Fl:hqs |

Select An Existing Tranzaction \|

Print a Report

Setup My Preferences |

Import and Export Data

Activity Buttons

Copwright® 2010 Unz & Company, a division of WTS Corp. wew.unzco.com 800-631-3098

You can navigate around the various screens within Click here to begin entering
UnzHazmat® by clicking on the GoTo option found in the information into the many database
menu bar at the top left of your screen or by using the 1-click tables in UnzHazmat®.

icons in the upper right hand area of each screen.
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UnzHazmat® provides pop-up notes when you pass the cursor over fields that benefit from additional
clarification. More detailed help is available for those fields labeled with an asterisk (*).

NOTE: There is a glossary of trade terms and abbreviations at the end of this manual. This may assist you in
defining what certain data entry fields mean, what to enter into them, and where they are used.

DISCLAIMER

Much effort has gone into making UnzHazmat® a flexible, accurate, and easy-to-use documentation tool. It
is, however, just a tool. It cannot render complex decisions covering the legality of your dangerous goods
transactions. Government regulations and codes change frequently. You are responsible for understanding
the current regulations in effect when filing your documentation and you must complete the forms
accordingly. It is the responsibility of every exporter to ensure that the content of their transaction is valid
and accurate. Validate every transaction you file.
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Master Data Entry

UnzHazmat® saves information about your buyers, sellers, consignees, products, etc. in a set of database
tables. The program uses the information to populate the drop-down boxes that appear throughout the
program. This saves time when completing transactions as you can select stored information rather than
retyping the data repeatedly.

Before you begin entering transactions into UnzHazmat®, we recommend that you enter as much
information as you have available into the various tables found within the Master Lists. This will make it
easier to complete transactions using the drop-down selections on each screen.

NOTE: If you receive an error message “No records found” when entering a transaction, it means that you
have not entered any records in the Master List. UnzHazmat® has no records to display in the drop-down
boxes on your screen.

Clicking on the Master Lists button on the Main Menu screen will take you to a screen where you maintain
the various tables of UnzHazmat®.

i LUnzHazmat - Master Lists
File GoTo Help

weport Home

The Imernational Trade Compliance Experis Since 1879

Master Lists

Selier Maintenance Intermediate Conzignee M aintenance |
Sold To Maintenance | Mode of Shipment Maintenance |
Forwarding Agent M aintenance | Certifications |

Carrier M aintenance |

Product Maintenance |

Copyright@ 20010 Unz & Co. Division of "WTS Corp. www unzco,com S00-621-3093
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In all Master List screens, you can search for the particular record by entering all or part of a name or
description and then clicking on the Search button. You may also simply click on the Search button and then
click on the drop-down menu arrow button. This will present a list of all records that you previously saved.
Highlight the record you want. The maintenance screen will display the data. From this screen, you may add
a new record or delete one that is no longer necessary. When you are finished with a record, click on the
Save button. To work on another existing record, go back to Search and repeat the process. You may also
add new records to your tables using these screens.

NOTE: You can access all of these tables while you are working within a transaction. You can enter new
data or edit existing data on the fly’” wherever you see a button with the letter M. Click on the M to make and
save your changes, and then return to your transaction screen exactly where you left off.
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Searching in a Master List Screen

The Master Lists screens permit you to add or edit information about a primary Seller, Buyer, Consignee, or
Product, etc. to your database. You can search for a particular record and then select it from the search

results, or click on the Add New button in order to add a new Seller to the database. The search functions
are common to all Master List screens, and operate in the same manner.

Enter all or part of the seller's name and then press the

...or, click on the search button without
search button to find an existing seller

entering a name and then click on the
drop-down button to see all sellers

53 UnzHazmat - Seller Maintenance Eﬂm '
File Go To P
, "’ ‘ ' t= 1ome
: T )

The Imternational Trade Compliance Experes Since 1879

Seller Maintenqgnce

N\

Select Seller to Edit or &dd New Below

Enter Part of the Seller's Company Mame and Click on Search |

4

Mow uze the dropdown to select the Seller to Edit |

Add New Seller |

Copfight® 2000 Unz & Comparwy, a divizgion of WT5S Cop. wenw unzoo.com 800-631-3098
7 ————

—
7

To add a new seller to the database, click here first

Your search results appear in this drop
down box. Click on a record to select it
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When you have either clicked on Add New button, or selected an existing record, the screen will change

and display the maintenance screen for that primary. Complete each field as appropriate for your
transaction.

NOTE: You cannot type information directly into data entry fields that have a drop-down menu and/or
and M button. You must use the drop-down feature to select your choice. If you need to add or edit
information contained within one of these fields, click on the M button to go to the Master Lists. After you

complete your additions or edits, simply close the Master list screen and return to your transaction where
you left off.
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You can add additional records, edit existing data displayed on the screen, or delete the record
permanently. When you are finished, you can click on the Save button and navigate to another screen. If
you've come to this screen while working in a transaction, you can click on Save and Return to
Transaction Input. You will return to your transaction where you left off.

NOTE: All tables in UnzHazmat® that contain data such as Buyers, Sellers, Consignees, Carriers,
Forwarders, and Intermediate Consignees operate in the exact same manner as described above. The
data entry fields on each of these maintenance screens are identical. On the following pages, we will use
the Sellers screen to illustrate how the maintenance screens operate.

B3 UnzHazmat - Seller Maintenance

File GoTa

The Tirermarional Trade Compliance Expers Sinee 1870

Seller Maintenance
Select Seller to Edit or Add Mew Belaw
Enter Part af the Seller's Compary Hame and Click on Search |
Mow uze the driopdown to select the Seller to Edit |I:hem Seller Inc
Compary MNarme |I:hem Seller Inc Contact's First Name |JDSED|-|
Address Line 1 |7.-'332 Hapes Court Contact's Last Mame |Lewis
Address Line 2 | EIM [
City |F'iscataway EIN Type |Emp|0yer |dentification NumtI - |
Select State [MEw JERSEY [-] Phare [A00-555-8371
Zipeode |0aa0z2 Fax | 500-555-7 2611
Courtry ||_|5 DOTC Registration # |
Delete this Seller ‘ Add Hew Seller Lave Save and Return to Transaction Input
Copyright® 2010 Unz & Company, a divizion of TS Corp. www unzco.com 800-631-3038
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Seller Maintenance

The Seller Maintenance screen allows you to enter data about the primary company offering the
dangerous goods for sale. Most often, this will be about your company.

r =

B UnzHazmat - Seller Maintenance

File GoTo

The Imternaiional Trade Compliance Experts Since 1879

Seller Maintenance
Select Seller to Edit or Add Mew Below
Enter Part of the Seller's Compary Mame and Click. on Search | Search

Mow uze the dropdown to select the Seller to Edit Chem Seller Inc - I
Company Name r|Ehem Seller Lid

|Ehem Seller Inz [TOTEQ

&ddress Line 1 | 7362 Hayes Court Contact's Last Name |Leis
Address Line 2 | EIMN | K2
City |F'i$u:atawa_l,l EIN Type |Em|:u|o_l,ler | dentification Numﬂ - |
Select State INEw JERSEY |»] Fhone 8005558371 d
Zipcode [EENH Fax | 200-555-7281
Country |LIS DDTC Registration # |

Delete thiz Seller ‘ Add Hew Seller | Save Save and Return to Transaction Input

Copuright® 2010 Unz & Company, a division of wWTS Corp, wiww, unzco.com 800-631-3098

The following fields appear on the Seller Maintenance screen:

Search Term Entry Box To look-up a particular Seller’s record, enter all or part of a
term to search for in the seller table, or leave the search term
blank to list all sellers in the table.

Search Button Click the search button to begin searching.

Search Result Drop-Down Box The drop-down box labeled Select Sellers will display the
results of your search. Click on an entry in the list to begin

editing that entry.
Company Name Enter the corporate name of your seller.
Address Line 1 Enter the primary address of the company.
Address Line 2 Enter any additional address information.
City Enter the city for the seller.

Version UE5.0H 042210 Unz & Co. www.unzco.com 800-631-3098 page 15



Select State

Zip Code
Country
Contact’s First Name

Contact’s Last Name

EIN
(Employer Identification
Number)

EIN Type

Phone
Fax
DDTC Registration Number

Delete Button
Add New Seller Button

Save Button

Save and Return to Transaction
Input Button

Version UE5.0H 042210

Unz & Co. www.unzco.com 800-631-3098
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Using the drop down box, select the appropriate state for the
seller.

Enter the seller’s zip code.

Enter the seller’s country.

Enter the first name of the primary contact at the seller’s
company.

Enter the last name of the primary contact at the seller’s
company.

Enter the identification number of the seller. Most often, this
is the EIN or Tax ID of the seller’s company. You can use
other types of identification, but you must select the
appropriate EIN type field as well.

Select the type of identification number based on the data you
entered in the EIN field. The following types are available:

DUNS

EIN (Employer Identification Number / Tax ID )
FOREIGN

SSN (Social Security Number)

Enter the seller’s primary phone number.

Enter the seller’s fax number.

If required, enter the Directorate of Defense Trade Controls
number.

Click this button to remove the seller’s record permanently.
Click this button to add a new seller record.

Click this button to save your data, and continue to work on
the seller’s record.

If you arrived at this screen by clicking on the maintenance M
button from a transaction you were entering,

Click on this button to save your changes and return to that
transaction.
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Sold To (Buyers)

This screen permits you to add or edit information about customers/buyers (i.e. the person or company
ultimately receiving the dangerous goods) to your database.

ir —

5 UnzHazmat - Sold To Maintenance

File GoTo

The Iniermatfonal Trade Compliance Experix Since 1879

Sold To Maintenance
Select Sold To to Edit or &dd Wew Below
Enter Part of the Sald To's Company Name and Click an Search |
Mow uze the diopdown to select the Sold To to Edit |I:hem Buyer Inc,
|
Compary Marne IEhem Buyer Inc, Contact's First Mame IFrank I
Address Line 1 |33?2 Pelican |zle Contact's Last Mame |Ha}les
address Line 2 | EIM | |
City |Tam|:ua EIN Type |E rplover | dentification Numﬂ:l I
Courtry IUMITED STATES [+]  Phane |a00-726-7400 "
Select State FLORIDA [+] Fas [a00-736-7162
Zipcode |34207
Delete thiz Sold To | Add New Sold To | Save | Save and Return to Tranzaction Input
Copyright@® 2010 Unz & Comparw, a division of wWTS Corpe wiees unzeo.com 800-631-3098
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Forwarding Agents
This screen permits you to add or edit information about Forwarding Agents to your database.

3 T
r Te—

53 UnzHazmat - Forwarding Agent Maintenance

File GoTa
The Irtermatdonal Trade Compliance Expens Since 1879
Forwarding Agent Maintenance
Select Forwarding Agent to Edit or Add Mew Below
Enter Part of the &gent's Comparny Mame and Click on Search | Search |
Mow uze the dropdown to select the Agent to Edit | |LI
Company M ame |F0walders International Contact's First Hame |Flank
Address Line 1 |1 02\ aterfrant D Contact's Last Mame |F|aw|ing
Address Line 2 | EIM |5?333?53354
| City |New York, EIN Type |EI'|'||:|||:|_I,IEI Identification Numtl;l
|| Select Country IUMITED STATES [+] FPhone |212-874-9200
|
Select State INE'w! YORK. [+] Fax |212-874-3204
Zipcade {1000
Delete thiz Agent | Add Hew Agent | Save Save and Return to Tranzaction Input
Copgright® 2010 Unz & Company, a division of % T5 Corp. wwiw.unzco.com 800-631-3033
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Intermediate Consignees
This screen permits you to add or edit information about Intermediate Consignee to your database.

5 UnzHazmat - Intermediate Consignees EE‘ \
File GoTo
[fCU

The Tirermational Trade Cospliance Experis Since 1879

Intermediate Consignees

Select Intermediate Conzignee to Edit or Add Hew Below

Enter Part of the Consignee's Company Name and Click on Search | i Search
MHow uze the dropdown to select the Consignee to Edit |Ehemsignee |;|
Company Mame IEhemsignee Contact's First Mame IChester
Address Line 1 |33? Cansighes Wway Contact's Last Hame I.t’-‘-.ndersc'n
Address Line 2 I EIM I
City IEonsigneeviIIe EIN Type |Em|:|||:|5ler | dentification Numti;l
Select Country IUNITED STATES [+] Phare |600-585-4444
Select State [ [-] Fa |800-555-5555
Zipcode 11002
Delete Conzignee | Add Mew Conzignee I Save Save and Return to Tranzaction Input

Copyright® 2000 Unz & Company, a divizion of "WTS Corp. v unzoo.com 800-631-3098
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Carriers

This screen permits you to add or edit information about Carriers (i.e. air, marine, or trucking companies

who will transport your products) to your database.

4 U

The I foral Trade Compliance Experix Since 1879

File GaTa

Carrier Maintenance

8 vt e S et

Select Carrier to Edit or Add Mew Below

Enter Part of the Carrier's Company Mame and Click, on Search |

Search |

Maw uze the dropdown to zelect the Camer to Edit | |;|

Company Name |New Century Contact's First Mame |'W'i||iam

Address Line 1 |gg Century 'Way Contact's Last Name |McD anohue

Address Line 2 | EIM |

City IButIingtDn EIN Type |Emp||:|_l,lEl Identification Num|:|L|
Select State |NEW JERSEY |;| Phone |

Zipcode ID?382 Fax |

SCAC or |ATA Code

I Select
SCAC/IATA

Delete this Carrier | Add New Camer | |Save| Save and Return to Transaction Input |

Copyright® 2010 Unz & Company, a division of "W TS Corp. v, unzeo.com S00-631-3098
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SCAC Code Locator

This screen allows you to access the built-in code table to identify the correct SCAC-1ATA code for the
carrier involved in your Dangerous Goods transaction.

Enter all or part of a term to search then press the Load Grid button to
search for matching records

'Ej. UnzHazmat - Carmer Maintenan

File GoTo

4G

The litermarional Trade Comipliance ExXerts Since 1879

\ Carrier Maintenance
5'3'801' 3 UnzHazmat - Select a SCAQNor IATA Mumber ,
Enter \ l
T o
Enter Part of the Description in
Comp the box at right i Load the Grid |

Addre

Code Drezcription
Addre: 2l CHIMA CARGO AIRLINES LTD.

City ABR HUNTING CARGO AIRLINES
Select

ACSU ATLANTIC CARGO SERYICES
Zipood|

ADMR ADAMS AR CARGO

AICP &lF CARGO TRANSPORTATION, INC

AMCA AMERICAN CARGO FORWARDIMG. INC.

Close the Close the Screen and Use the
Screen Only SCAC/ATA Humber Selected

opyright® 2010 Unz & Company, a division of WTS Corp. wisw, unzco.com 800-631 -3@8\

Click here to péturn to the carrier screen Highlight an entry and then click here to save
without making a choice your choice and return to the Carrier screen
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Products

The Products Master List is where you will record all of the information related to the products that your
company sells.

For Dangerous Goods products, you must complete these steps:

1. Locate your product within the DOT/ERG list of Dangerous Goods.

2. Click the Add New Product button to add a new row to your User Product Table.

3. Transfer the found record to your User Product Table by clicking the Copy to My Products
button.

4. Add the remaining details.

For Non-Dangerous Goods products, you must complete these steps:

1. Click on the_,Add New Product button in the User Products Table portion of the screen.
2. Add the details for your non-hazardous product.

ERG Product L ocator for Dangerous Goods

In order to assist you in classifying your products, UnzHazmat® contains built-in tables derived from the
Emergency Response Guide (ERG) available from the Department of Transportation (DOT). This
information includes:

Descriptions of Dangerous Goods

UN (ldentification) Numbers

Proper Shipping Names of the Dangerous Goods

ERG Numbers — a reference to the page within the government ERG publication that explains
the steps you must take in an Emergency incident.

To use the classification facility:

1. Search for a product or chemical using the ERG Product Locator section of the Product
Maintenance screen.

2. Select from among the matching records found.

3. Transfer the record to your product list.

4. Edit/Add the remaining details.

What to do if the ERG is missing a UN number

Occasionally, as you look up a product in the ERG lookup facility, you will notice that an entry is missing
a UN number. This is NOT an error in UnzHazmat®. Rather, it is due to the way the ERG booklet is
organized and published. Explosives A, B and C are good examples of this situation. In such cases
when you copy the record to your company table, the UN number will not be copied. You cannot alter
the ERG table in UnzHazmat® but you can enter any modification needed in your Company Product
table. Use alternate printed references, or locate the UN number via a web search and enter the number in
your Company Product table.

Version UE5.0H 042210 Unz & Co. www.unzco.com 800-631-3098 page 22
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Non-Hazardous Products

You may also enter information into your company’s product table that does not relate to a Dangerous
Goods product. In such cases, you do not need to use the ERG Product Locator. You can search within
your company’s product table in the same manner as all of the other Master Lists. (See the illustration on
the next page.)

To enter a non-hazardous product into the Product database, select the Product Maintenance button from
the Master Lists screen or the M button if you are working in a transaction.

At the Product Maintenance screen, simply click on the button labeled Add New Product. The remainder
of the data entry screen will become visible and you may proceed to enter all data elements relevant to the
product that you are adding to your database.

When you have finished entering relevant data, click on the Save button and then at the top menu bar
click on the words GoTo to navigate to another area within UnzHazmat®. If you arrived at this data
entry screen by clicking on an M button, you may now click on the Save and Return to Transaction Input
button.

Product Catalog Walkthrough

See the STEP-BY-STEP walkthrough at the end of the product section of the manual (page 31).
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Setting up Hazardous and Non-Hazardous Products

To enter a Hazardous product, use the
lookup (top) portion of the screen to
locate your product in the ERG Product
Locator, then copy the entry to your User
Product table (bottom portion of the
screen)

E_L UnzHazmét - Produd lMa'ln
File GoTo Help

The fiternational Trade CompNance Experts Since 1879

Product Maintenangce - Main Screen

To enter a Non-Hazardous product,
you DO NOT need to use the ERG
product locator. Simply enter the
details for your product directly into
the User Products Table in the bottom
portion of the screen

~ ERG Product Locator
Tofind & Product.  Enter the LIM-

r*mber or Part of Product Descrip}jé

to Search For: Ipaint /
Select the exact product

then copy to your product table

fram the list of matching items: |F'aint [flammable] /
Material/Product Description M Mumber ERG Response |
|Pairit [flarnmabiz] 1282 J122

¥iew ERlA Hesponse | Print ERG Response |

py to My Products |

/

/

— User Products Table

[
'
Enter Identifier of Pre-existing Producy){ur product number] then press Load I

Load |

and then uze the dropdwn to select the Product to Edit

OF Enter Part of the Product's Cofimercial Description and Click on Search

I Search |
| -]

Add New Product {

Version UE5.0H 042210

Unz & Co. www.unzco.com 800-631-3098
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Searching for New and Existing Products

For a new Hazardous product, A list of matching records is Click here to copy the found
Enter a term to search for, then shown here. Click the down ERG record to your products
press the ERG Locator Search arrow to see the full list. Select  table.

button from among the found records by ~ NOTE: You must click the

clicking on your choice Add New Product button
before copying a product

\ JAN .

5 UnzHazmat - Produdt Maintenance - Main Screen

File GoTo

octon{ 50
ER[ 1t

Help

4 U

#all

fortal Trade € Yarce Experes Since 1879

Product Maintenangce - Main Sgfeen

ERG Product Locatar
Tofind & Product.  Enter the UM-rlmber or Part Af Product Descriptig

to Search For: |paint / /

Select the exact product -
from the list of matching items: |F'E'""It [Hammable] / | IEI

Material/Product Description /}{N Humber ERG Response ID
|Paint [flammable) [1262 [122 v

then copy to pour product table View EMi Response ‘ Print ERG Response | Copy to My Products |

Uszer Products Table

Enter Identifier of Pre-existing Prody#t [vour product nurmber] then press Load Load

0OR Enter Part of the Product

and then uze the Aopdown to select the Product to E dit

Add New Product

ommercial Dezcription and Chick on Search / Search

For non-hazardous products, Click this search button to The matching records will be
Enter a search term here to start searching. This will search shown here. Select a record to
search within your company’s  among the products already in display and edit the details
product table your User Products Table.
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The Product Detail Screen

Once you have added a new product or made your selection from among existing records in your

company product table, UnzHazmat® displays the product detail screen.

You can enter all data related to the new product, or edit information about an existing product. The

product detail portion of the screen is shown below.

=

==l

Add New Froduct | save | bave and Hetumn to | ransaction Input | Uelete this Product |
Commercial Description |sdhesives [flammatle] Product Mumber |PO0s
Producer? VES -1 am the Produd v W8] Frice 0
- Domestic, Foreign
Commercial Uit of Measure | MAFTA Ehgble? ™ “esif Checked
ECCM Mumber | M&FT4 Preference Criterion I:E E
Licenze Mumber | MAFTA Origin E
. I5 the Product .

AES License | L*] 2vehici? [~ ‘esif Checked

Schedule B | Yehicle State | | = |
EIC D:udel | < | Wehicle Title |

Yehicle 10 Type |F'mduc:t | = |

|z Hazardous™? [~ ‘es Frint on Mon Resticted? [ Yes
I arine Pallutant’? [~ “Yes Set/Overide Prefiz H
Haz. Proper Ship. Mame |ﬁ1‘n.clhesives Haz. UM or 1D Mumber |-|133
Technical Name (If required]| Annatations A
Subsidiary Rizk | -
Hazardous Packing Group |||| Hazardous Class |3
Hazardous Flash Paint in F ERG Responze Mo. |-| 28
Hazardous Flash Pointin C |55 View ERG Responze ‘ Print ERG Response |
Iz Product ODTC Applicable? I~ Yes ODTLC Significant Military E quiprment ndicatar? [ “Yes
ODTC USHL Category Code | | E|
ODTEC Unit of Measure | | E|

-

NOTE: Pop-up screen help is available as you move your cursor over certain data fields to assist in

clarifying the field’s definition. You are also encouraged to review the glossary of terms and
abbreviations (starting on page 104) for further information about a field or term.
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Basic Fields

Commercial Description

Product Number

Producer (List Box)

Net Cost Method (List Box)

Commercial Unit of Measure

ECCN Number

License Number

AES License

Schedule B (button)

EIC Code (List Box)

Price

Domestic, Foreign or Military
(List Box)

Version UE5.0H 042210
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The following fields are part of the product detail.

Enter a description or name of your company’s products, as it
should appear on dangerous goods documents.

Enter any code used to identify this product within your
company.

Select from the items in the list to designate your level of
knowledge concerning the NAFTA eligibility of the product.

YES: | am the producer of the product

NO1.: I have knowledge of NAFTA eligibility

NO2: | have some written affirmation

NO3: | have a NAFTA certification from the producer

Select from among the items in the list to designate whether
the Net Cost method was used to qualify your goods:

e NC - Yes, we employed the net cost method

e NO - No, we did not employ the net cost method

The unit used to quantify and sell your products (e.g. box,
drum, each, etc). Note that this unit should match the unit
associated with the Schedule B description code you assigned
to this product.

If applicable, enter the Export Control Classification Code for
your product.

If you require a license to ship this product to a particular
country, enter the license number.

If you require a license for the U.S. Government’s Automated
Export system to ship this product, enter the license number.

Click this button to go to the Schedule B screen. The Schedule
B screen will allow you to search for and classify your product
according the U.S. Government’s Schedule B Commaodity
Codes (See page 33).

Select the Export Identification code that best describes your
product from the list.

Enter the selling price of each unit of this product.

The data you enter for the price field is the default price for the
product that is saved in the database. If the price for a
particular transaction is different from the default price in the
database, you can override the price on individual lines when
you enter the Items To Ship data.

Select from the choices in the list:
e Domestic: The goods are primarily manufactured in
the U.S., or with some imported parts that were
substantially altered by producers.

Unz & Co. www.unzco.com 800-631-3098 page 27



NAFTA Eligible Y/N

NAFTA Preference Criterion
(List Box)

Is the Product a Vehicle?

Vehicle State
Vehicle Title
Vehicle ID Type

Version UE5.0H 042210
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e Foreign: Goods are manufactured overseas, imported
and re-exported, in substantially the same condition as
imported.

e Foreign Military: Goods are sold to foreign military
organizations.

Check the box to designate whether the product is eligible for
special consideration under the NAFTA trade agreement.

If you do not check this box, the item will NOT appear on any
NAFTA forms.

Select an option from the list that designates the criterion
which entitles this product to preferential tariff treatment under
NAFTA

Mmoo w>

Check the box to declare the product as a vehicle.

If your exported item is a self-propelled motorized vehicle,
check the box. Once checked, UnzHazmat® activates the data
entry fields associated with a vehicle. If this box is not
checked, then the Vehicle State, Title and ID Type will not be
accessible.

Enter the U.S. state where the vehicle is licensed.
Enter the U.S. state where the vehicle is titled.

Select from the list to designate VVIN/product number.

For used self-propelled vehicles report the following items of
information as defined in 19 CFR 192.1:

i.  Vehicle Identification Number. Report the unique
Vehicle Identification Number (VIN) in the proper
format;

ii. Product Identification Number. Report the Product
Identification Number (PIN) for those used self-
propelled vehicles for which there are no VINs;

iii. Vehicle title number. Report the unique title number
issued by the Motor Vehicle Administration; and

iv. Vehicle title state. Report the 2-character postal
abbreviation for the state or territory of the vehicle
title.
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Dangerous Good Fields

UN or ID Number The U.S. Government UN number for dangerous goods, found
in the Emergency Response Guide (ERG).

NOTE: You can search for a chemical using the ERG locator
on the top portion of the products screen.

Haz Proper Shipping Name The name associated with the UN number for this compound,
as listed in the Emergency Response Guide (ERG).

NOTE: You can search for a Proper Shipping Name using the
ERG locator on the top portion of the products screen.

Technical Name (if required) Certain chemicals listed in the Emergency response guide,
usually designated N.O.S., require further information to fully
define the product.( e.g. “Flammable Liquids” may need
further definition as “gasoline” or “kerosene” or “butane”)
Enter a name that further defines your product.

Hazardous NA ERG No. For each hazardous material, you must provide written
emergency response information that includes instructions to
follow if a hazardous incident were to occur. The ERG
response required for a particular chemical is listed in the
Emergency Guide. Enter the response number associated with
your dangerous goods product.

NOTE: You can search for a chemical using the ERG locator
on the top portion of the products screen.

Hazardous Class Enter the hazardous class associates with your product.
e Class 1: Explosives
e Class 2: Flammable, Non-Flammable, & Toxic Gases
e Class 3: Flammable Liquids
e Class 4: Flammable Solids, Spontaneously
Combustibles, Dangerous When Wet
e Class 5: Oxidizing Substances and Organic Peroxide
e Class 6: Toxic and Infectious Substances
e Class 7: Radioactive Materials
e Class 8: Corrosive Materials
e Class 9: Miscellaneous Dangerous Goods
Subsidiary Risk Some dangerous goods may belong to more than one class.
The less serious of the hazard classes is considered subsidiary
risk.
Is Hazardous? Check the box to declare the material as dangerous goods.
Marine Pollutant Check the box to declare the goods as marine pollutants.
Hazardous Packing Group Enter the packing group for the hazardous material in Roman

Numerals. Three packing groups relate to the relative degree
of danger and the packaging requirements within several of the
hazard classes listed above.

Hazardous Flash Point in F Enter the lowest temperature (in degrees Fahrenheit) at which
the flammable liquid can form an ignitable mixture (the closed
cup flash point).
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Hazardous Flash Point in C

Print on Non-Restricted

View ERG Response (Button)

Print ERG Response (Button)

Enter the lowest temperature (in degrees Celsius) at which the
flammable liquid can form an ignitable mixture (the closed cup
flash point).

If your item requires an IATA Non-Restricted declaration,
check this box. If you have chosen the IATA Non-Restricted
declaration as one of your documents in this transaction, this
product item will be recorded on that form.

Press this button to display the detail page from the Emergency
Response Guide on your computer screen.

Press this button to print the detail page from the Emergency
Response Guide.

ITAR fields (Completed if applicable, and you have selected the SLI form)

Is Product DDTC Applicable?

DDTC USML Category Code
(List)

DDTC Unit of Measure (List)

DDTC Significant Military
Equipment Indicator

Check this box to indicate that the product is found on the U.S.
Munitions List (USML) and subject to Directorate of Defense
Trade Control regulations. If so, you must complete the next
three fields.

Select the appropriate category code from the options available
in the list.

Select the appropriate unit of measure from the options
available in the list.

Check this box if your product is considered “significant”
military equipment as prescribed by the ITAR.

After completing the fields as appropriate for your product, you may save the data entered, or if you have
arrived at a maintenance screen by coming in from a transaction input session, you can click on the save
and return directly back to the input screen using the Save and Return to Transaction Input button.

Version UE5.0H 042210
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Step-by-Step — Adding a Dangerous Goods ltem to your Product Catalog

1. Click Setup Master Lists.
2. Select Product Maintenance.
3. Search for a pre-loaded product by entering either the UN number or proper shipping name

in the first search field and press Search.

4. All products matching your search criteria will be displayed in the next field. Click on the
down arrow button to view all returned matches. When you locate the one you want to add,
highlight it. Its description, UN number and ERG response ID number will be
automatically added to those fields on the screen.

5. Click on Add New Product at the bottom of the screen.

6. Click Copy to My Products to add the information to your product database. Some, but not
all fields in this section will be automatically populated for you. The chemical name will
be added to the commercial description field and to the proper shipping name field. The
UN number will also be automatically entered. Mandatory fields are shown in XXXX

type.

7. In the Product Detail screen, enter the following dangerous goods information which is not
automatically populated for you:

a. Commercial Description: This field is pre-populated with the proper shipping
name of the material you added but this field can be changed to a trade name or
other unique identifier.

b. Product Number: Enter a unique product number.

¢. IsHazardous?: Click Yes if the material is a dangerous good (regulated for
transport)

d. Is Marine Pollutant?: Click Yes if the material is listed in 49 CFR 172.101
Appendix B or meets the criteria of a marine pollutant in the US or international
transport regulations.

e. Print on Non-Restricted?: Check this box to have this product print on the IATA
Non-Restricted declaration. If the product is hazardous, do not check this box.

f.  Haz Proper Shipping Name: will be populated for you. Check the entry to be
certain it is correct.

g. Technical Name: Enter the technical name, if required. Technical names are
required for entries with a G in Column 1 of the Dangerous Goods Table, those
with a star symbol in the IATA list of dangerous goods, and those showing special
provision 274 in the IMDG Dangerous Goods List. The technical name will
automatically print in parenthesis. If you wish to enter more than one technical
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name, separate the entries with commas.

h. Hazardous Class: Enter the hazard class or division number for the PRIMARY
hazard of this item.

i. Subsidiary Risk: Enter the hazard class or division number for any subsidiary
hazards. This information will automatically print in parenthesis in the proper
location on the dangerous goods forms. If there is more than one subsidiary
hazard, separate them using commas.

j- Haz UN or ID Number: This field is pre-populated for your dangerous good.
Check to be sure that this number is correct. ldentification numbers are defaulted
to UN numbers. If the identification number of your dangerous good is an 1D or
NA number, then you must change the UN in the Set/Override Prefix box to ID or
NA as appropriate.

k. Hazardous Packing Group: Enter the packing group, if applicable in Roman
Numerals.

I.  Hazardous Flash Point in °F: Mandatory for flammable liquids shipped under
IMDG. Enter the closed cup flash point in degrees Fahrenheit. This will print on
the IMDG declaration form.

m. Hazardous Flash Point in °C: Mandatory for flammable liquids shipped under
IMDG. Enter the closed cup flash point in degrees Celsius. This will print on the
IMDG declaration form.

n. ERG Response No.: This is pre-populated for you by the software and can be
used to help meet your emergency response information requirements. Check to
verify the number is appropriate for your dangerous good.

0. Annotations: Enter any additional information for this dangerous good. This field
can contain any information you deem appropriate. Do NOT use this field for
regulatory notations such as Limited Quantity or DOT special permit numbers.
Those items belong in the Authorizations column on the Transaction Input screen.
Use this Annotations field for any customer notes or non-regulatory product
information.

At the bottom of the product entry screen, you have the option of viewing or printing the
Emergency Response Guide information by clicking the appropriate button.

8. Save the information you just entered by clicking the Save button in the middle of the
screen. You then have a choice of adding another product (Add New Product),
returning to transaction input (Save and Return to Transaction Input), deleting the
product you just entered (Delete This Product) or returning to the main screen (Home
button at top of screen)
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Schedule B Code Locator

If you have selected the SLI form to accompany your dangerous goods declaration, UnzHazmat®
provides you with a Schedule B search engine. You may type in your 10-digit Schedule B number (no
spaces, no periods), or you may click on the Select Sch B Num. button to use the search engine function.

Enter all or part of a term to search then press the Load Grid button to
\ search for matching records
|
B UnzHazmat - Select a%edule B Number / E@i—hj
Enter Part of the D escrintion i e
heboratignt i
Schedule B Humber |Schedule B Description -
> 2901243000 ISOPREME [3-METHYL-1, 3BUTADIEME; 2-METHYL-1, 3-BUTADIENE] 1
03110010 CHLOROMETHAME [METHYL CHLORIDE)
290313Q000 DICHLOROMETHAME [METHYLEME CHLORIDE]
2903196010 METHYLCHLOROFORK [1,1,1-TRICHLOROETHAME)
2903301520 »@HYL BROMIDE
2905110000 METW [METHYL ALCOHOL) -
[ A v
Cloze the Cloze the Screen and Uze the
Screen Only St:lzedule B Humber 5elected
Copyright® 2010 Unz & Company, a diNgion of W’TS)Lé;:u. e, Uhzco.com 800-631-3098

Your results are displayed in \/
the list i Highlight an entry by clicking on the small

arrow to the left of your selection, then press the
Close and Use button

Fields on the Schedule-B lookup screen:

Search Term Entry Box To look up a particular Schedule B code, enter all or part of a
term to search for in the table, or leave the search term blank to
list all compounds in the table.

Load the Grid (Search) Button  Click the search button to begin searching.

Search Result (List) The drop-down box displays the results of your search. Click on
an entry in the list to select it.

Close the Screen Only Button Returns to the previous screen without saving your selection.

Close and Use Button Returns to the previous screen, transferring your selection to the
data screen.
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Certifications

This screen allows you to enter common phrases or text you can use as certification statements for those
forms that require certifications.

Enter all or part of a term If more than one record is returned,
to search, then press the Search button you can select the desired record from
the list

B UnzHazmat - Certifications
File GoTo

4 U

(1B The Internarional Trade Compliance Experns Since 1879

Certifications Maindenance

Select Certification to Edit or &dd New Below Y
Enter Part of the Certification Dezcription and Click on Search | Search |/
MHow uze the diopdown bo select the Certification to Edit true and accurate |

Certification Descrption |true and accurate

Certification Text | cedify that the information contained o thiz form is tue and accurate to the -«

bzt of my knowledge

Delete thiz Cértification Add New Certification Save Save and Return\te Tranzaction Input

Copyright® 20010 Unz & Company, a division of WTS Corp. www.unzco. corn B00-63N3098

Enter a tag to identify this text / Certification

Enter any free form text you want to
use as a certification on your forms
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Search Term Entry Box To look up a particular Schedule B code, enter all or part of a
term to search for in the table, or leave the search term blank to
list all compounds in the table.

Load the Grid (Search) Button  Click the search button to begin searching.

Search Result (List) The drop-down box displays the results of your search. Click on
an entry in the list to select that entry.

Certification Description Enter a short description to help you recall the text.

Certification Text Enter any freeform text you want to appear on your dangerous

goods transaction forms. You will be able to select the text using
its description from a drop-down list when entering new
transactions.

Delete Click to delete a certification record.

Add Click to enter a new certification record.

Save Saves your changes, and remains on this screen.

Save and Return to Returns to the previous screen, transferring your selection to the
Transaction Input data screen.
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Modes of Shipment

The mode of shipment screens allows you to enter any text that properly describes the mode of shipment
used by your company, such as:

Air
Ocean
Truck
Rail
Barge

Enter a term to search for
or leave the box blank to return all choices,
then press the Search button \

File GoTao

Home

Select Mode of Shipment to Edit or Add Mew Below

Enter Part of the Mode of Shipment Dezcription and Click on Search

Mo uge the dropdown to zelect the Mode of Shipment to Edit

Mode of Shipment Descrption I,.-_\i,

Delete Mode of Shipment | Add New | Save and Return to Tdansaction Input

Copyright® 2010 Ung & , adivigion of WTS Corp. wwwwy, unzeo.com 800-631-3092
A TR e 0

Click the Add button to add a new

entry in the list Select your choice from the results
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Fields on the Mode of Shipment screen:

Search Term Entry Box To look-up a particular mode of shipment entry, enter all or part
of a term to search for in the table, or leave the search term
blank to list all items in the table.

Search Button Click to begin searching.

Search Result (List) The drop-down box displays the results of your search. Click on
an entry in the list to select that entry.

Mode of Shipment Description Enter the code or text for your mode of shipment.

Delete Click to delete a mode of shipment record/code.

Add Click to enter a new mode of shipment record/code.

Save Click to save your changes, and remain on this screen.

Save and Return to Transaction  Click to return to the previous screen, transferring your
Input selection to the data screen.
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Downloading Changes for your Master Lists Tables

Many of the tables in UnzHazmat® are based on information published by United States government
agencies. This information can change frequently, for example, when a new port code is added, or a new
schedule B or SCAC code is released. UnzHazmat® makes it easy for you to stay up-to-date with
these changes, since you can download updates for your entire table, rather than having to type in each
change manually. Note: It is up to you to decide how often you want to update your tables.

Click on the Update Tables button to open the Online Table Maintenance
menu where you can download updates to your tables.

Home

Import and Export Data

| want to:

Import Data

Export Data

Update Tables

Copyright® 2000 Unz & Corpany, a divizion of "W TS Carp. s, unzco, com S00-631-3098
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Click on the desired button and UnzHazmat® will download the latest data from the US

government and update your tables appropriately. It is up to you to decide when and how often to
download updates. Some tables like port codes may change more frequently, while others like the

ERG table may not need to be updated more than once every 5-7 years.

B UnzHazmat - Table Maintenance
File GoTo Help

The Imiernaional Trade Compliance Experis Since 1879

Online Table Maintenance

Flease click on the buttons below to download table updates

Country Codes [DDTC) ITAR Descriptions

DDTC Umits of Measure Ports

USHL [DDTC] SCAC/IATA Codes

EIC Codes Schedule B Humbers

License Types | Units of Measure

Download ERG Table Updates | Zip Codes

Copyright® 2010 Unz & Compary, a division of WT5S Corp. www.unzeo,com 800-631-3033

Version UE5.0H 042210 Unz & Co. www.unzco.com 800-631-3098

page 39



UnzHazmat® User Manual

Entering Transactions

Using the Sample Transactions

In order to make it easy for you to learn how to use the program as a demo version, the program ships
“out of the box” with a number of sample transactions already loaded into the database. You can use the
Select an Existing Transaction button from the Main Menu to select any of these samples and modify
them as you wish. Note that these samples cannot be deleted, as the program retains all transactions
permanently for auditing purposes. When using the program for production, you can select a date range
that does not include the sample data.

Create New Transaction/Select Forms

To start a new transaction, click on the Create a New Transaction/Select Forms button from the
application main screen. UnzHazmat® will show the screen below.

When starting a new sale, the first task you must complete is to define what forms are required for the
particular transaction. You will also assign a short description, and your company’s reference number.

At times, you may forget a particular form or not know you needed one. UnzHazmat® allows you to
add forms to your transaction or remove forms at any time. You may return to this screen while you're
working in the transaction and change the selected forms. When you save your transaction, UnzHazmat®
will adjust all of the data entry screens, deactivating or graying out any fields that are not necessary for the
forms you select.
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[F3 UnzHazmat - Create Mew Transacti lect Forms
File GoTo Help

4 U

Thee International Trade Complianee Experix Since 1879

The Database Index field
is assigned by the system.
You cannot access or

Select Forms for this Transaction

Short Description |

Transaction 1D / alter this field
Database Index

Please check the forms you want to pyint for this transaction.
— Dangerous Materialz

[T 1&Té Dang. Goods Dec. [~ M0 Multkpodal Dang. Goods. Dec. [ 14TA Mon-Restricted Dec.
[~ Hazmat Domestic Bill of Lading

— Other Documents \
[~ Shippers Letter of Instruction [~ Packing List\

A

...ghdd New Transaction I Save and Go To Transaction Input

Copyright® 2010 Unz & Company, a division of W TS I:_nr. i, unzco. com S00-631-3058

%
To begin a new transaction, Add a description and a reference
click on the Add New Transaction button number that you can use to recall the
to activate the check boxes and transaction 1D transaction, and then save your
fields, then check any forms your sale will require transaction!
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Step by Step - Creating a New Transaction

1. On the Home Screen, select Create New Transaction/ Select Forms.

2. Ignore the check boxes next to the forms names and click on the Add New Transaction
button at the bottom of the screen.

3. Enter a short description for your transaction.

4, Enter a unique transaction ID.

5. Database Index is pre-populated for you by the software.

6. Place a check mark next to each document you will use for this transaction. You can select

as many as necessary and update/change this information at any time while in the
Transaction Menu structure.

7. Click Save and Go To Transaction Input.
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Select Pending/Closed Transactions

In the real world, things change often. Perhaps your client wants to add additional items, or you must
arrange for an alternate consignee or carrier. UnzHazmat® allows you to recall a transaction you entered
previously and change the data associated with the transaction. To begin modifying a transaction already
on file, click on the Select and Existing Transaction button from the application main screen.

Your first task is to locate the correct transaction. UnzHazmat® gives you three ways to find it:

e You can enter a date range during which you created the transaction.
e You can enter the reference number you assigned to the transaction.
e You can enter the reference number that UnzHazmat® assigned to the transaction.

Enter your search criteria, and then click on the Get Matching Transactions button. UnzHazmat® will
search its database and return all matching transactions in the data window.

Move the mouse pointer over the small arrow to the left of the transaction you want to work with and
click the left button on your mouse to select it. Using the buttons at the bottom of the screen, you can:

o Copy as New Duplicate the current transaction and assign a new reference
number. This is most useful if you frequently process transactions
that are similar but differ in one or two details.

e  Print/Send Forms Prepare the final paper documents.

e  Preview Forms View an image of the forms on the screen.

e Add/Delete Forms Go to the Select Forms screen to add or delete required forms.
e Transaction Input Go the main data entry screens.

A pending transaction is one that is in progress and upon which you may still be working. A closed
transaction is one that has been completed (all forms have been prepared, printed and/or sent). You can
copy either a pending or a closed transaction.

NOTE: If you have repetitive transactions where very little data from a previous transaction changes,
try the Copy As New button. This will create a copy of the previous transaction, permit you to
assign new references and dates, and then change only that data that is different from the previous
transaction from which you copied.
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Enter dates or a transaction reference number to search for, then
press the Get Matching Transactions button.

The grid/window displays your results.

File GoTo Help

¥ or a branzaction number here 2}

End Date |4;5,.'2[|1 0 Unz Tranzaction Mumber I
Select Pending Select Clozed r “our Tranzaction Mumber I

Tranzactions Tranzactions } . .
then click on the 'Get Matching Tranzactions' buttan

| Get Matching Transactions I

D£ Sold To Company Dezcription UMZ Tranz, Mo. our Trans, Mo, |Pending?

3192010 | Chern Buver Inc, Trangzaction 1 CARGO AIR Of oo
3 10 Chem Buyer Inc, Tranzaction 2 LIMITED QUAR T00z2
3192010 | Chern Buyer Lid. Transaction 3 MOS ExXAMPLE
37132010 | Chern Buyer Lid, Trangzachion 4 MARIME POLL
3/13/2010 | Chern Buyer Lid. Tranzaction 5 aLL FACKED Il
3/19/2010 | Chem Buyer Inc, Tranzaction 6 OWERPACK

4/5,/2010

S| O O | DO —
=) | =] =] <

Copy as New Print/5end Forms Preview Forms Add/Del Forms Transaction Input

Copyright® 2010 Unz & Company, a division of WTS Corp. v unzeo.com 800-631-3058

Select an entry by clicking on the small arrow to the left of the line
Use the buttons at the bottom of the screen to proceed

If you use a date range criterion for your search, you may select just pending transactions, just closed
transaction, or both by checking the box under the date fields. If you need to add a form to an existing
transaction, click on the Add/Del Forms button. To close a transaction so that it does not reappear as
pending when you perform a search, uncheck the box in the column titled Pending.
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Main Transaction Input

You’ve created a new transaction by assigning your reference number and selecting the forms that will be
part of that transaction. Now you have to complete the detailed information required for you to process
and file your transaction.

UnzHazmat® divides your transaction data into a number of display screens, each covering a portion of
the total information needed. The buttons at the bottom of each screen allow you to access the individual
screens. You do not have to complete the screens in a particular order. You can jump from screen to
screen entering the fields in the manner most comfortable for you. UnzHazmat® will keep track of your
data, and will not let you file your forms until all the required fields are complete. The display
screens/buttons for your transactions are:

Select Forms Click this button at any time to change the forms you want to
include in your transaction.

Transaction Input Includes the buyer, seller and reference numbers for your
transaction.

Basic Information Includes agent, carrier, and port information.

SLI Information associated with the Shipper’s Letter of Instruction
(SLI).

Items to Ship Actual items/products that will be included in your shipment.

Charges and Weights Charges and weight information.

Signers and Other Info Name, titles, and details of persons responsible for the
transaction, as well as any certifications you want to include.

Dangerous Goods Info Information associated with the dangerous goods that you are
shipping, along with their Emergency Response Guide
references.

Save Click on this button to save the current data. If you do not

have enough time to complete an entire transaction, you can
save the data, and then recall and finish the transaction later,
as described in Select a Pending /Closed transaction.

Warning!! If you try to enter information on one of the display screens and receive an error message
that says “No Records Found,” it means that UnzHazmat® has no data to use in one or more of the
drop-down list boxes on that screen. Go back to the Master Lists and enter at least one record for the
lists included on that screen
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Select Forms

This button takes you to the screen where you can add or modify the forms included in your transaction.
This screen was described in detail in the Create a New Transaction and Select a Pending/Closed

Transaction sections earlier in this document.

IMPORTANT!
If you add a new form to your transaction, and you click on the “Save and Go To” button, taking

you back to the transaction input screens, then you must re-check ALL of the transaction input
screens to see if any new data entry fields are active (highlighted), but have no data in them.
Why? Because the new form may require data elements that were not required by the forms you

originally selected.
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Transaction Input

If you need to add a new record for a
buyer or consignee etc, you can press
the M (Master List) button to jump to
the Master list screen for that group

Your company reference number
appears here

An asterisk(*) indicateya required field

o | B ||

. UnzHazmat - Maja Tranzaction Input

File GoTo Hel

22254

The Imfrnational Trade Compliance Experis Since 1879

4

|TTrnanr;36ﬂ Main Transac¢fion Input

Sellervendor* [Chemn Seller Ltd [~] ﬂ Custorner Reference Numberl—
Sold To/Buyer* [Chem Buger Inc, [~] ﬂ Customer Reference Date I—
Ship To/Consignee | [~] ﬂ Inwvaice Mumber —
Intermed. Consignee | [~] ﬂ Inwvoice Date —
Dorest. Consignee *|Ehemsignee |;| ﬂ Shipper Reference Number |TDD2—

Shipper Reference Date |

Select Forms Tranzaction Input | Basic Information | SLI | Items to Ship |

Chargesz. Weights | Signers, Other Info. | Hazardous Info | Save |

Copyright® 2010 Unz & Company, a division of WTS Corp. www.unzoo.com 800-631-3038

Click on these buttons to move /

among the different sections of your transaction

Here you can enter the fundamental data (buyer, seller, etc.) for your transaction. You can also move to
the other input screens for your transactions, using the buttons at the bottom of the screen.

You can navigate from screen to screen within UnzHazmat®
e Using the navigation buttons found on the bottom of each screen

e  Clicking on the Go To button in the menu bar at the top of each screen
e Using the navigation icons in the upper right of each screen
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Depending on the forms you select for a transaction, certain data fields will not be active because the field
is not required for the forms you chose. In the above example, the field Domestic Consignee is not active.
It has been grayed-out to indicate that you do not need to enter data in this field.

Fields on the Transaction Input screen:

Quick Link Navigation
Buttons

Transaction ID

Seller/Vendor (List)
Sold To/Buyer (L.ist)

Ship To/Consignee (List)

Intermediate consignee (List)

Domestic Consignee (L.ist)

Customer Reference Number

Customer Reference Date
Invoice Number

Invoice Date

Shipper Reference Number
Shipper Reference Date

Transaction Activity Buttons

Version UE5.0H 042210

The shortcut buttons in the upper right hand corner of the screen allow
you to move to other parts of UnzHazmat® with a single click of the
mouse.

This is the identification number you assigned to the transaction.
UnzHazmat® displays this number automatically, based on the
number you entered on the Select Forms screen. The ID number will
appear on most screens to help you keep track of which transaction
you are working on.

Enter the name of the person or company offering the dangerous goods
for sale.

Enter the name of the person or company to whom the dangerous
goods are sold.

Enter the person or firm to whom goods will be turned over for
delivery (i.e. consigned). For export control purposes, the
documentation differentiates between an intermediate consignee and
an ultimate consignee.

Enter the intermediate person or firm to whom goods will be turned
over for delivery (i.e. consigned). The intermediate consignee receives
goods, but will deliver them to other consignees required to deliver the
goods to the final destination.

Enter the person or firm incorporated within the U.S., to whom goods
will be turned over (i.e. consigned) for delivery as part of your
dangerous goods transaction.

Enter any customer supplied reference number for this transaction. For
example, the customer may provide you with their purchase order
number for this transaction.

Enter the date associated with the customer reference number.
Enter the seller’s invoice number for this transaction.

Enter the seller’s invoice date for the transaction.

Enter any reference number the shipper assigns for this transaction.
Enter the date associated with the shipper’s reference number.

Click the activity buttons at the bottom of the screen to move to any
other screen that you must complete for your transaction. You may
move among the various screens in any order that is convenient. You
do not have to complete the screens in a particular order.
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Basic Information

You now can move on to entering more information about the transaction. The Basic Information screen
provides fields for additional information, especially transportation and shipment data.

File GoTo Help

EETEE B Eal

The Imvernarional Trade Compliance Experis Since 1879

Transaction D i A
Basic Information

[rroe

Int'l Carrier New Century [+] M| ShipDate 43002009
Inland Carrier New Century [+] M| Billof Lading Number l4gg7e0C
FF Agent/CHB |Fnrwarder$ International |v| ﬂ “ehicle or Car Initial

Mode of Shipment | [-] M| PortofExport Sel. POE |[1in
Pro Mumber [DOC030415239 Ocean Fortof Dig. Sel. POD [[sess6
Raoute | ffiation r

Feterences Other

Containgrized I
|
|

Fackage harks

Select Forms | Transzaction Input | SLI | Items to Ship |

Charges, WeigM Signers, Other Info. ‘ Hazardous Info | Save |

Copyright® 2010 Uuzﬁompany, a divigion of WT5 Corp. wnm unzco. com 800-631-3098

These two buttons provide
official port codes and port names

An asterisk (*) indicates a required field for some transactions. None of these fields are mandatory
for dangerous goods transactions

Fields on the Basic Information Screen:

Quick Link Navigation Buttons  The shortcut buttons in the upper right hand corner of the screen
allow you to move to other parts of UnzHazmat® with a single
click of the mouse.

Transaction ID This is the identification number you assigned to the transaction.
UnzHazmat® displays this number automatically, based on the
number you entered on the Select Forms screen. The ID number
will appear on most screens to help you keep track of which
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International Carrier (List)

Inland Carrier (List)

Freight Forwarding
Agent/CHB (List)

Mode of Shipment (List)

Pro Number
Route
Containerized (Yes/No)

References Other

Package Marks

Ship Date

Bill of Lading Number
Vehicle or Car Initial

Port of Export

Port of Destination

Airport of Destination

Special Instructions

Transaction Activity Buttons

Version UE5.0H 042210
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transaction you are working on.

Enter the name of the company with whom you have signed a
contract to transport dangerous goods between the U.S. and a
foreign country.

Enter the name of the company with whom you have signed a
contract to transport dangerous goods within U.S. borders.

Enter the name of the company you use as your freight forwarder
for this transaction.

Enter the manner in which the goods will be transported (ocean,
air, etc.).

Enter the domestic carrier’s shipment identification number.
Generally, the name of the carrier on a domestic bill of lading.

Check the Yes box if the goods are shipped in commercial
shipping containers.

Enter any miscellaneous references you want to add to the
transaction documentation.

Enter any descriptive marks imprinted on the package materials.
Enter the data the goods will be shipped.

Enter your bill of lading number.

Enter a sea container, truck trailer, or rail car number.

Enter the code for the city/port where the goods will leave the US.
You can use the lookup function to find the correct code for your
Port of Export (POE).

Enter the code for the city/port where the goods will enter the
country of final destination. You can use the lookup button to
locate the correct code for your Port of Destination (POD).

If shipping by air, enter the code for the POD.

Enter any additional special notes or instructions that should be
printed on your dangerous goods documentation.

Click the activity buttons at the bottom of the screen to move to
any other screen that you must complete for your transaction.
You may move among the various screens in any order that is
convenient. You do not have to complete the screens in a
particular order.
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Ports of Export — Ports of Destination

The POE/POD screen allows you to locate the correct code for the ports that are part of your transaction.

Enter a term to search for
or leave the box blank to return all choices,
then press the Load the Grid button

5. UnzExport - Select a Port of Export @E&J

St Pt e e Dt i =T
the bios at right el b
Part 1D Port N ame Port or Diztrict
N 1101 PHILADELPHIA P
1108 PHILADELPHIA INTL. AIRPORT PA
1195 UPS PHILADELPHILA P,

ol th Cloze the Screen and
nse he Uze the Port of Export
Screen Only S elected
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The results box displays your matching transactions. Highlight the record that applies to your transaction
by clicking on the small arrow to the left of the record, then click on this button to use the code in your
transaction

Fields on the Port of Entry/ Port of Destination screen:

Search Term Entry Box To look up a particular port code, enter all or part of a term to
search for in the table, or leave the search term blank to list all
items in the table.

Search Button Click the Load the Grid button to begin searching.

Search Result (List) The grid displays the results of your search. Click on an entry in
the list to select it.
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Close the Screen Only Button Closes the screen, but DOES NOT transfer the port code to your
transaction.

Save and Return to Transaction Closes the screen and transfers the selected port code to your
Input transaction.
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SLI

On this screen, you enter information relevant to the Shipper's Letter of Instruction. The SLI was
historically associated with the Shippers Export Declaration form (SED); however, the SED is no longer
accepted by U.S. government agencies. The SLI remains as a means of conveying shipping details to the
parties involved in your transaction.

I =,
59 UnzHazmat - Shipper's Letter ofInstructionfShiEEr's Eort Declaraﬂom

File GoTo Help

. =2

The Imernavional Trade Compliance Experis Since 1879

el

Transaction 1D

Mooz | SLI Information

Farties to Transaction [Non Related [-] X2 InBond Cade [
Prepaid ar Collect? [Collect [~] Routed Expaort? [ Check for'ves ﬂ
Insurance? [~ Check for Yes Ajr or Ocean | [~]
Insurance Amount b Consalicdated or Direct | [~]
Ahandan/ReturnMatify | [~] Country of Ulimate Destination | [~]
Point (FTZ)/State of Qrigin |

Entry Number [

YesselMoyvage WVDY)

Select Forms ‘ Tranzaction Input | Basic Information | | Items to Ship |

Chargesz. Weights | Signers, Other Info. | Hazardous Info || Save |
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UnzHazmat® activates most data fields on this input screen only if you have selected the Shipper’s
Letter of Instruction as one of the forms in this transaction.

An asterisk (*) indicates a required field for some transactions. None of these fields are required
for dangerous goods transactions.

Reminder: UnzHazmat ®will permit you to enter data only for those fields that are required to complete
the forms you have selected. Unnecessary fields are grayed out so that you cannot enter data that is not
needed.
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Fields on the SLI:

Quick Link Navigation
Buttons

Transaction ID

Parties to Transaction (List)

Prepaid or Collect? (List)

Insurance? (Y/N)

Insurance Amount
Abandon/Return/Notify (List)

Point (FTZ) / State of Origin

Entry Number

Vessel/Voyage (VVD)

In Bond code

Routed Export? (Y/N)

Version UE5.0H 042210

The shortcut buttons in the upper right hand corner of the screen
allow you to move to other parts of UnzHazmat® with a single
click of the mouse.

This is the identification number you assigned to the transaction.
UnzHazmat® displays this number automatically, based on the
number you entered on the Select Forms screen. The ID number
will appear on most screens to help you keep track of which
transaction you are working on.

Check Related if transaction is between a USPPI and foreign buyer
when one of the parties owns 10 percent or more of the other
party’s voting securities at any time during a fiscal year if
incorporated or equivalent if unincorporated. Otherwise, check
Non-related.

Select Prepaid if you will pay the international shipping charges.
Select Collect if the buyer will be paying the international shipping
charges.

Check Y if you wish to insure the shipment above the carrier’s
stated limit.

Enter the amount of insurance for the transaction.

Select from the list to declare what should be done with the goods
if your freight forwarder cannot deliver the goods.

Enter the state code for the (Free Trade Zone) state from which
goods originated.

Enter the entry number for goods imported into the U.S. for goods
subject to duty drawback.

Enter the name of the ship or vessel/voyage number for the ship
transporting your goods.

Enter the code for bonded goods (if any) under which the goods
will be exported from the US.

A routed export transaction is where the foreign principal party in
interest (buyer) authorizes U.S. forwarding or other agent to
facilitate export of items from the United States. In a routed export
transaction, the foreign principal party in interest authorizes a U.S.
forwarding or other agent to prepare and file the export
documentation. The exporter (USPPI) must maintain
documentation to support the information provided to the
forwarding or other agent.

i Name and address of the USPPI
ii. U.S. principal party in interest’s EIN
iii. Point of origin (State or FTZ)
iv. Schedule B description
V. Domestic (D), Foreign (F), or FMS (M) Military code
Vi. Schedule B number
vii. Quantity/unit of measure
viii. Value
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Air or Ocean (list)

Consolidated or Direct (list)

Country of Ultimate
Destination

Transaction Activity Buttons

Version UE5.0H 042210
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iX. Upon request from the foreign principal party in interest or
its agent, the Export Control Classification Number
(ECCN) or sufficient technical information to determine
the ECCN; and

X.  Any information that it knows will affect the
determination of license authority.

Select Air or Ocean to instruct your freight forwarder to ship your
goods via that transport mode.

Select Consolidated to instruct your freight forwarder to include
your goods with those from other exporters shipping to the
destination.

Select Direct to instruct your freight forwarder to ship your goods
by themselves using an individual bill of lading or airway bill of
lading.

Enter the end-point country where the goods will be delivered.
Click the activity buttons at the bottom of the screen to move to any
other screen that you must complete for your transaction. You may

move among the various screens in any order that is convenient.
You do not have to complete the screens in a particular order.
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Items To Ship

Here is where you list the products that will be part of your transaction. You may want to review the
information for product maintenance under the Master Lists section of this User Guide.

Most often, you locate a product using the ERG search tool, and then copy that information to your
company’s product table, adding any other data required.

The search tool on the Items to Ship screen will only find those products that you have previously entered
into your company’s product table.

What is it that you are actually shipping as part of this transaction? You can find a product record in
your company product table by typing in some or all of the product description and then click on the
Search button. Alternatively, you can click on the drop-down menu arrow button and scroll through the
products in your database. Highlight the one you want and click on the Replace Selected Row button.

Enter all or part of the term to Your results appear in the list box.
search for, and then press the search Click on the small down-arrow to
button see all the items that match your

An asterisk (*w:ates a required field search //

# - ’
5 Urehammat T ioginput e o I [ (=

File GoTa Help

Mﬂie Teiternational Trade Complia

“our Transaction (D ItemsN\o Ship Info
TooZ i

Select the Product for the 'Current AActivalg ow

Tafind a Product, Enter Part of the
Product Dezcription to Search Far: |

Select the exact product from the - = =
list of matching items: |25 PO02 Paint [flammable) | E ﬂ

Experix Since I8

Add Product Row ‘ Replace Selected Row ‘ Delete Selected Row ‘ Sorted Alphabetically
1 X X

ERG Grozd Weight | Met Weight ] Mumber of « [IAT.

Your Product 1D ID Mo, R K]~ KG] Freight Clazs " T_l,l|:¥ of Packages It

p |POO2 1263|128 o\ 9 1] 1 Fibreboard Box 305

POOZ 1262|128 1 \ ne 1] 10 FibreDpard Box 3l

| | b
Select Fprms Transaction Input | Basic In}\elmalinn ‘ SLI | \ |
Charges, Weights | Signers, Dt\er Info. ‘ Hazardous Info | Ss\\re |

Copyright® 2010 Unz & Company, a division DI\/TS Corp. wins. unzco. com 800-631-3098 \

First, click on the Add Product Row Click on the Replace Selected Row Click here to sort
button to add a new blank button to copy the results of your search your product rows
Item to Ship record to the current Item to Ship row alphabetically
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If a product is not in your company table, click on the M button to go to the Master List Product
Maintenance screen, where you can add or edit your existing products.

Within each product row, you must enter information about the product that is unique to this particular
shipment. You'll need to scroll from left to right and enter information that is unique to this transaction.

If you have saved a unit price for a product in Iltem Maintenance, enter the quantity, skip the unit price
field and enter any other data. The Unit Price will appear once you press Save.

NOTE: Depending on the items you are shipping, your transaction may be subject to regulations
governed by IATA or the DOT. The Items to Ship screen contains different fields that are used to enter
Quantity and Type of package information for the IATA and the DOT. See the description in the table

below.

NOTE: UnzHazmat® does not maintain a table of weight, cube, quantity, etc. These are data elements
that change too frequently, transaction-by-transaction or customer-by-customer.

UnzHazmat® permits you to sort the items, both on the input screen, and on the printed forms that you
selected for the particular transaction. By clicking on the Sort button, the user can choose to sort items:

e Alphabetically by product description
e Numerically by product number
¢ In the order in which they were entered into this transaction

Fields on the Items to Ship Screen:

Quick Link Navigation
Buttons

Search Term Entry Box

Search (Button)
Search Result (List)

Add a Product Row (Button)

Replace Selected Row
(Button)

Sort Alphabetically

Delete Selected Row (Button)
Your Product ID

ERG ID

ERG Response

Version UE5.0H 042210

The shortcut buttons in the upper right hand corner of the screen
allow you to move to other parts of UnzHazmat® with a single
click of the mouse.

To look up a particular product entry, enter all or part of a term to
search for in the table, or leave the search term blank to list all
items in the table.

Click the search button to begin searching.

The drop-down box displays the results of your search. Click on an
entry in the list to select that entry.

Click to enter a new mode of shipment record/code.

Click on this button to copy the item found from your search to the
current product row.

Click on this button to change the way your products are sorted.
Click to delete a mode of shipment record/code.
The number your company uses to identify the product on this line.

The Emergency Response Guide UN number associated with this
product.

The Emergency Response Guide designated response. This is the
key number from the ERG that lists the steps that you must follow
in the event of a hazardous accident.
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Quantity
Unit Price
Gross Weight

Net Weight
Quantity Schedule B Units

Quantity Schedule B Units (2)

IATA Number of Packages
IATA Type of Packages

DOT Haz Qty and Type

Cubic

Transaction Activity Buttons

Version UE5.0H 042210

The number of items listed on this line that you are shipping.
The price that applies to the line item.

The total weight of goods including all packing and shipping
materials etc.

The weight of the specific goods, minus any packing materials.

The unit of measure quantity as defined within the Schedule B that
is to be reported through AES. This AES reporting unit of measure
quantity may be different from the commercial sales unit.

Depending on the correct 10-digit classification, there are occasions
where the Schedule B will require the exporter to report through
AES a second Schedule B unit of measure.

The number of packages in the shipment per IATA regulations.

The kind of packages being shipped (Example: bags, canisters,
drums, bags, and shipping containers).

For whole or partial shipments regulated by the Department of
Transportation, the number of packages that qualify as dangerous
goods, along with the type of package used.

The volume (where applicable) usually in cubic meters.

Click the activity buttons at the bottom of the screen to move to any
other screen that you must complete for your transaction. You may
move among the various screens in any order that is convenient.
You do not have to complete the screens in a particular order.
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Step by Step - Items to Ship

This screen is used to add products from your database to the transaction. Only products that have been
added using Product Maintenance can be added from this field.

1. Enter all or part of the product description into the search field and click Search. To return a
complete list of all products that have been loaded to your database, leave this field blank
and click the Search button.

2. Returned products will display in the field below. Click the down arrow button to view and
scroll down the complete list. Note: If you need to add a product that does not appear on
the list, click the M button to add a product manually. This will take you to the Product
Maintenance screen.

3. Highlight the product you wish to add to the transaction and then click Add Product Row.
This will add a blank row to the bottom half of the screen.

4, Click Replace Selected Row to copy your product into the blank row you just added. The
product ID, ERG ID and ERG Response Number will be copied to these fields automatically.
You will need to add the remaining fields that are associated with each product row
manually.

a. Gross Weight: Enter the gross weight of each package for this product in KG

b. Net Weight: Enter the net weight of dangerous goods for this product in KG (for
solids) or L (for liquids).

c. Freight Class: (not mandatory) enter the freight class, if known

d. Number of Packages: Enter the number of packages of this product that will be
offered in this shipment.

e. Type of Packages: Enter a description of the type of packages being offered.
Examples include “Fiberboard box” or “Steel Drum”. Do not use UN specification
codes except as supplementary information (“Fiberboard box (4G)”).

f. 1ATA Packing Instruction: Enter the appropriate packing instruction from the IATA
list of dangerous goods, column G, I, or K as appropriate.

g. Haz Authorization: This field is used to enter specific regulatory authorizations such
asLTD. QTY. or DOT special permit numbers. This field will print on the IATA
Authorizations field and following the basic shipping description on DOT and IMDG
documents.

h. Qty and Type of Packaging: This quantity information will appear on the DOT and
IMDG documents only. Enter the number and type of packaging such as 12 plastic
drums or 22 fiberboard boxes.
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i. Cubic — (not mandatory) enter the cubic volume if available.

5. To add more products to this transaction, repeat steps 1-4 as necessary. When finished, click
Save.
6. Click on the Hazardous Info button to enter additional specific regulatory information about

the dangerous goods you have added to this transaction.
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COD and Freight Charges

If you have selected the SLI form to accompany your dangerous goods shipment, the software will
determine what data fields you must complete on this screen.

- S
. UnzHazmat - Transaction Input - COD, Other CharEes, Weights Informm

File GoTo Help

The lmtermational Trade Compliance Expers Since 1879

Transaction |0

Charges and Weights

TTO0Z2

Domestic Freight Charges  [Prepaid =]
COD Collection Amount i

COD Collection Fee i

Select Forms Transaction Input | Basic Information | SLI ‘ Items to Ship |

| Signers, Other Info. | Hazardous Info H Save |
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Fields on the Charges and Freight screen:

Quick Link Navigation Buttons  The shortcut buttons in the upper right hand corner of the screen
allow you to move to other parts of UnzHazmat® with a single
click of the mouse.

Transaction ID This is the identification number you assigned to the transaction.
UnzHazmat® displays this number automatically, based on the
number you entered on the Select Forms screen. The ID number
will appear on most screens to help you keep track of which
transaction you are working on.

Domestic Freight Charges (list)  Select either Prepaid, Collect or Third Party Billing as
appropriate for your transaction.

COD Caollection Amount If the payment terms for your transaction are COD, enter the
amount that the freight forwarder should collect from the
receiving party.
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COD Collection Fee If the payment terms for your transaction are COD, enter any fee
amount charged by the carrier or freight forwarder for this
service.

Transaction Activity Buttons Click the activity buttons at the bottom of the screen to move to

any other screen that you must complete for your transaction.
You may move among the various screens in any order that is
convenient. You do not have to complete the screens in a
particular order.
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Signers and Other Information

In this screen, you enter information related to the person who is responsible for the accuracy of the
prepared documentation. This information is used to complete fields within selected forms where a
preparer’s name, title, etc. is necessary.

You will also be able to place any certification statements that you want to see on certain forms (where
certifications are appropriate, such as the U.S. Diversion Statement, or “the invoice is true and correct”
type of statements).

Choose any text statements that you want to use as a certification on your
forms. Note that you must have previously created your certification
statements using the Master Lists section of the program

An asterisk (*) indicates a required field /

9 UnzHazmat - Transacticn Input - Signers, Other Information E@g

File GoTo Help
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Transaction 1D

o Signers. Other Info.

First Marne of Signer I Certification 1 | [~] M
Last Marne of Signer I Certification 2 | [~] M
Title of Signer | Pack. List. Ins. -
Cate Signed |
Telephone Mo. of Signer |
Ermail Address of Signer |
Fackage Dimensions | -
Select Forms Tranzaction Input | Basic Information | SLI | Items to Ship |
Charges, Weights | Signers, Other Info. | Hazardous Info || Save I
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Fields on the Signers Screen:

Quick Link Navigation Buttons

Transaction ID

First Name of Signer

Last Name of Signer

Title of Signer

Date Signed

Telephone Number of Signer
Email Address of Signer
Package Dimensions
Certification (1)

Certification (2)

Pack. List Instructions

Transaction Activity Buttons

Version UE5.0H 042210

Unz & Co. www.unzco.com 800-631-3098

The shortcut buttons in the upper right hand corner of the
screen allow you to move to other parts of UnzHazmat® with
a single click of the mouse.

This is the identification number you assigned to the
transaction. UnzHazmat® displays this number automatically,
based on the number you entered on the Select Forms screen.
The ID number will appear on most screens to help you keep
track of which transaction you are working on.

Enter the signer’s first name.

Enter the signer’s last name.

Enter the signer’s title.

Enter the date that the signer signed the documentation.
Enter the signer’s telephone number.

Enter the signer’s email address.

Enter the dimension of the package in cubic meters (m°).

Select any certification text statement that should appear on
your dangerous goods documentation. You must have
previously created the text statements using the Master Lists
section of the program.

Select any certification text statement that should appear on
your dangerous goods documentation. You must have
previously created the text statements using the Master Lists
section of the program.

Enter any instructions that should appear on the packing list.

Click the activity buttons at the bottom of the screen to move to
any other screen that you must complete for your transaction.
You may move among the various screens in any order that is
convenient. You do not have to complete the screens in a
particular order.
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Hazardous Material Transport Information

Enter specific information for each dangerous goods product using the Master List for Product
Maintenance screen.

The hazardous materials/dangerous goods screen records information specifying whether the shipment is
transported by ocean carrier or air carrier. The information may be for the whole shipment, or any part
of the shipment containing dangerous goods.

You must enter data in this screen if any of the items in the transaction are dangerous goods. If your

transaction does not contain dangerous goods, you may bypass this screen. See the illustration on the
following page.

Version UE5.0H 042210 Unz & Co. www.unzco.com 800-631-3098 page 65



UnzHazmat® User Manual

An asterisk (*) indicates a required field

Completed by the company/person who has Completed by the person who has prepared the
loaded and sealed a sea container to be offered IATA or IMO dangerous goods declaration

for ocean movement

B3 UnzHazmat - Transaction In,

File GoTo Help

Thee International Trade Compliance Explrix Since 1879

Transaction |D Hazardous Transport

Tooz

Emergency Response Contact
Frowvider (Company’) Company of Signer (Shipper) Cherm Buyer Ltd,
Contract Mumber Mame of Signer(=hipper) * Bty Angel

Emergency Phone NMumber* 800-555-1212 Title of Signer (Shipper) ™ Logistics Manager
Date Declaration was Prepargd Flace of Signer (Shipper) ™ Dell, Louiziana LS4
Date of Signing (Shipper) * 341972010

Ocean Shipments Air Shipments
Sailing Date l [ Allowed on Pass. Aircraft? * ¥ Check for Yes |
VesselMaoyage (VVD) [ lzPRadioadlive?* [~ Check for Yes
Company of Containerload [ Flacards Tendered? [~ Check for Yes

MName of Cantainer Load r
Title of Cantainer Load r
Flace of Container Load r
Date of Container Load r
Seal Mumber r

Hazardous Container Used? [~ Check for Yes

N |
Container Size and Type
Select Forms Tranzaction Input ‘ Bazic Information ‘ SLI | Items to Ship |
Charges. Weights ‘ Signers, Other Info. ‘ || Save |
Coperight® 2010 Unz & Compary, a divizion of "W T5 Corp. www.unzoo.com 800-631-3033
¥ |
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Fields on the Hazardous Info Screen:

Quick Link Navigation
Buttons

Transaction ID

The shortcut buttons in the upper right hand corner of the screen
allow you to move to other parts of UnzHazmat® with a single
click of the mouse.

This is the identification number you assigned to the transaction.
UnzHazmat® displays this number automatically, based on the
number you entered on the Select Forms screen. The ID number
will appear on most screens to help you keep track of which
transaction you are working on.

Fields for Shipment by Ocean Carrier

Sailing date

Vessel/voyage (VVD)

Company of Container Load

Name of Container Load

Title of Container Load

Place of Container Load
Date of Container Load
Seal Number

Hazardous Container Used?
(YIN)

Container Size and Type

Enter the date that the ocean vessel carrying your dangerous
goods is scheduled to depart.

Enter the ship/vessel name or voyage number.

If your goods are part of a containerized shipment, enter the
name of the company who physically loaded your goods into the
container.

Enter the name of the person signing the dangerous goods
declaration.

Enter the title of the person signing the dangerous goods
declaration.

Enter the place where the container was loaded.
Enter the date that the contained was loaded.
Enter the seal number placed on the container or conveyance.

Check Yes if the goods were placed in a hazardous sea container
for transport.

Enter the size and type of the container used.

Fields for shipment by Air Carrier

Company of Haz Signer
(Shipper)
Name of Haz Signer (Shipper)

Title of Haz Signer (Shipper)
Place of Haz Signer (Shipper)
Allowed on Passenger
Aircraft? (Y/N)

Is Radioactive? (Y/N)
Haz Placards Tendered? (Y/N)

Version UE5.0H 042210

Enter the name of the company tendering these goods for
shipment.

Enter the name of the person signing the dangerous goods
declaration.

Enter the title of the person signing the dangerous goods
declaration.

Enter the place where the dangerous goods declaration was
signed.

Check Yes if the goods are allowed to be transported on both
passenger and cargo aircraft.

Check Yes if the goods contain radioactive materials.

Enter Yes to indicate that placards were supplied by you (if
required).
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Other Fields

Haz Emergency Contact Enter the name of the person or third party emergency response
provider who should be contacted in the event of a hazardous
event/emergency.

Transaction Activity Buttons Click the activity buttons to move to any other screen that you
must complete for your transaction. You may move among the
various screens in any order that is convenient. You do not have
to complete the screens in a particular order.
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Step by Step — Hazardous Transport

An asterisk (*) indicates a required field. The required fields are:

1.

10.

Company of Haz Sign. (Shipper): Enter the full name of the company that is offering the
dangerous goods or, is the shipper of the dangerous goods.

Name of Haz Signer (Shipper): Enter the name of the person who will be signing the
dangerous goods declarations / shipping papers. Ensure this person has been adequately trained
and certified on dangerous goods regulations.

Title of Haz Signer (Shipper): Enter the title of the person signing the dangerous goods
declaration / shipping papers.

Place of Haz Signer (Shipper): Enter the location (city and state) where the dangerous goods
declaration is prepared and signed.

Date of Haz Signing (Shipper): Enter the date (DD-MM-YYYY) the dangerous declaration
will be signed.

Allowed on Passenger Aircraft: Check this box if the consignment is within the limits
specified for passenger aircraft and have been prepared in compliance with passenger aircraft
packaging requirements. If this box is not checked, then Cargo Aircraft Only will display on
the shipping document.

Is Radioactive: Check this box if the shipment contains Class 7 radioactive materials. 1f no
radioactive material is present in the consignment, leave this box unchecked.

Haz Placards Tendered: Check yes if your facility will offer or provide hazard class placards
for this consignment. This is not a mandatory field and is provided solely for your convenience
in documenting that placards were offered

Haz Emergency Contact: Enter an emergency response telephone number that can be reached
at any times during the transportation of the dangerous goods. For international shipments, be
sure to enter the number including the country and area codes.

Haz Emergency Information Provider: If using a third party provider for emergency
response information, enter the name of the provider in this space along with the name of the
shipper or the entity that holds the contract with the third party provider.
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Printing and Filing Your Forms

You’ve finished entering data for your transaction. It is time to review the information you entered for
completeness and accuracy before printing your final forms.

You can access the Print Preview screens using either the navigation buttons at the top right corner of the
screen, or by clicking on the GoTo option of the menu bar, and selecting Preview Forms.

Click GoTo/Preview Forms or click
the View icon to open the Preview
Forms screen

F
iy UnzHazmaB—,MﬁTransadion

File | GoTo | Help

Preview Forms %%gg ===

Print/Send Forms

Create Mew Transaction/Select Farms

Select An Existing Transaction

Tral FMaster Lists

action Input

rTo Report Selection

Sell Additional User Functions Customer Reference Numberl—
2ol Main Menu Customer Beference Date |—
Ship To/fConsignee | Irevaice Mumber |—

Irvoice Date |
Shipper Reference Mumber |
Shipper Reference Date |

Intermed. Consignee [Barbara Brown

ER|ER|EN
[z |= |=

Domest. Consignee * Barbara Brown

Select Forms Tranzaction Input | Basic Information | SLI | Items to Ship |

Charges, Weights | Signers, Other Info. | Hazardous Info | Save |
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Preview Forms

You can preview the forms that make up your transaction. Only the forms that you originally selected
for this transaction will be highlighted and available for preview. Click on the Preview button to display
the form.

If you want to review a paper copy of the forms, click on the Print Draft for All Checked Forms
button at the bottom of the screen. The forms checked will print to your printer.

NOTE: Occasionally, your form may fail to preview. In the majority of cases, this is because a required
field is empty. If this happens, return to the transaction screens and carefully review each enabled field

for the appropriate data. For certain fields, you may have to enter the term ““none” rather than leave the
field empty.

Click on the Preview button to see a copy of your completed form displayed on the screen

B UnzHazmat - Preview Forms

File GoTo Help

The Imternarional Trade Compliance Expers Sinee 1879

Transaction ID Preview Forms

TT002

Click the preview buttan nextto the farm you wagdto see on your screen. Tao print a draft,
check the form(s) desired and click on the 'Prigt Draft For All Checked Forms' button below)

[~ I1ATA Dang. Goods Dec.
[ IMO Multirmodal Dang. Goods. Dec.
[~ 1ATA Mon-Resticted Dec.

| Shippers Letter of Instruction
r

Preview Preview

Preview

Preview

[ Hazmat Domestic: Bill of Lading Preview

| Print Draft for All Checked Forms |
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Click here to print a DRAFT paper copy of the
form that you can review. Only the forms that
have been checked will be printed

This form was not selected to be part of
the transaction....but you can always
return to the “Select Forms” screen and
add it if you need to do so
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If you’ve reviewed your forms, and found that information is missing or must be corrected, you can click
on the Get icon at the top right hand corner of the screen, or select Go To from the Menu Bar and select
Main Transaction Input from the drop-down menu. Check each input screen to see what data

field you may have overlooked.
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Print/Send Forms

If you have reviewed your forms, and are satisfied with the results, you can:

e  Print the forms
e Email an image of the form to someone

Select the Menu Bar at the top of the screen and click on the Go To button. Select Print/Send Forms
from the drop-down menu. You can choose whether you want to print a form to your local printer, select
the number of copies to print and/or email a .PDF image of the form to another party involved in the
transaction (only one copy goes to the email recipient).

Example: If you want to print three copies of IMO Dangerous Goods Declaration and email a Shipper’s
Letter of Instruction to your freight forwarder,
1. Check the Print checkbox in front of the IMO and SLI forms,
2. Enter “3” in number of copies:
3. Check the Email column for the SLI form.
4. Select the forwarder’s email address from the drop-down menu.

S i rnsserd o L) ==

File GoTo AESUpdates Help

Th\mrernarional Trade Compliance Expers Sinee 1879

Print/Send Forms

CheckNhe formis) desired and click on the 'Print/Send Checked Forms' button below.

Frint Ernail Copies Frint  Ernail Copies
[~ [ Shippers Netter of Instruction ’1_ [ [ |ATA Dang. Goods Dec. |1_
i 1 W [ MO Mulimodal Dang. Goods. Dec. [1

™ [ IATA Mon-Restricted Dec. [T
[ [ Hazmat Domestic Bill of Lading [T

Email; | |v| ﬂ Print/Send Checked Forms
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NOTE: Only the forms you originally selected will be highlighted and available on the Print/Send Forms
screen.

There is an M button associated to the email address in the Print/Send Forms screen. Clicking on this
button will take to you a screen where you can select a different email address from the address book, or
add and edit email addresses within the address book. You can also create and edit email lists so that you
can send selected documents to multiple recipients at one time.

Reminder: When you print the IATA Dangerous Goods Declaration, the paper MUST have the
required RED border hash marks. You can:
e  Print using a color printer. UnzHazmat® will print the red borders.
e Obtain paper with red border hash marks that you can use in a non-color printer.
Supplies of this paper (Item # 030-062L) can be obtained from Unz & Co. (800-631-3098).

There is no substitute for the red border hash marks on this form. Your shipment will be rejected
otherwise.
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Email Address Maintenance

Email Address Maintenance allows you to enter new addresses for individuals, or create lists of people to
whom you can send your forms.

To add a new email address to the database, first click on the Add New Email Address button in the
individual email addresses section of the screen. To edit an existing email address, click on the arrow
button to see a list of all existing addresses in your database. Click on your selection to edit the
data. When finished adding or editing, click on the Save button. The same process applies to creating
or editing email lists.

UTEEEEE—— e

File GoTa

The Imvermational Trade Complianee Experis Sinee 1879

Email Maintenance

|ndividual Email Addresses
Select the Email Account to Edit |Fir$t |dger | - |

Mame  |First Liser

Email Address |
Add New Email Address Save ‘
Email Lists
Select the Email List to Edit  [First List [~]

Mame  |First List

Select An Email Address to Add |Fir$t |dger | - | Add Current |
iew the Current Contents of the List |N|:|ne | - | Delete Current |
Add New Email List Save |

Save and Return to Print/Send Forms ‘
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Fields on the Email Maintenance Screen:

Quick Link Navigation The shortcut buttons in the upper right hand corner of the
Buttons screen allow you to move to other parts of UnzHazmat®
with a single click of the mouse.

Save and Return to Print/Send  Click this button to return to the Print/Send forms screen.
Forms (Button)
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Fields for Individual Email Addresses

Email Account (List)
Name

Email Address

Add New Email Address
(Button)

Save (Button)

Fields for Email Lists
Select Email List (List)

Name

Select an email Address to
Add (Button)

View the Contents of the List
(Button)

Add Current (Button)
Delete Current (Button)
Add a New Email List

(Button)
Save (Button)

Version UE5.0H 042210

Select the email account that you wish to edit from the
drop-down list.

Add or edit the name of the person to whom the email
address belongs.

Enter the actual email address for the person.

Click this button if you want to add a new email address
that is not already in the list.

After adding or editing your data, click this button to save
the changes permanently.

Select the email list that you want to edit from the drop-
down list.

Enter a name/label that will identify this list in the drop-
down boxes.

Select an individual email address to be inserted into the
email list.

Click this button to see all of the entries in the selected list.

Click this button to add the individual email address shown
to the selected email list.

Click this button to remove the individual email address
from the selected email list.

Click this button to create a new email list.

After adding or editing data, click this button to save the
changes permanently.
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Management Reports

Management reports provide a quick way to print lists of Shipments, Products and Customers based on a
series of selections you can make on the screen. Use these reports to review or audit your transactions.
You can select:

Transactions between specific dates

Open or Closed transactions (or both)

Whether to display the report on the screen or print the report
Select all Shipment/Customers or just a single one

Select whether to show all products or just a single one

You set your report criteria, preview the report on the screen, and then print the report to your local
printer.

Enter your report selection criteria here

B9 UnzHazmat - Reports ‘/_/ \\ M-
/ . il

File GoTo Help
The Imvermational Trade Corplia Experis Yince 1879
Report
Enter 'our Selection Critéria Here
Send\to Screen or Printer?
Start Date End Date |3/3/2010

e Screen " Printer

Tmsscins -/ ¥ Trmscters T
Select All Zustomers [Saold To's] or Only the One Dizplayed? elect All Productz or Only the One Dizplayed?
(o Al " Only the One Selected Below e Al " Only the One Selected Below
Beth's Batteries | - | }ﬁCEtal | - |
Shipments |
Products |
Customers |
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Click on one of these buttons to print the report using the criteria you entered
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Fields on the Management Reports Screen include:

Quick Link Navigation
Buttons

Start Date

End Date

Select Pending Transactions
(Check Box)

Select Closed Transactions
(Check Box)

Select All customers( Radio
Button)

Customers (List)
Send to Screen or Printer

(Radio Button)
Select All Products (Radio

Button)
Products (List)
Shipment (Button)

Products (Button)

Customers (Button)

Version UE5.0H 042210

The shortcut buttons in the upper right hand corner of the
screen allow you to move to other parts of UnzHazmat®
with a single click of the mouse.

Enter the date for the beginning of the reporting period
you want to see.

Enter the date for the ending of the reporting period you
want to see.

Place a check mark in the box to include pending
transaction in the report.

NOTE: You can click both pending and closed
transactions in the same report.

Place a check mark in the box to include closed
transactions in the report.

NOTE: You can click both pending and closed
transactions in the same report.

Click either the All button, or the One button to limit the
customers included in the report.

If you selected One customer using the button above,
select the customer from the drop-down list of customers.

Click either the Screen or Printer radio button to display or
print the report as desired.

Select either the All button or the One button to include all
products or limit the report on one product.

If you selected One product, select the desired product
from the list.

After entering your dates, and making your selection
criteria, click this button to print the shipment report.

After entering your dates, and making your selection
criteria, click this button to print the product report.

After entering your dates, and making your selection
criteria, click this button to print the customer report.

Unz & Co. www.unzco.com 800-631-3098
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The following images show examples of the three types of reports based on the sample data used
throughout this document.

Shipment Management Report

SHIPMENT REPORT for the period 51172007 To 51172009 Print Date: 5/11/2009

Shipper Reference No.  090414-3678 Reference Date  4/14/200% Sold To Global Products Limited
Date of Product# Product Description Transaction No. Quantity Invoice No. Unit Price  Extended Price
Export
43072008 P-00M-045 Krylon Clear Coat 0904140002 1000 IV3456 $7.95 $7,950.00
Total for Shipment Reference #  090414-5678 §7,950.00
Grand Total 57.,950.00

Customer Management Report

2

CUSTOMER REPORT for the period 5/11/2007 To 5M1/2009 Print Date: 5/11/2009

Customer Reference No. 0804140001 Reference Date 4/1/2009 Sold To Global Products Limited
Date of Product# Product Description Transaction No. Quantity Invoice No. Unit Price  Extended Price
Export
4302008 PO01-045 Krylon Clear Coat 0904140002 1000 13456 $7.95 §7,950.00
Total for Customer Reference #  050414-0001 57,950.00
Grand Total $7,950.00

Product Management Report

PRODUCT REPORT for the period 511/2007 To 5/11/2009

Print Date: 5/11/2009
Product# P001-045 Product Description  Krylon Clear Coat

Date of Transaction No. Sold To Quantity  Invoice Mo.  Unit Price  Extended Price
Export

4/30/2009 0904140002 Global Produdts Limited 1000 V3456 5795 £7,950.00

Total for Product#  P-001-045 1000 $7,950.00

Grand Total 1000 $7,950.00

Version UE5.0H 042210 Unz & Co. www.unzco.com 800-631-3098 page 79



UnzHazmat® User Manual

User Preferences

User Preferences

You get to this screen from the UnzHazmat® Main Menu by clicking on the Setup My Preferences
button.

Tell the Unz & Co. Representative this machine
name when you call for your registration code

o o e ]

-

5 UnzHazmat - User Preferences

File GoTo Help

Home

Click here if you do
not have a color
printer and want to

The Tiversiational Trade Conpliance Experts Since [879

ForAdmin User:

Computer M ame

lUser Preferences

UnzHazmat®
prompt you to enter

The computer name far this PC is:  IT01 stock with pre-

printed borders for
IATA and IMO forms

Fegistration Key Code: [ Register

Prompt for Paper Stock/Color Printer Option

| do nothawe a color printer; . W

OF use this color printer: [\SNSSERVERTAHP Laser et 2100 Series PCLE Browse Printers

Enter the path
to the printer
you want to use
as your default
Signatures printer here

[ Include digital signature on hazardous farms

Signature path and file name: | Select File Save

Copyright® 2010 Unz & Company, a division of "WT5 Corp. wke. unzco.com 800-631-3093

\ N
Check this box to tell You can scan and save an image of your
UnzHazmat® that vou want to signature to be used on your forms. Enter the
include an image ofyyour path to a file containing an image of your

signature on the forms signature here
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Printer Settings

In this section, you can set the default printer. Once you select a printer, all UnzHazmat® reports print to
that printer. You can change your default printer by going back into the Setup My Preferences screen and
making another printer selection.

Printing Color Forms

The only form in UnzHazmat® that requires color is the IATA Dangerous Goods Declaration. This form
requires RED hash marks down the left and right edges of the form.

If you have a color printer, UnzHazmat® will print the required red hash-mark borders on the form as
it is being printed.

If you do not have a color printer, check the radio button labeled Prompt for Special Stock. By
checking the button, UnzHazmat® will prompt you to place pre-printed stock paper with colored borders
into your printer before the form begins to print. You can obtain stock paper for the IATA forms with a
red border from Unz & Co. as Item # 030-061L. You can also obtain stock paper for the IMO Dangerous
Goods forms that has blue borders preprinted on the forms. Unz & Co.’s product number is Item # 030-
086L.

Signatures

UnzHazmat® allows you to use an image of a script signature on those forms that require a signature.
Enter the full path to a file on your computer’s disk drive that contains the image file, in the field
provided for that purpose (Example: c:\ETFPS\JohnDoe.bmp).

NOTE: For best quality, you should scan and size your signatures as closely as possible to the space
required on the form.

Fields on the User Preference Screen:

Quick Link Navigation The shortcut buttons in the upper right hand corner of the screen
Buttons allow you to move to other parts of UnzHazmat® with a single
click of the mouse.

Print UNZHAZMAT® forms Enter the path to a printer that UnzHazmat® will use to print all
using this printer of your forms. Set one of the options using the radio buttons for
color forms.

NOTE: If you set the color forms radio button to print using the
default printer, but do not have a color printer, UnzHazmat®
will print the borders using standard black ink.

Browse Printers (button) Click this button to see a list of all printers that your computer
can use to print documents. Select the one you want to use for
printing UnzHazmat® documents.
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Use the Default printer to Set this radio button if the printer you selected as your default
print color forms printer is able to print color forms. The IATA forms will print
with RED borders. All other forms print only in black and white.

Prompt for Special Red Stock  Set this radio button if you DO NOT have a color printer, and
want UnzHazmat® to ask you to insert pre-printed stock forms
before printing the IATA Dangerous Goods form.

Include Digital Signatures on Check this box to tell UnzHazmat® to include your signature
forms image on your forms.

Include Digital Signatures on Check this box to tell UnzHazmat® to include your signature
Hazardous form image on dangerous goods forms.

Signature path and file name Enter the full path to the directory and file where your signature
image is stored.

Select File Click this button to browse to the directory and file you want to
use for your signature.

Save (button) Click this button to save the file you selected permanently. You
can reselect and resave a different file whenever you need to
change the signature included on your forms.

Machine Name Your registration code is matched to your machine name. When
you call Unz & Co. to get your registration code, give the
representative this machine name so they can generate the
correct registration code.
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Import and Export Features

One of the advanced features of UnzHazmat® is the ability to import data from other systems.
The Import feature lets users take data from existing legacy, CRM, or export programs and bring it into
the UnzHazmat® database. This section will explain how to use the Import and Export features.

UnzHazmat® import and export functions are based upon Microsoft Excel. You must have Excel loaded
on your machine in order for the import function to work.

The file you wish to import must be an Excel file and have a specific layout (i.e. a “template” explained
below) Excel will accept most types of data files, including comma delimited, field delimited, text files
and a variety of other data formats.

When importing data, the application will not overwrite previously imported records. You can add new
records, not previously imported, to the database as many times as necessary using the import function.
However, if you attempt to use the import function a second time and your import data contains any
previously imported record(s), your import will fail.

To perform a bulk load of a complete, unedited database from some other program into UnzHazmat,®
the UnzHazmat® database must be empty. If you load data, but later find errors, and want to reload the
entire database, you must delete all records from your UnzHazmat® database.

If you have only a few records that contain errors, it may be more efficient to delete those records from
your UnzHazmat® database, and then create an Excel spreadsheet containing only those records to be
re-imported.

On the Export side, the data in the UnzHazmat® database can be copied into Excel files, which you can
use to populate your other databases.

You will need to setup your Excel files before you can import them into the appropriate tables. (See the
section on Setup of Import Templates on page 90).
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Getting to the Import and Export Menus

First from the UnzHazmat® main menu, click the Import and Export Data button.

\
EEETI S L e

File \GoTa Help

Trade Compliance Experiz Since 1879

UnzHazmat vesion son

| want to:

Setup Master Lists

Create Mew Tranzactionf/Select Forms

Select An Existing Transaction

\ Setup My Preferences

|
|
|
Print a Report |
|
|

Import and Export Data
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Then, click here to go to the Import Data screen.

4 UnxHazmat - Import 2

Horme

¢ Experis Since 1879

Import and Export Data

| want to:

Import Data

Export Data

Update Tables
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8 UnzHazmat - mport Data A o s

| File GoTo Help

¢ Experis Since 1879

Import Data
Select Seller Data | I Import |
Haleci Eaid To Hata | [CAETFPS MyBuyers. s Import |
Select Forwarding Agent Data | I Import |
Select Carrier Data | I Import |
Select Product Data | I Import |
Select Conzignees Data | I Import |
Select Producer Data | I Import |
Select Tranzaction Data | I Import |
Select Shipment Data | I Import |

Copyright® 2010 Unz & Company, a divigion of W TS Corp. . unzco, com 800-631-3033
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You can import data into nine tables. These tables are:

Seller Data

Sold To/Buyer Data
Forwarding Agent Data
Carrier Data

Product Data
Consignees Data
Producer Data
Transaction Data
Shipment Data
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On the Import Data Screen, you must identify the location of the Excel files you wish to import. (See the
section on Setup of Import Data Files on page 91). You may choose files for any of the tables that allow
data to be imported. Click on the appropriate Select Table Button. For example, we will use the Sellers
Data Table. The standard windows dialog will allow you to locate and select the file you want to import.
All the table import functions work the exact same way.

When you click a Select button, the Windows file

Select Sold-to/Buyer Data by clicking here. dialog will open to allow you to locate and select
the file you want to import.

& [ratiacmat - importDare A S (= 1] 5

Fil GoTa Help

The fvernational Trade Compliance Expens Since 1879

Import Dyata

Select Seller Data

x Import

[C:\MyData\myBuyers.xIs \ Import

Select Sold To Data

Select Forwarding Agent D ata

\ Import

Select Carrier Data

\ Import

\ Import

|
|
|
| \ Import
|
|
|

Select Conzignees Data

Select Producer Data Import

S

Select Tranzaction Data Import

|
|
|
|
Select Product Data |
|
|
|
|

Select Shipment Data Import

Copyright® 2000 Unz & Corpany, a divizion of "W TS Carp. s, unzco, com S00-631-3098

Then click the_Import button to begin
transferring data to UnzHazmat®

NOTE: It is important to name your files in such a way that you can recognize which files go to
which databases.
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Once your selected file is located and identified, you are ready to import the file into the database table.

Click on the Import button for the file that you want to use. The software will check the data integrity
your import file.

IMPORTANT

e You must have Microsoft Excel installed on your machine.
e  The Excel application should_not be open when you click on the import button.

UnzHazmat® will analyze the data within the Excel file and create status report for the import.

Import Results

- ; &J

e  Successfully imported

records 0 records were successfully imported.
° Records that had data 5 records had data errors,

errors (_|dent|f|ed inthe 0 records were previously loaded.

excel file)

See column 'Q" in the C\_Incoming'\ExportSellers.xls file for details
e Duplicate records that
were previously loaded

.

To see why records were not imported, click on the OK button. Open your Excel import file and scroll
right until you see the STATUS and ERROR fields.
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Identifying Import Errors

In order to see why records were not imported, open your Excel import file and scroll right until you see
the STATUS field and ERROR field.

SELLERS.Ms [Compatibility Mode] - Microsoft Excel

faut Farmulas Cata Review View Add-Ins @ - =
L 1 il o} P [ R
HOHE FAX FHAME LHAME STATUS ERROR
P9-999-9999 BEE-BB3-BE8E  John Brovwen Crata Error Inwalid ISACTIVE 2nlya " or "N may be entered.
Frank Rawler Crata Error Inwalid ISACTIVE 2nlya " or "N may be entered.
Lisa Hallery Diata Errar Invalid ISACTIVE Only a v or "N may enterad.
[0-555-2371 200-555-7281 Joseph Cvata Error Inwalicd ISACTIVE Gnlya "' or "N may be enterad
PO-555-1122 800-555-2918  Anne ans Crata Error Inwalid ISACTIVE 2nlya " or "N may be entered.
Status of the record after the running Definition of the error

the import procedure

In our example, you can see that the identified record has “Data Errors™ in the STATUS field and the
reason for the error is “Invalid ISACTIVE. Only a “Y” or “N” may be entered” as shown in the ERROR
field.

NOTE: If you are importing a large amount of records, you can sort on the STATUS field in order to get
all the data errors in one location within the file.

You should delete any records from Excel that were successfully imported to avoid getting additional
rejection messages. After you make corrections to the Excel file, save the file, close Excel, and re-import
any records that were unsuccessful on the first try.
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Setting up Import/Export Templates

Excel Templates

UnzHazmat® asks you for a location (directory) to place the software during the installation process.
The default location is C:/ETFPS. If you view that directory, you will notice nine Excel files with an
“xlIs” extension. These are the template files for the import feature and contain the field descriptive
information that the import program will look for.

NOTE: You should copy these files to a directory of your choice so as not to overwrite the originals.

—|

5 Cpen ‘ r
@‘ . v Computer » OS{C:) » ETFPS »
_ =

. - ao0 -
‘ Organize ~ ga8 Views ~ [ Mew Folder

Favorite Links Namef Date maodified Type »
) Documents JBI
B CARRIERS.Hs
&4 Recently Changed
& FORWARDAGENTS.Hs
B Desktop ) INTERMEDIATE CONSIGMEE .5
L3 & PRODUCERS A5
Falders v EPRODUCTS. s
. Downloads B SELLERS s
. Drivers @_]SHIPP*ﬂENTS.J-ds
[]|  E]soLDTOSHs
E TRAMSACTIONS 45
B
v |Escel File \ ~|
\
[ Open |¢}\[ Cancel ]

Location of the files. This is where you Select the template file you want to
installed the program. The default use from among the .xls files in the
location is c:\ETFPS directory

Version UE5.0H 042210 Unz & Co. www.unzco.com 800-631-3098 page 90



UnzHazmat® User Manual

Record/Field Description

Let's look at how you can determine the record/field descriptions for the Excel files. All the Excel
Template files are set up the same way. We will use the Seller file as our example. To set up data to
populate the Seller Data Table, we will need to open the SELLERS.xIs file in Excel.

Row 1 contains the fields that can be imported into UnzHazmat® Looking at the bottom of the Excel
window you will see two worksheet tabs. A tab for the particular file you are using (in this case,
SELLERS) should be visible. The DOCUMENTATION tab is explained next.

[Se——~— 1 T _ . - == g
_i/mg\ g . " = SELLERS:ds [Compatibility Macde] - Microsoft Excel - i
J Hame Insert Page Layout Farmulas Data Review View Add-Ins 'Q) - g x
N18 - £ |
| J K L [t} il e} P L=}
1 | ZIPCODE EIN EIN_TYPE PHOHE FAX FHAME LHAME STATUS ERROR
2 19001 11111111111 € 995-999-9999 8B8-883-8888  John Brown Data Error Invalid ISACTIVE. Only a " or 'N' may be entered,
3 34209 123-22-3333  E Frank Rawvler Data Error Invali ar N ntered
4 12988 999-99-9999 E Lisa Halley Data Errar Irvali Tar M entared,
5 3902 E B00-555-3371 B00-555-7231 loseph Wellings Data Error Irvali far M 2 entered
5} 12764 E 800-555-1122 800-555-2918  Anne Parsons Data Error Invali TIVE. Onlya ™ or 'N' may be entered.
T
g
q
10
11
12
13
14
15
H 4+ M| Sellers < DOCUMENTATROM %0
Ready ;ﬂ
AN = =

Click on the DOCUMENTA%N tab.
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SELLERSxs [Compatibility Mode] - Microsoft Excel
—/ Hame Insert Page Layout Farmulas Data Review View Add-Ins L7]
A2 - ﬁr| CUST SELLER_KEY
A B e D E F G
1 [EIELDNAME DESCRIPTION TYPE DIMENSION REQUIRED NOTES
2 ISELLER Key from existing system Text 25 fes
3 CO_MNAME Cormpany Name Text 23 Mo
4 [ISACTIVE Is this Carrier Active? Mo means deleted. Yes/No YoorN Mo
5 (COUNTRY AES Country Code-Must be "US" Text 2 Mo
5 |ADDRESST Address Line 1 Text 32 Mo
7 ADDRESS2 Address Line 2 Text 32 Mo
g CITY City Text 25 Mo
9 |STATE 2 Digit State Abbreviation Text 2 Mo
10 | ZIPCODE ZipCode Text 10 Mo
11 |EIN (Ermployer) Tax ID Murnber Text 1 Mo
12 |[EIN_TYPE EIM Type D=Duns, 5=55M, E=EIM, T=Foreign Text 0LSorE Yes Reguired only if EIN is provided
13 |PHOME Phone MNumber Text 15 Mo
14 |FAX Fax Mumber Text 15 Mo
15 |FMAME First Narne of Contact Text 13 Mo
16 |LMNAME Last Mame of Contact Text 20 Mo
17
18
19
20
21
22
23

Now you will notice within the new worksheet (DOCUMENTATION) that Row 1 contains header
information. (FIELDNAME, DESCRIPTION, TYPE, DIMENSION, etc.). For the Seller table you
will notice for each record there are 15 fields that can be imported. They are identified in column A -
FIELDNAME. Each field has a DESCRIPTION of what that field is, the TYPE of field (Numeric, Text,
Y or N, etc), the DIMENSION of the field (how many positions the field can be), and if the field is
REQUIRED or not (Yes or No).

NOTE: If you are querying an existing database, extract the appropriate fields in sequence to match the
Excel documentation. You can use any tool capable of extracting data from your existing database. These
include tools already built in to your current application, or standard SQL tools such as ODBC and Microsoft
Access. If your database doesn't have certain information (e.g. EIN number), then just insert a blank field there
for importing purposes. Once you get your Excel file loaded with data and defined as described, then you are
ready to import your data as described earlier in this chapter.

NOTE: Fields that contain a YES in the REQUIRED column must have data in them or they will be rejected
during the import process.
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Exporting Data

From the Main Menu, choose the Import and Export button, and then select the Export Data
button on the Import and Export Menu.

Home

¢ Experix Since 1879

Import and Export Data

| want to:

Import Data

Export Data

Update Tables

Copyright® 2010 Unz & Company, a division of "W TS Corp. www.unzco, com S00-631-3038
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The Export Data screen will appear and the first thing you will have to select is where you want to place
your exported files.

Select the drive and folder where you want to
put the exported spreadsheet

9 UnzHazmat - Export Data bﬂ-- . E@g]

File GoTe Help

rtHome

The Imiermaidonal Tragé Complla

/

Experts Nince 1879

Export Data

Select drive:

| = ; [05] vl Expont Seller Data

Export Sold To Data

Select where to save file:

Export Tranzaction Data

[ADELL - Export Forwarding Agent Data |

(2 dimenzion3000 driver i

([ dactermp (o Export Carrier Data |

([ Downloads

(0 Drivers Export Product Data

(L drvrtrnp P |

[;-I ETFPS i Export Conzignees Data |
Enter Excel file game [without extension  xk) Export Producer Data |
|MySeIIers{ ¥LS |

|E:'~.MySellers \ Export Shipment Data
Co

wright® 2010 Unz & Company, a divizion of WTS Corp. wans unzeo. com 800-631-3098

Eio =

Enter a file name for your spreadsheet. Be careful to name the file appropriately for the button you
select (the table of data that will be exported) so that you know what type of data the file contains (e.g.
sellers, buyers, etc.)

Press one of these buttons to export that particular table/type of data

You can export data from nine different tables in your UnzHazmat® database. These tables are:

Buyer Data

Sold To Data
Forwarding Agent Data
Carrier Data

Product Data
Consignees Data
Producer Data
Transaction Data
Shipment Data
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Appendices
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Appendix A - Export License Codes (ELC)

License
Code Description
C30 Licenses issued by BIS authorizing an export, re-export, or other regulated activity.

The term “license” does not include authority represented by a “License Exception.”
EAR99 may be reported as an ECCN.

C31 Special Comprehensive License (SCL) Part 752.

C32 No License Required (NLR) Part 758

The items that are covered by entries on the Commerce Control List, which have a
reason for control other than or in addition to Anti-Terrorism (AT).

C33 No License Required (NLR) Part 758

All other NLR items filed under the ““NLR”” provisions of the EAR Part 758 that are not
covered by C32. Use C33 and report the ECCN if the commodity is controlled ONLY
for Anti-Terrorism (AT).

For Census purposes, use C33 for shipments between the U.S. and Puerto Rico and
from the U.S. to the U.S. Virgin Islands.

C35 Limited Value Shipments (LVS) Part 740.3
Only allowed for Destination in Country Group B
EAR99 may NOT be reported as an ECCN.

C36 Shipments to B Countries (GBS) Part 740.4
Only allowed for Destination in Country Group B
EAR99 may NOT be reported as an ECCN.

C37 Civil End Users (CIV) Part 740.5
Only allowed Countries of Destination in Country Group D1
EAR99 may NOT be reported as an ECCN.

C38 Restricted Technology and Software (TSR)
EAR99 may NOT be reported as an ECCN.

C39 Computers (CTP) Part 740.7

License Exception CTP has been revised and is now known as License Exception APP.
License Code C39 is replaced with License Code C53.

C40 Temporary Imports, Exports, and Re-exports (TMP) Part 740.9
Items temporarily in the U.S.; Beta Test Software.
C41 Servicing and Replacement of Parts and Equipment (RPL) Part 740.10

Consolidates the following categories: One-for-one replacement of parts; servicing and
replacement of equipment.

C42 Government and International Organizations (GOV) Part 740.11 (AES or EEI not
required). Consolidates the following categories: International safeguards; shipments to
U.S. agencies and personnel; shipments to agencies of cooperating governments.
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C43 Gift Parcels and Humanitarian Donations (GFT) Part 740.12  (AES or EEI not
required) Consolidates the following categories: Gift parcels; Humanitarian
donations.

Ca4 Technology and Software — Unrestricted (TSU) Part 740.13  Consolidates the
following categories: Operating technology and software; Sales technology and
software; Software updates; General software.

C45 Baggage (BAG) Part 740.14
C46 Aircraft and Vessels (AVS) Part 740.15  (AES or EEI not required)
C49 Trans-Alaska Pipeline Authorization Act (TAPS) Part 754.2
Permits the export of Alaskan North Slope crude oil.
C50 Encryption Commodities and Software (ENC) Part 740.17

Permits the export and re-export of any key length encryption commodities and
software after review; permits the export and re-export of any key length encryption to
U.S. subsidiaries without review.

EAR99 may NOT be reported as an ECCN.
Csl License Exception Agricultural Commodities (AGR) Part 740.18
Authorizes exports and certain re-exports of agricultural commodities to Cuba.
C53 Computers (APP) Part 740.7
Adjusted Peak Performance (APP) replaces Composite Theoretical Performance (CTP)
EAR99 may NOT be reported as an ECCN.
C54 Short Supply (Western Red Cedar — WRC) Part 754.4
EAR99 may NOT be reported as an ECCN.
C55 Short Supply (Crude Oil Samples — SAMPLE) Part 754.2
EAR99 may NOT be reported as an ECCN.
C56 Short Supply (Strategic Petroleum Reserves — SPR) Part 754.2
EAR99 may NOT be reported as an ECCN.

Cs57 Authorization for Validated End-User for Certain Authorized Exports and Re-exports
of Commerce Control List items to the People’s Republic of China and India.

EAR99 may NOT be reported as an ECCN.

C58 Free Exchange of Information allows export and re-export of consumer products
related to communications and exchange of information to Cuba.
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Appendix B - Export Identification Codes (EIC)

Choose a specific, applicable type/condition...

CH

Cl

FS

FI

TP

ZD

Version UE5.0H 042210

Shipments of goods donated for relief or charity provided for in Chapters
1 through 97 of Schedule B. Specific goods listed below should be
reported under the appropriate Schedule B Chapter 98 numbers as follows:

1. Commingled food products — Schedule B# 9802.10.0000

2. Medicinal and pharmaceutical products — Schedule B#
9802.20.0000

3. Wearing apparel — Schedule B# 9802.30.0000

4. Other goods donated for relief or charity — Schedule B#
9802.40.0000

Impelled shipments of goods donated for relief or charity provided for in
Chapters 1 through 97 of Schedule B. Specific goods listed below should
be reported under the appropriate Schedule B Chapter 98 numbers as
follows:

1. Commingled food products — Schedule B# 9802.10.0000
(Impelled)

2. Medicinal and pharmaceutical products — Schedule B#
9802.20.0000 (Impelled)

3. Wearing apparel — Schedule B# 9802.30.0000 (Impelled)

4. Other goods donated for relief or charity — Schedule B#
9802.40.0000 (Impelled)

Foreign Military Sales program conducted on the basis of formal contracts
or agreements between the U.S. government and an authorized recipient,
being shipped on a commercial carrier.

Impelled Foreign Military Sales program conducted on the basis of formal
contracts or agreements between the U.S. government and an authorized
recipient, being shipped on a commercial carrier.

Shipments of merchandise imported under a Temporary Import Bond
(T1B) for further manufacturing or processing.

Shipments of merchandise imported under a Temporary Import Bond
(TIB) to be repaired or altered in the United States (Report value of repairs
only under Schedule B # 9801.10.0000).

Shipments destined to International Waters.

Temporary exports of domestic merchandise which are to be processed,
manufactured or assembled abroad and returned to the United States.

North American Free Trade Agreements (NAFTA) duty deferral
shipments. Customs entry type “08” filed as entry type “06” with correct
reporting of FTZ number and entry summary number from entry
summary.

Unz & Co. www.unzco.com 800-631-3098

Report complete shipment
and commaodity data.

Report complete shipment
and commaodity data.

Report complete shipment
and commaodity data.

Report complete shipment
and commaodity data.

Report complete shipment
and commodity data.

Report complete shipment
and commaodity data.

Report complete shipment
and commaodity data.

Report complete shipment
and commaodity data.
Report complete shipment
and commodity data.

Include the FTZ Number
and the Entry Number.
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...or report ‘other’ (OS or OIl) when no specific type/condition applies

oS

ol

GS

MS

CR

GP

HH

HV

Version UE5.0H 042210

All other exports.

All other exports (impelled).

Shipments to U.S. government agencies and their employees for their
exclusive use (15 CFR 30.53):

1. Office furniture, equipment and supplies

2. Household goods and personal property

3. Food, medicine or related items and other commissary supplies

4. Books, maps, charts, pamphlets, and similar articles shipped by
U.S. government offices to U.S. or foreign libraries, government
establishments or similar institutions

5. All commodities shipped to and for the exclusive use of the
Panama Canal Zone Government or the Panama Canal Company

All shipments consigned to the U.S. Armed Forces for their exclusive use
(15 CFR 30.52) including those to:

1. Armed services exchange systems

2. Military bases for construction and maintenance

Goods moving under a carnet (international license — not entered).

Shipments under U.S. Government contract for the construction of
facilities overseas.

Personal and household effects and tools of trade, including usual and
reasonable kinds of furniture, clothing, instruments, tools, and other
effects, provided that the articles are (15 CFR Sec. 30.56):

1. Owned by the exporter (USPPI) or his/her immediate family

2. Inthe possession of the exporter (USPPI) at the time of or prior
to departure

3. Necessary and appropriate for the use of the exporter (USPPI) or
his/her immediate family

4. Intended for the exporter’s (USPPI’s) use or the use of his/her
immediate family, and

5. Not intended for sale.

Personally owned vehicles being exported as household effects, provided
that the vehicles are (15 CFR Sec. 30.56 (a3)):

1. Owned by the exporter (USPPI) or his/her immediate family

2. Inthe possession of the exporter (USPPI) at the time of or prior
to departure

3. Necessary and appropriate for the use of the exporter (USPPI) or
his/her immediate family
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Report complete shipment
and commaodity data.

Report complete shipment
and commodity data.

Report complete shipment
and commodity data.

Report complete shipment
and commodity data.

Report complete shipment
and commaodity data.

Report complete shipment
and commaodity data.

Do not report the following
data elements:

- Foreign/Domestic
Indicator

- Schedule B/HS Number
Unit of Measure (1)

- Quantity (1)

- Unit of Measure (2)

- Quantity (2)

The following data elements
are always required:

- Value of Goods

- Shipping Weight

Report complete shipment
and commodity data.

Include VIN, Title Number
and US State of Title.
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4. Intended for the exporter’s (USPPI’s) use or the use of his/her
immediate family, and
5. Not intended for sale.

IS Shipments of merchandise imported under a Temporary Import Bond
(T1B) for return in the same condition as imported:

1. Goods previously imported for testing, experimentation,
demonstration, review, etc.

2. Goods previously imported for exhibition, illustrations, etc.

3. Samples, models previously imported for review or for taking
orders

4. Goods previously imported for participation in races or contests

5. Animals previously imported for breeding, exhibition

TE Temporary exports which are not sold or offered for sale and are at the
time of shipment definitely intended to be returned to the United States in
the same condition as exported:

1. Goods for exhibition or demonstration and return to the United
States

2. Goods to be tested or evaluated and returned to the United States

3. Goods to be inspected, calibrated, etc. and returned to the United
States

4. Goods to be repaired and returned to the United States

5. Goods for participation in races or contests

6. Goods for temporary use in international waters or for temporary
use in foreign countries for research, exploration, construction
and similar projects.

TL Merchandise exported under lease where the leasing period is less than
one year.

UG Single gift parcels as encompassed by Office of Export Administration
General License GFT (15 CFR 30.55(q)).

DD Other exemptions:

Currency (both U.S. and foreign)

Airline tickets

Bank notes

Internal revenue stamps

State liquor stamps (strip stamps are the same as liquor stamps)
Advertising literature

Export of articles imported temporarily for use by representatives
of foreign governments of international organizations or
members of armed forces of a foreign country)

Nogaks~wdNE

Version UE5S.0H 042210 Unz & Co. www.unzco.com 800-631-3098

Report complete shipment
and commaodity data.

Report complete shipment
and commaodity data.

Report complete shipment
and commaodity data.

Report complete shipment
and commaodity data.

Report complete shipment
and commodity data.
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Appendix C - Description of UnzHazmat® Forms

Emergency Response Information

UnzHazmat® Software includes an integrated electronic version of the 2008 Emergency Response
Guidebook (ERG) which is the industry standard for emergency response information. Developed jointly
by the US Department of Transportation, Transport Canada and the Secretariat of Transportation and
Communications of Mexico, the ERG provides critical health and safety information to emergency
responders, shippers and transporters of dangerous goods / hazardous materials.

As a shipper of dangerous goods that require shipping papers, you are required to provide emergency
response information with each shipment. The ERG included with the UnzHazmat® software meets all
the requirements for emergency response information in 49 CFR 172.602(a). With one click, the software
allows you to print your shipping documents AND the relevant emergency response information directly
out of the ERG.  If you use the UnzHazmat® software, you no longer need to make separate copies of
the guidebook or include material safety data sheets with each shipment. The information in
UnzHazmat® has got you covered!

In addition, because we've integrated the ERG directly into our software, the information is always
available to you if you need it. Having the software in your shipping department or offices helps you to
meet the information maintenance requirements under 49 CFR 172.602(c)(2).

Failure to comply with the requirements in 49 CFR 172.602 can not only result in civil fines ranging from

$275 to $55,000 per violation but can also hamper the efforts of emergency responders, and delay
appropriate actions in response to a hazardous materials incident.

Inland Bill of Lading (Hazmat/ Non-Hazmat)

The domestic Inland Bill of Lading serves three very distinct and important purposes. It is a contract of
carriage between the shipper and the carrier; it serves as a receipt of goods by the carrier and indicates
condition of the goods at time of receipt; and it is a U.S. Department of Transportation required
declaration of the nature, type, quantity, and hazard of the dangerous goods tendered to the carrier.

Hazardous and non-hazardous goods may be combined on the same bill of lading. UnzHazmat® will

print all hazardous goods first followed by the non-hazardous goods. This is an acceptable method to
differentiate hazardous materials as authorized in 49 CFR 172.201(A)(1)(i).

IATA Dangerous Goods Declaration

The International Air Transport Association (IATA) requires that a Shipper’s Declaration for Dangerous
Goods accompany every shipment offered for movement via air whose content(s) are classified as a
dangerous good within the purview of the IATA Dangerous Goods Regulations, unless excepted. This
requirement covers both domestic as well as international movements in the air mode of transport.

It is the shipper, or party offering the dangerous goods, or a contracted designee, who is totally
responsible for the completion of the form and the accuracy of the information it contains. There is no
substitute for the approved IATA form. A forwarder or similar agent may prepare the form on behalf of
the shipper if a legal agreement exists and the forwarder or similar agent has been properly trained.
Regardless of who is completing the form, the responsibility for accuracy and completeness of
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information rests with the shipper.

The form to be presented to the air carrier must have red border hash marks. UnzHazmat® software will
print the form with a red hash mark border if you send the print job to a color printer (see the User
Preferences section on page 80). Alternatively, Unz & Co. can sell you a supply of paper stock that
contains a red diagonal hatched border. Request form 030-061L when ordering this form.

IATA Non-Restricted Declaration

Although not a regulated document, the IATA non-restricted declaration is useful for shippers of goods,
when the description may appear to be a dangerous goods item, but the product is not actually designated
as a dangerous goods item. The use of this declaration is the shipper’s affirmation that the good(s) being
offered for air transport have been properly evaluated and are not subject to the requirements of the IATA
Dangerous Goods Regulations.

IMO Dangerous Goods Form

The International Maritime Organization (IMO) and the United States Coast Guard require that all
shipments containing dangerous goods offered for movement via international ocean carrier be
accompanied by an IMO Dangerous Goods Form. It is the shipper, or party offering the dangerous goods
who is totally responsible for the completion of the form, and the accuracy of the information it contains.
A forwarder or similar agent cannot prepare the form on behalf of the shipper. The shipper must sign the
form attesting to its accuracy.

By convention, the form to be presented to the ocean carrier usually has a border showing diagonal
hatchings. This border may be either black or blue in color. UnzHazmat® software will print the form
with a blue diagonal hatched border if you send the print job to a color printer (See the User Preferences
section on page 80). A black diagonal hatched border is acceptable, but diagonal hatchings are not a
regulatory requirement. Alternatively, Unz & Co. can sell you a supply of paper stock that contains a
border of blue diagonal hatchings. Request form 030-084L when ordering this form.

Packing L.ist

A Packing List is an invaluable document in the conduct of both international and domestic trade.
Although the Packing List is not a document required by any U.S. government export regulation, it may
be required by your foreign customer as a requisite document for customs clearance of the goods into the
customer’s country. From a business perspective, the customer may need to document that, what the
shipment contains, is what the customer did order from the seller/shipper.

A well-prepared packing list is a valuable “map” of a shipment particularly if the shipment contains
multiple articles in multiple containers. In which container do we find which article in what quantity?
This may also assist the customer when processing goods through its own customs clearance if inspection
of some part of the shipment is required.

Finally, a packing list may serve the exporter well if at some point in the future a U.S. Government
agency challenges the export shipment as to its true contents. Prepared in the normal course of business,
the packing list will affirm that what was stated on the invoice and bill of lading is an accurate description
of what the exporter shipped abroad.
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Shipper’s Letter of Instruction

The Shipper’s Letter of Instruction (SLI) may be used by an international shipper/exporter as a means to
convey regulatory and logistics information to its foreign freight forwarder. This is especially important
if the forwarder is filing the AES record on behalf of the shipper. It provides a document trail of what the
shipper asked its agent to do and to submit in its behalf.

The filing of timely and accurate data within AES is a regulatory requirement for all export shipments.
This software allows you to update all the AES-related data tables so that you are always conveying the
correct and most current information contained within these tables (See Updating Tables on page 38).
Should a government regulatory agency at some future point challenge the shipper as to destination or
disposition of the international shipment, or the accuracy of the AES record filed, the retained copy of the
SLI will be the exporter’s evidence of its intentions for the shipment and the information that was
supposed to be conveyed on its behalf.
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Appendix D - Glossary of Terms and Abbreviations

Approval: Written authorization, including a competent authority approval, from the Associate
Administrator or other designated DOT official.

Bag: Flexible packaging made of paper, plastic film, textiles, woven material or other similar materials.

Blocks 23-25: These blocks of information on the Canada Customs Invoice ask the preparer questions
related to transport and packing charges for the shipment to Canada; the amount of the charges, and
whether they have been included in the price/value of the goods or if they are being included separately in
block 24.

Box: Packaging with complete rectangular or polygonal faces, made of metal, wood, plywood,
reconstituted wood, fiberboard, plastic, or other suitable material.

C: Celsius or Centigrade.

Cargo aircraft only: Aircraft that is used to transport cargo and is not engaged in carrying passengers.
The terms cargo aircraft only, cargo-only aircraft and cargo aircraft have the same meaning.

CC: Closed-cup.
CCI: Canada Customs Invoice

Class: National Motor Freight (NMFC) classification of the product being shipped. This classification is
used only on the domestic Uniform Straight Bill of Lading form.

Country of Origin: For Customs purposes, the country of origin of invoiced goods is the country where
the goods are grown, produced, or manufactured. Each manufactured article on the invoice must have
been substantially transformed in the country specified as the country of origin to its present form ready
for export. Certain operations such as packaging, splitting, and sorting may not be considered as
sufficient operations to confer origin.

Commerce: Trade or transportation in the jurisdiction of the United States within a single state; between
a place in a state and a place outside of the state; that affects trade or transportation between a place in a
state and place outside of the state; or on a United States-registered aircraft.

Competent Authority: National agency responsible under its national law for the control or regulation of
a particular aspect of the transportation of hazardous materials (dangerous goods).The Associate
Administrator of the Pipeline and Hazardous Materials Safety Administration (PHMSA) is the Competent
Authority for the United States.

Consignee: Person or place shown on a shipping document, package marking, or other media as the
location to which a carrier is directed to transport a hazardous material.

Cylinder: Pressure vessel designed for pressures higher than 40 psia and having a circular cross section.
It does not include a portable tank, multi-unit tank car tank, cargo tank, or tank car.

Country of Transshipment: Name of the country, where goods will be discharged, from a vessel or
aircraft, and transit through that country to reach their final country of destination.
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Consignee Domestic Consignee: Normally, the U.S. consignee on a domestic Bill of Lading. For
instance, you may prepare a short form Straight Bill of Lading to send your goods to your Freight
Forwarder's warehouse. In this case, your Freight Forwarder would be your domestic consignee.

Country of Transshipment: Name of the country where goods will be discharged from a vessel or
aircraft and transit through that country to reach their final country of destination.

Domestic transportation: Transportation between places within the United States other than through a
foreign country.

DOT: U.S. Department of Transportation.

Drum: Flat-ended or convex-ended cylindrical packaging made of metal, fiberboard, plastic, plywood, or
other suitable materials. This definition also includes packaging of other shapes made of metal or plastic
but does not include cylinders, jerricans, wooden barrels or bulk packaging.

EAR: Export Administration Regulations. The U.S. regulations governing the export of all goods not
specifically subject to the control of some other federal agency. (Example: military goods fall under
exclusive jurisdiction of the State Department's Traffic in Arms regulations).

EAR99: Provision within the Commerce Control List (CCL) for any item subject to the EAR but not
specifically provide for within a particular ECCN. In essence, a 'basket' provision for all items not
otherwise defined in the CCL.

ECCN: Export Control Classification Number. A designation found once you have classified your
exported product in the Export Administration Regulations (EAR), 15 CFR Part 774, Supplement 1, titled
the Commerce Control List (CCL).

EIC: Export Identification Code. A code used by the AES to qualify the nature of the export of the
particular product. UnzHazmat® provides a drop down menu from which you must select the qualified
nature of the exported product.

EIN: Exporter's Identification Number (often known as Employer’s Identification Number). For most
corporate exporters, this number will be their Internal Revenue Service (IRS) Number. If the exporter is
an individual, it will be that person’s Social Security Account Number (SSAN). If the exporter is a
business entity but does not have an IRS assigned number, then it may be the company’s DUNS number,
if the company is a D&B subscriber. However, there must be some kind of identification number.

EIN Type: When export data is submitted electronically via AES, this field of data identifies the nature
or type of the identification number being submitted.

Elevated temperature material: Material which, when offered for transportation or transported in a bulk
packaging: (1) Isin a liquid phase and at a temperature at or above 100 °C (212 °F); (2) Is in a liquid
phase with a flash point at or above 38 °C (100 °F) that is intentionally heated and offered for
transportation or transported at or above its flash point; or (3) Is in a solid phase and at a temperature at or
above 240 °C (464 °F).

Emergency Response Guidebook: UnzHazmat® Software includes an integrated electronic version of
the 2008 Emergency Response Guidebook, (ERG) which is the industry standard for emergency response
information. Developed jointly by the US Department of Transportation, Transport Canada and the
Secretariat of Transportation and Communications of Mexico, the ERG provides critical health and safety
information to emergency responders, shippers and transporters of dangerous goods / hazardous
materials.
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As a shipper of dangerous goods that require shipping papers, you are required to provide emergency
response information with each shipment. The ERG included with the UnzHazmat® software meets all
the requirements for emergency response information in 49 CFR 172.602(a) With one click the software
allows you to print your shipping documents AND the relevant emergency response information directly
out of the ERG. If you use the UnzHazmat® software, you no longer need to make separate copies of
the guidebook or include material safety data sheets with each shipment. The information in
UnzHazmat® has got you covered!

In addition, because we've integrated the ERG directly into our software, the information is always
available to you if you need it. Having the software in your shipping department or offices helps you to
meet the information maintenance requirements under 49 CFR 172.602(c)(2).

Failure to comply with the requirements in 49 CFR 172.602 can not only result in civil fines ranging from
$275 to $55,000 per violation but can also hamper the efforts of emergency responders, and delay
appropriate actions in response to a hazardous materials incident.

ERG: Emergency Response Guidebook.

EX number: Number preceded by the prefix “EX”, assigned by the DOT, to an item that has been
evaluated and classified as an explosive material.

F: Degree Fahrenheit.

Gas: Material which has a vapor pressure greater than 300 kPa (43.5 psia) at 50 °C (122 °F) or is
completely gaseous at 20 °C (68 °F) at a standard pressure of 101.3 kPa (14.7 psia).

Grid: Term used by UnzHazmat® to indicate a table of records.
Gross weight or Gross mass: Weight of a packaging plus the weight of its contents.

Hazard class or UN hazard class: Category of hazard assigned to a hazardous material under the
definitional criteria of part 173 of the DOT regulations. A material may meet the defining criteria for
more than one hazard class, but is assigned to only one hazard class.

Hazardous material: Substance or material that the DOT has determined is capable of posing an
unreasonable risk to health, safety, and property when transported in commerce. The term includes
hazardous substances, hazardous wastes, marine pollutants, elevated temperature materials, materials
designated as hazardous in the Hazardous Materials Table and materials that meet the defining criteria for
one or more of the nine UN hazard classes and divisions.

Hazardous substance: Material, including its mixtures and solutions, that (1) Is listed in the appendix A
to §172.101 of 49 CFR; (2) Is in a quantity, in one package, which equals or exceeds the reportable
quantity (RQ) listed in the appendix A to §172.101 of 49 CFR; and (3) When in a mixture or solution is
in a concentration by weight which equals or exceeds the concentration corresponding to the RQ of the
material, as shown in Appendix A to Part 172.101 of 49 CFR.

Hazmat: Hazardous material.
IATA: International Air Transport Association. IATA publishes its Dangerous Goods Regulations which
are based on the ICAO Technical Instructions and which governs the movement of dangerous goods in

domestic and international transport by air.

IATA Non-Restricted Declaration: Form provided to freight forwarders and air carriers that declare
goods described on the form non-dangerous for transport via air. Often used by shippers when a product
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has an ominous sounding description that could lead someone to believe it is dangerous but it is actually
not.

ICAO: International Civil Aviation Organization.

IMDG: International Maritime Dangerous Goods Code. The IMDG Code is the regulatory standard for
the shipment of dangerous goods internationally by vessel.

IMO: International Maritime Organization.

In-Bond Code: Goods may be brought into the U.S. under some form of U.S. Customs bond. If they
were never formally entered into the U.S. and are now being exported, indicate what type of U.S.
Customs bond they are being exported under (IE, T&E, etc.).

Inner packaging: Packaging for which an outer packaging is required for transport. It does not include
the inner receptacle of a composite packaging.

Inner receptacle: Receptacle that requires an outer packaging in order to perform its containment
function. The inner receptacle may be an inner packaging of a combination packaging or the inner
receptacle of a composite packaging.

Intermediate consignee: Name and address of the intermediate consignee (if any) shall be stated. For
exports to foreign countries, the intermediate consignee shall be the person named as such on an export
license. If there is no intermediate consignee, the word “none” shall be entered.

International transportation: Transportation (1) Between any place in the United States and any place
in a foreign country; (2) Between places in the United States through a foreign country; or (3) Between
places in one or more foreign countries through the United States.

License Exception: Export Administration Regulations (EAR) provide that commaodities which may be
otherwise subject to an export license may not require one under certain circumstances. If the export
meets the criteria of a particular license exception, then an export license will not be required. The
exporter must make this decision having consulted the EAR.

Limited quantity: Maximum amount of a hazardous material for which there is a specific labeling or
packaging exception. Dangerous goods in limited quantities must display either LIMITED QUANTITY
or LTD. QTY. on the shipping papers.

Marine pollutant: Material which is listed in appendix B to §172.101 of 49 CFR and, when in a solution
or mixture of one or more marine pollutants, is packaged in a concentration which equals or exceeds: (1)
Ten percent by weight of the solution or mixture for materials listed in the appendix; or (2) One percent
by weight of the solution or mixture for materials that are identified as severe marine pollutants in the
appendix. This term also includes those materials that meet the defining criteria in chapter 2.9 of the UN
Model Regulations or the IMDG Code.

NAFTA Origin: Enter “MX,” “CA,” or “US” for textile and agricultural goods exported to a NAFTA
country. For all other items, enter “MX,” “CA,” or “US” if the goods originate in that NAFTA country
(per Annex 302.2, and if subsequent processing in another NAFTA country does not increase the
transaction value of the items by more than seven percent). If the item results from a joint production
between Mexico, Canada, or the U.S., enter “JNT” (for co-production).

NLR: No License Required. Based on classification of item within the EAR, you have determined that
the export may be conducted without the need for an export license of the need for a License Exception.
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Net Cost: For each item that is subject to a “regional value content” requirement (RVC), enter “NC” if
the RVC is calculated according to the Net Cost method; enter “NO” if the RVC is calculated by some
other method.

NOS: Not Otherwise Specified.

Originator (name & address): Where the invoice is completed on behalf of a company, the name and
address of the company must be indicated. The name of the person completing the invoice may also be
indicated. Invoices completed on behalf of individuals must indicate the name and address of the person
completing the invoice. This field may be left blank if this information is provided elsewhere on the
invoice.

ORM: Other Regulated Material. Consumer commaodities shipped within the U.S. are classified as
ORM-D.

Overpack: Enclosure that is used by a single consignor to provide protection or convenience in handling
of a package or to consolidate two or more packages. Examples of overpacks are one or more packages:
(1) Placed or stacked onto a load board such as a pallet and secured by strapping, shrink wrapping, stretch
wrapping, or other suitable means; or (2) Placed in a protective outer packaging such as a box or crate.

Package: Packaging plus its contents.

Packaging: Receptacle and any other components or materials necessary for the receptacle to perform its
containment function in conformance with the minimum packing requirements of 49 CFR or the
ICAO/IMDG regulations.

Packing group: Grouping according to the degree of danger presented by hazardous materials. Packing
Group | indicates great danger; Packing Group 11, medium danger; Packing Group Il11, minor danger.

Parties to Transaction: Check “related” if transaction is between a USPPI and foreign buyer when, at
any time during a fiscal year, one of the parties owns 10 percent or more of the other party's voting
securities if incorporated or equivalent if unincorporated. Otherwise, check “Non-related.”

Passenger-carrying aircraft: Aircraft that carries any person other than a crewmember, company
employee, an authorized representative of the United States, or a person accompanying the shipment.

Person: Individual, corporation, company, association, firm, partnership, society, joint stock company; or
a government, Indian tribe, or authority of a government or tribe offering a hazardous material for
transportation in commerce or transporting a hazardous material to support a commercial enterprise.

PHMSA: Pipeline and Hazardous Materials Safety Administration of the U.S. Department of
Transportation. PHMSA is responsible for writing and enforcing the hazardous materials regulations in
the United States.

Preference Criteria: For each item, enter the applicable NAFTA origin (preference) criterion. The
NAFTA Rules of Origin may be found in the Agreement in Chapter 4, Annex 401, Annex 703.2
(agricultural), Annex 300-B Appendix 6A (textiles), and Annex 308.1 (data processing). At least one of
the following criteria must be met for an item to receive preferential tariff treatment:

A. The good is “wholly obtained or produced entirely” in the territory of one or more of the
NAFTA countries, as referred to in Article 415. NOTE: The purchase of a good in the territory
does not necessarily render it “wholly obtained or produced.” If the good is an
agricultural good, see also criterion F and Annex 703.2.
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B. The good is produced entirely in the territory of one or more of the NAFTA countries,
and satisfies the specific rule or origin set out in Annex 401, which applies to its tariff
classification. The rule may include a tariff classification change, regional value-content
requirement or a combination thereof. The good must also satisfy all other applicable
requirements of Chapter Four. If the good is an agricultural good, see also criterion F
and Annex 703.2.

C. The good is produced entirely in the territory of one or more of the NAFTA countries
exclusively from originating materials. Under this criterion, one or more of the materials
may not fall within the definition of “wholly produced or obtained,” as set out in Article
415. All materials used in the production of the good must qualify as “originating” by
meeting the rules of Article 401 (a) through (d). If the good is an agricultural good, see also
criterion F and Annex 703.2.

D. Goods are produced in the territory of one or more of the NAFTA countries but do not meet
the applicable rule or origin, set out in Annex 401, because certain non-originating materials
do not undergo the required change in tariff classification. The goods do, nonetheless, meet the
regional value-content requirement specified in Article 401 (d). This criterion is limited to the
following two circumstances:

D1. The good was imported into the territory of a NAFTA country in an unassembled or
disassembled form but was classified as an assembled good, pursuant to H.S. General Rule of
Interpretation 2(a); or

D2. The good incorporated one or more non-originating materials, provided for as parts under the
H.S., which could not undergo a change in tariff classification because the heading provided
for both the good and its parts and was not further subdivided into subheadings, or the
subheading provided for both the good and its parts and was not further subdivided.

NOTE: The criterion does not apply to Chapters 61 through 63 of the H.S.

E. Certain automatic data processing goods and their parts, specified in Annex 308.1,
that do not originate in the territory are considered originating upon importation into the
territory of a NAFTA country from the territory of another NAFTA country when the most-
favored-nation tariff rate of the good conforms to the rate established in Annex 308.1
and is common to all NAFTA countries.

F. The good is an originating agricultural good under preference criterion A, B or C above and is
not subject to a quantitative restriction in the importing NAFTA country because it is a
“qualifying good” as defined in Annex 703.2, Section A or B (please specify). A good listed in
Appendix 703.2.B.7 is also exempt from quantitative restrictions and is eligible for NAFTA
preferential tariff treatment if it meets the definition of “qualifying good” in Section A of
Annex 703.2.

NOTE: This criterion does not apply to goods that wholly originate in Canada or the United
States and are imported into either country.

NOTE: A tariff rate quota is not a quantitative restriction.

Version UE5.0H 042210 Unz & Co. www.unzco.com 800-631-3098 page 109



UnzHazmat® User Manual

Primary hazard: Hazard class of a material as assigned in the §172.101 table of 49 CFR.

Producer: Enter the full legal name, address, country, and tax identification number (if known) of the
producer of the goods. If more than one producers’ goods are included on this Certificate, attach a list of
the additional producers, including their legal name, address, country, and tax identification number (if
known). If you wish to keep this information confidential, Canada & Mexico Customs will accept the
notation “Available to Customs upon request.” If the producer and exporter/vendor are the same, enter
“Same as exporter”; if the producer is not known, enter “Unknown.”

Producer (Column on NAFTA Certificate): You are asked if you are the producer of the particular line
item of product on the certificate. If you are, the answer is YES. If you are not the producer, then the
answer should be:

NOL1 = I have knowledge that the goods are NAFTA originating

NO2 = | have some sort of written affirmation from the producer that the goods are NAFTA
originating

NO3 = I have a NAFTA Certificate of Origin from the producer that the goods are NAFTA
originating

Routed Export Transaction: Routed export transaction is where the foreign principal party in interest
(buyer) authorizes a U.S. forwarding or other agent to facilitate export of items from the United States. In
a routed export transaction, the foreign principal party in interest authorizes a U.S. forwarding or other
agent to prepare and file the export documents. The exporter (USPPI) must maintain documentation to
support the information provided to the forwarding or other agent for preparing the documents and
provide such forwarding or other agent with the following information to assist in preparing the export
documentation:

¢ Name and address of the USPPI;

e U.S. principal party in interest's EIN;

e Point of origin (State or FTZ);

e  Schedule B description;

e Domestic (D), foreign (F), or FMS (M) code;
e Schedule B Number;

e Quantity/unit of measure;

o Value;

e Upon request from the foreign principal party in interest or its agent, the Export
Control Classification Number (ECCN) or sufficient technical information to
determine the ECCN;

e Any information that it knows will affect the determination of license authority.
SCAC code: Standard Carrier Alpha Code. Used to identify transportation companies.

Shipping paper: Shipping order, bill of lading, manifest or other shipping document serving a similar
purpose and prepared in accordance with the transport regulations.

Special permit: Document issued by the Associate Administrator of PHMSA permitting a person to
perform a function that is not otherwise permitted under 49 CFR.
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Specification packaging: Packaging conforming to one of the specifications or standards for packaging
in the transport regulations.

Subsidiary hazard: Hazard of a material other than the primary hazard.

Technical name: Recognized chemical name used in scientific and technical handbooks, journals, and
texts. Examples of acceptable generic chemical descriptions are organic phosphate compounds, petroleum
aliphatic hydrocarbons and tertiary amines. Unless specifically authorized, trade names may not be used
as technical names.

Terms of Sale: In an international transaction (INCOTERMS 2000) define the obligations, risks and
costs between the seller and buyer, with respect to the transportation of goods. Terms of Sale do not
specify where the title or ownership of the goods pass from seller to buyer. We strongly recommend that
you limit your input to the accepted thirteen INCOTERMS and always designate a point or place where
obligations, risks, and costs will transfer from Seller to Buyer. (Example: FCA Newark Liberty Intl
Airport. Or FOB Port of Boston-Maersk/Sea-Land Terminal.)

Unz Transaction Number: Number assigned by the UnzHazmat® program to give you yet another
point of reference to the transaction and as a database management tool for the software application.

VIN/Product Number: For used self-propelled vehicles, report the following items of information as
defined in 19 CFR 192.1:
i.  Vehicle Identification Number. Report the unique Vehicle Identification Number (VIN) in the
proper format;

ii. Product Identification Number. Report the Product Identification Number (PIN) for those used
self-propelled vehicles for which there are no VINS;

iii. Vehicle title number. Report the unique title number issued by the Motor Vehicle
Administration; and

iv. Vehicle title state. Report the 2-character postal abbreviation for the state or territory of the
vehicle title.

For additional terms, visit the Unz & Company website http://unzco.com
to view the online glossary.
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Appendix E - Trouble-Shooting and Support

Technical Support

Unz & Co provides trouble shooting and software problem resolution as it relates to the technical aspects
of the UnzHazmat® documentation software. In addition, product support entitles the user to the latest
upgrades of the software.

Product support is provided free of charge for the first 90 days after your purchase of the software.
Thereafter, product support is available on an annual subscription basis via a maintenance agreement.
Customer product support calls that are not covered by an annual maintenance agreement will be charged
on a per incident basis. Please see www.unzco.com/support for current fees.

UnzHazmat® Help Files

You can access help within the program by clicking on the Help Button at the top of the screen. The
button will take you to the online help file where you can search for information by topic. This online
help file is an electronic version of this printed user guide with all the latest updates and information.

UnzHazmat® Customizations

Unz & Co. often receives requests from users to customize the program to meet requirements specific to a
particular company’s needs. While Unz & Co. does not provide direct customization, information in the
form of templates and schema documentation is available on request, free of charge, to aid your
development staff in integrating UnzHazmat® tables into your enterprise systems.

Contacting Unz & Co.

Customer Service can provide assistance with the UnzHazmat® by phone fax or email.

Toll Free 1-800-631-3098
Fax 732-868-0607

E-mail unz@unzco.com
Web WWW.UNZzCco.com
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Appendix F - Frequently Asked Questions

General Questions

1. Where can | get information on Unz & Company software products?
Go to www.unzco.com. Select “Products” then “Software” from the main menu.

2. What product or version of the software do | have?
Please check the main screen, or click on Help >About on the main menu bar for the
version number. UnzHazmat® Versions: 5.0H, 5.0T, 5.0R

3. s there a demo of this program I can review to see if it will meet my needs?
You can download a demo copy of the UnzHazmat® program from our website at
http://www.unzco.com/unzhazmat.htm The demo copy is a fully functional program

except that you cannot print, mail, or transmit a final version of the forms without
watermarks.

4. Can I copy this software and use it on another machine?
NO. Unz & Co.’s software programs are copyrighted. Unauthorized copying is piracy.
You must purchase additional licenses if you wish to use the software on more than one
machine at the same time.

5. Can | move the software to another machine?

It is legal to uninstall and reinstall the program on an alternate machine, but you may
not move the software to a new machine if you leave the copy on the older machine.
Itis legal to make a disk copy of the installation disks for safekeeping, but you may not
use the backup disk to install additional copies of the software.

6. 1 am getting a new PC. How do I transfer my data files?
**Note: If you still have the original installation disks
e  Backup your current files
o Install the program on the new PC, using the original installation disk and
codes
e  Copy the files from your backup to the installation directory on the new PC,
overwriting the files in the installation directory

7. 1lost or damaged my installation disk. Can I get a new one free?
If your software is covered by a maintenance agreement:
A maintenance agreement is available for UnzHazmat® software. A paid maintenance
agreement entitles you to any new versions of the software released within that year
free of charge. Requests for a replacement of lost or damaged media would be
available under the maintenance agreement.

If your software is NOT covered by a maintenance agreement:

You will have to purchase new installation media (we reserve the right to evaluate
requests on a case-by-case basis).
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8. Can I use this software on a network server?
You must have a Multi-user copy of the software.

9. Do I have to buy paper forms in addition to this software?

NO. All forms are printed by the software. However, if you do not have a color
printer, you may wish to purchase forms with the red border required by IATA that can
be used with a black and white printer.

10. What forms work with my software?
All forms are printed by the software.

11. My software works when logged on as “administrator”, but not when logged on as
“user.” Why?

This is usually a permissions issue. Contact your system administrator and ask them to
review the permissions on the files in the installation directory
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UnzHazmat® Questions

1. What is the ERG and why do | need it?

UnzHazmat® software includes an integrated electronic version of the 2008 Emergency
Response Guidebook, (ERG) which is the industry standard for emergency response
information. Developed jointly by the US Department of Transportation, Transport Canada
and the Secretariat of Transportation and Communications of Mexico, the ERG provides
critical health and safety information to emergency responders, shippers and transporters of
dangerous goods / hazardous materials.

As a shipper of dangerous goods that require shipping papers, you are required to provide
emergency response information with each shipment. The ERG included with the Unz
Hazmat software meets all the requirements for emergency response information in 49 CFR
172.602(a). With one click, the software allows you to print your shipping documents AND
the relevant emergency response information directly out of the ERG. If you use the
UnzHazmat® software, you no longer need to make separate copies of the guidebook or
include material safety data sheets with each shipment. The information in UnzHazmat®
has got you covered!

In addition, because we've integrated the ERG directly into our software, the information is
always available to you if you need it. Having the software in your shipping department or
offices helps you to meet the information maintenance requirements under 49 CFR
172.602(c)(2).

Failure to comply with the requirements in 49 CFR 172.602 can not only result in civil fines
ranging from $275 to $55,000 per violation but can also hamper the efforts of emergency
responders, and delay appropriate actions in response to a hazardous materials incident.

2. Is there a demo of this program I can review to see if it will meet my needs?

Yes. You can download a demo copy of the UnzHazmat® program from our website
at http://www.unzco.com/unzhazmat.htm The demo copy is a fully functional
program except that you cannot print, mail, or transmit a final version of the forms
without watermarks.

3. What is the current version?
The current version is 5.0. This version enables you to include documentation from the
ERG (Emergency Response Guide) as well as many improvements to the User
Interface.

4. How do I install this program?

Detailed step-by-step instructions on installing UnzHazmat® are included in the
beginning of this manual, or may be downloaded from the website at http://unzco.com.
Please note: if you are upgrading from a previous version, you should make complete
backup of your current installation before you begin your upgrade.

5. I received an error message: “Database does not support this version.” What do | do?

This message appears if the file containing the screens (unz.exe) does not match the file
containing your user data (etfps.mdb). You must run the Update.exe file, which is
supplied with your installation disk.
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6. Do I need a color printer to use this software?
Some forms, notably the IATA and IMO forms, print with red or blue diagonal
hatchings down the left and right margins of the form. If you have a color printer,
UnzHazmat® will print the hatchings in color for you. If you do not have a color
printer, then you must purchase blank forms with the diagonal hatchings pre-printed on
the form. Most other forms print in black and white and therefore, do not require a color
printer.

7. What is the Activation code and why do | need one?
When you install the UnzHazmat® software, it will operate in “demo” mode. In the
demo mode, you cannot print final copies of your documents. You must enter an
activation code to “unlock” the software so that you can print final copies. Contact the
Unz & Co.’s Help Desk at 732-667-1020 to obtain an activation code.

8. I am getting a new PC. How do I transfer my data files?
If you still have the original installation disks
e  Backup your current files

e Install the program on the new PC using the original installation disk and
codes

e  Copy the files from your backup to the c:\ETFPS directory on the new PC,
overwriting the files in the installation directory

9. I received an error message: “Runtime 3012 No current record.” What do | do?
This message appears because there are no records in one or more of the Maintenance
tables. Maintenance tables are used to store the information that appears in the drop
down boxes throughout the program. Go to the Main Menu. Select the Maintenance
Button, and enter at least one record for each of the tables (e.g. buyers, sellers,
products, etc.).

10. Can I import data from my database program?

UnzHazmat® has a “bulk” import facility to load data from an existing Excel
spreadsheet. However, the facility is designed to work with “empty” tables. It cannot
update data already in the tables. You will usually use this facility to copy your
existing data into the program when you first set up UnzHazmat™

If you have already loaded data into the tables and wish to import additional new
records that do not appear in the table, the import facility will work correctly.
However, if your import file contains records that already appear in the table, the
import will fail because the import will not know which record (the one in the table, or
the one in the import file) contains the most correct data.

If you have already loaded a great deal of data into the tables, and wish to replace
records that already exist, you must: 1) export the current table to an excel file,

2) delete the records in the table, 3) add the records to an Excel file to import (making
sure there are no duplicate records), and then 4) import the file back into the empty
UnzHazmat® table.

11. Can | export data to my database program?
UnzHazmat® does allow you to export data to an Excel spreadsheet (or .csv file) in a
pre-formatted layout. Once you have exported the data, you can modify Excel files to
arrange the data in any layout needed by your Database program. Note: this is a manual
procedure for use when you have an occasional need to transfer data to an external
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database program. There is no facility in UnzHazmat® to automatically transfer data
or sync with your ERP/external database programs.

12. Can UnzHazmat® exchange transactions with my ERP system in “real time”?

Out of the box, UnzHazmat® limits data exchange to what can be achieved using

the batch import and export facilities described in the import and export section of this
manual. To preserve the integrity of your data, tables cannot normally be written to
directly.

You may contact Unz &Co. and request a copy with “writable” tables. This will allow a
programmer who is familiar with SQL and your ERP system to create the code and
triggers needed to exchange data between the two systems in real time. Unz & Co.
does not provide data translation services.

13. Can more than one person use this software at the same time?
If more than one person needs to use the program at the same time, you can purchase
several copies of the single-user version, or buy one copy of the multi-user version of
the program.

The multi-user version of the program is designed to be run on a server, and ensures
that changes made by one user are not over-written by another user. All users share the
same set of buyers, sellers, consignees, products, etc. Single-user versions are designed
to run as stand-alone program on a single PC. They contain no protection to prevent
multiple users from over-writing each others’ changes. Each user with a stand-alone
copy will have his/her own set of buyers, sellers, consignees, products, etc.
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TRAINING FOR DANGEROUS GOODS
TRANSPORTERS

We’ll show you how to take the risk out of dangerous goods transportation.
Learn about how to: create and maintain a dangerous goods management
system, be sure your dangerous goods personnel get the training they need
and ensure your compliance with all regulations. The result? Consistently
compliant shipments.

Multimodal Dangerous Goods Transportation

Learn to take the risk out of hazmat transport — DOT fines up to $32,500 per day with single shipment
fines exceeding $75,000. Expanded DOT regulations demand documented training for every hazmat
employee in your company, including “pre-transport” handlers. Train now for increased safety and to
avoid fines and civil/criminal liability. 2 day seminar. $895.

Shipping Dangerous Goods by Air Recurrent Training
IATA stipulates that recurrent training must occur at least every 24 months. Unz & Co. training will
satisfy this requirement and also equip you to prepare shipments that are fully compliant with all
regulations. 1 day seminar. $495. Prerequisite — You cannot register for this one day program
unless you have previously been certified in IATA or previously attended the Unz & Co.
Multimodal Dangerous Goods Transportation training.

We offer special pricing for attending both the

Multimodal Dangerous Goods Transportation Workshop and
Shipping Dangerous Goods by Air.

See our website for details, or call 800-631-3098.

We Can Deliver Training to Your Site

How It Works
Unz & Co. will assign you a personal training manager to develop a customized training program — and
deliver it direct to your company.

On-site programs simplify the learning experience. The focused training given by our expert instructors,
along with our up-to-date references, ensure that your staff will max out their learning experience. On-site
seminars will improve performance and morale.

Key Benefits
Receive immediate ROI when your staff learns the principles and procedures needed to achieve your goals.

Save time and money by having Unz experts come directly to you — get your employees on the same page.

Your Needs

Each company’s needs are different: one agenda never fits all. That’s why you are assigned an Unz Training
Manager who will help you identify the most relevant agenda for your company concerns and then provide
the most useful training. We start with a basic seminar agenda and then customize it to fit your needs.

Your Budget.

You will know the total cost for the seminar before it begins. There are no hidden costs, you save on travel
and hotel charges. Group training will get your staff “on the same page,” boosting morale and helping to
create a more efficient and productive workplace environment.

Your Time Frame
Time is money, we will work around your schedule to develop the best learning experience for your staff.

What Unz & Co. Delivers

Any of Unz & Co. seminars and workshops can be customized and presented at your site. Our seminars
have earned us a reputation for excellence in International Trade and Dangerous Goods Transportation
training.
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CoMPLIANCE PRODUCTS FOR
DANGEROUS GOODS TRANSPORTERS

Unz & Co. carries a full line of documentation software, labels, placards,
reference publications and forms for dangerous goods shipments. All of our
products conform with domestic and international regulatory guidelines
and are manufactured to the highest quality standards. Most labels and
placards are available as both sturdy paper and durable all-weather vinyl.
All references and forms are guaranteed to be current with existing
regulations at the time of publication.

Trust Unz & Co. for
the best in compliance
products and services...

...no matter how
you ship your goods.

Find everythl you
need for your dangerous
oods shipments —
rom labels to placards
to documentation to
training...

WWW.UnNnzCo.Conl
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