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1 Introduction and Disclaimer

The below information is to be used as a supplement to WiseTech Global videos, documents, and update
notes, it is not intended as a replacement for WiseTech documentation.

In the event that there are any discrepancies between documentation below and WiseTech documentation,
please enter a WiseTech help desk ticket for further clarification.

This document is NOT inclusive, but merely a collection of items Lading feels may be helpful at the time it was
created.

Do you have an idea to improve this document? Do

r” . ,
! : a' -
JI / UU -CI'UI 4% / DU ~ U‘” you have a shortcut that we can add to this document?

JIJU ) j r b D) r r 9f Let us know!!! Contact us at:
A= P - eV Wee direction@yadritrans.com
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2 Logging In/Changing Passwords

Logging in to CargoWise requires TWO passwords, one of which is set by WiseTech, the other of which is set

by your administrator.

2.1 WiseCloud
Password

The WiseCloud password is
entered on a screen similar
to the one shown to the
right.

It may be changed by
going to the to the top
right corner and clicking
on the icon which looks
like a person and a lock.

@& WiseCloud

W ise‘qu?

=3 ol ==

L ms
s
WiseCloud

Welcome to WiseCloud, please login here

User Name: 1ab.2yz firstname.lastname@wg.carg
Password:
Remember my credentials
Login

.Klo

Once this icon is clicked on, a screen similar to the one below will appear you must
type your old password, and your new password (twice).

All passwords must be a minimum of 8 characters in length,
contain at least one number and contain at least one capital

letter.

Change your password

User Mame: |zlctstken.kozlowski@wg.cargowise.com
Old Password:
MNew Password:

Confirm Password:

Change Password| | Cancel

>
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2.2 C1 Password

Login

First Time Sign In
The first time you sign into c1, you may notice your 3 digit Username :
company and city code in front of your name (right) - you must |W1‘f'd—'"anﬂ-":'ny'”zz':'l |
erase the company and city code to sign in! (In this case,
- Password

ivy.chi.”) | |
Interim Password
The first time you log into c1, your admin may assign an interim A Login

password.

The following message displays and you will be required to change your password:

In the change password screen:

Usermame:
|Ken.aninwski |

Password:

» Lagin

T H

Forwarder:
Shipping Ing

Core: Adde

Forwarder:
Container ™

Core: Confi

Broker: Imp

CargoWise One

oK || Cancel

ou are using an interim or expired password.
You are required to change your password.

T

Enter the password you used to login in the Old Password
field

Select a new password and enter it in the New Password
field

Enter the new password in the Confirm New Password field
To open the c1 main screen, mouse click on the OK button.

Next, the system will ask you to change your password you
may have to log out and log back in to access the system.
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Login Restrictions

Password

Password - NOTE - CASE SENSITIVE
Do NOT, under ANY CIRCUMSTANCES share your passwords

ALL information entered into c1 is monitored, and any changes made to a record are “stamped” with the user
who made them, based on login and password.

Giving your password to another employee leaves you at risk - ANY changes they make in the system are done
in YOUR NAME.

Number of Login attempts

If you exceed Three (3) attempts to enter a correct
password, the following message displays to advise
that login has failed:

You may not attempt to log in again for 30 minutes
without Local Admin assistance.

Error - Online Learning Material 5|

Q Login Failed. Your login will be locked out temporarily.

oK |

Change Password from the Options Key

You can change your password at any time.

From the c1 main screen:

1.
2.
3.

Select the Options key in the lower left of the screen:
Select the “Change Password” Option

Enter the password you used to login in the Old Password
field

Select a new password and enter it in the New Password field

Your new password must be eight (8) characters, and must
include at least one (1) capital letter and at least one (1)
number/symbol

Enter the new password in the Confirm New Password field

To return to c1, mouse click on the OK button.

,.’ Options

Ghange PasswnrD

Login as Mew User

Change Company, Branch and Department

ediTariff

View

Exit
Exit and remember open forms

A Options Help 0 |
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3  Jump Screen

3.1 Favorites

Up to 12 items can be stored as favorites.

Favorites can be dragged and dropped to change the
order and ranking.

Adding and removing from favorites using the
“Star”
Any item on a list will have a star next to it - if the star

is blank, it is NOT a favorite, if the star is yellow, it IS a
favorite.

Simply click inside the star to add/remove items from
the favorites list.
Creating a Favorite from within a record

From almost any record (Organization, Shipment,
Consol, etc.) you can go to Actions > Add to Favorites

Once clicked, the record will appear last in the list of
favorites. You can click on any favorite to go directly to
the record. (See below)

Operate Manage Maintain

Favorites

3¢ Consolidations
it Shipments (Forwarding)
¢ PREWORODR - PRESTIGE WORLDWIDE (U}

Recent [tems

DUNMIFSCR. - DUNDER MIFFLIN PAPER (USSCI
INISOFAUS - INITECH SOFTWARE {USAUS)
500001004 - PRESTIGE WORLDWIDE
CO0001004 - USNYC - CNSGH

500001005 - GENCO OLIVE QIL

00007000 - 500007004

500001003 - PRESTIGE WORLDWIDE
CO0001003 - USKTS - CNSGH

ZIMLINMDW - ZIM LINE {USCHI)

DOLPHIN 11

I Recent Modules

Client Rates

Receivables Transactions
Crganization

Registry

Bookings

Jump_ & Fie Edit]| Actions

c (@ Edit Organization - PREWORODR / PRESTIGE WORLDWIDE ;

Customs Messaging  Documents

Help

Ctrl+H
Ctrl+1

Copy Hyperlink to Clipboard
Copy ID te Clipboard

Create Desktop Shortcut
Copy Form to Clipboard

| Warehouse | Fwd/a

1owen Shipper | Config

ening (UMK

o]

Add to Favorites

57
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3.2 Recent Items

Recent Items will show the last ltems (not Modules) you were in.

Up to 10 records will be stored in the Recent Items section.

3.3 Recent Modules

Recent Modules will show the last Modules (not Items) you were in.

Up to 5 records will be stored in the Recent Modules section.
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Teas /&)




4 Symbols and Shortcuts

The below chapter highlights common Symbols and shortcuts - IT IS NOT COMPREHENSIVE - For additional
information, see WiseTech Videos and Documentation:

4.1 Message Symbols

The following symbols are the most common visible throughout c1.

5 ] Error Message You will get this symbol next to a field that is mandatory or
entered incorrectly. This error will also appear on the tabs
where the error exists. You must fix the error before saving
the record.

10

Message Warning | You will get this symbol next to a field required in

= electronic messaging if it is entered incorrectly or missing.
This warning message will also appear on any tab where
there is incorrect or missing data that could affect
acceptance of a document by Customs, Airlines, or
Steamship Lines. You should rectify this information prior
to creating the document, message, etc. because it is likely
your message/document will be rejected

1 Warning Message | You will get this symbol next to field as a warning about the
information you have entered on the screen. It is
recommended but not necessary for you to enter or fix the
data.

L Milestone You will get this symbol on the Workflow & Tracking Tab
. Warning Message | when a record has failed to achieve a milestone.

City: |
You can hover over the Error, Fost Cade:
Customs Warning or Warning
symbol. This will prompt you with UNLOCO: |FRPAR ... [Paris l @ Flease enter a City,
helpful hints as to what should be T —

entered. See example to right:
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4.2 Functional Symbols

You can mouse-click on the following symbols:

Search Button

Click on this button to search for an existing CargoWise
One record.

11

Drop-down List

Click on this button to select one value from the list.

@ & [

Calendar Button

Click on this button to view a calendar.

4.3 Filter Symbols Symbol

The following symbols can be @

used to manage your filters:

Name (Description
Add
Button [Click on this button to add a new filter.
e Delete
Button [Click on this button to delete a filter.
Category
e ® Button |Click on this button o add a category to the filter.
@ Clear
Button [Click on this button to clear a filter.
Find Click on this button and the system will list all data that
o\ Button |matches to the data criteria entered on the filter.
Reset
o Button |Click on this button to reset filter criteria.
- SOveE
H Button |Click on this button to sawve filter fields selected.
il Manage |Click on this button either to delete a saved filfer name or
Hi Button [rename a fiter name.
Hide/
4} show |Click on this button to collapse (hide) your search filter 1o
Filters  |allow for greater screen visibility of grid results. Click this
Button [button ogain to recall (unhide] the search filter,

T
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4.4 Shortcut Keys

Use to search using the selected filters. This iz the same as
selecting the Find button

Use to clear the filtered cntenia. This is the same as
selecting the Clear button.

Shift+F3  |Use to view a record while in the filter screen.

Ctri+Enter

Alt+Enter
Filter Screen

Ctrl+F2 Uz to create o record while in the filter screen.

Enter Use to edit a highlighted record while in a filter screen.

Enter or
Tak

Cirl+Tab |Use to mowve through tabs on screen.

Uze to mowve to the next field.

To access the top menu items. Once selected choose the

Al letter that is underlined for the menu ifem required.
General F7 Use a fast look up for organizations.
F10 To access the top menu iters.

Space Bar|Use to place a tick in a checkbox.

Use to access the calculator when you are in o number

Fa field.
Search / E4 Uze to =earch for a list of availakle choices for the selected
Find Button field.
D d F4 or
Li::p- P bown This will show a drop-down list.
IO
Enter Uze to mowve to the next in a row.
In Entry Grid Tab LUze to mowe to the next column.
Fo Use to copy a grd/cell. This will copy the data from the
cell in the line abowve.
DGEUTEMS It will default your log in profile email address. Mote this
te Deliver CHrl+E . . i
- only works in the email address field.

YADRI
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5 Search Screen - Filters

13

One a menu item is selected, the Search Screen will display. This screen offers many functions, including
viewing and editing existing records, creating new records, recent items, and more.

This screen is divided into five sections:

i A W=

will be noted with a yellow star.)

Search Filters - use these fields to locate existing records

@ View [)New [ Edit [i] Delete &) Actions |v £ Hide/Show Filters

E' starts with E ‘

o

Main UNLOCO = \ 7= ][wone selectedy | @ -
| ]
'e el “'iMinins ™) save (9 Reset () Group Q, Find_ A

Code Full Name UNLOCO City State Branch
» %‘KTESVAP SHIPPER TEST 01 CLVAP SANTIAGO SANTIAGO

CLITESLCO CLIENT TEST 01 CLLCO SANTIAGO RM

LADINGIEC Lading Corporation USJEC JERSEYCITY NJ

MAELINORF  MAERSK LINE USORF NORFOLK VA

UNIAIRMDW  UNITED AIRLINES USCHI CHICAGO L

PREWORODR  PRESTIGE WORLDWIDE USODR OLD BRIDGE  NJ

INISOFAUS INITECH SOFTWARE USAUS AUSTIN ™

GENOLIPMO  GENCO OLIVE OIL PMO CORLEONE PA

DUNMIFSCR  DUNDER MIFFLIN PAPER USSCR SCRANTON PA

BIGTREGGZ  BIG TREE TOYS CNGGZ GUANGZHOU

COTOCCSSU  COTOCCO Imssu MANZANO up

ZIMLINMDW  ZIM LINE USCHI CHICAGO L

UNK
UNK
UNK
UNK
UNK
UNK
UNK
UNK
UNK
UNK
UNK
UNK

Scrn. Ad ‘ bleBusines Category

Home Button - Selecting the Home button will return you to the Home Screen

Results Grid - use the grid to view records as a result of the search filters

Search Screen Toolbar - use the buttons to view, create and edit records

Lading Corporation - Department: Branch

Found

0 BUS
0 BUS
0 BUS
0 BUS
0 BUS
0 BUS
0 BUS
0 BUS
0 BUS
0 BUS
0 BUS
0 BUS

Recent Items- the last 10 items you searched for will appear here. (Items currently on you favorites list

L= Lo
Recent Items

DUNMIFSCR - DUNDER MIFFLIN PAPE ~
INISOFAUS - INITECH SOFTWARE (US, |
' PREWORODR - PRESTIGE WORLDWID | _
ZIMLINMDW - ZIM LINE (USCHI) i
COTOCCSSU - COTOCCO (ITSSU
BIGTREGGZ - BIG TREE TOYS (CNGGZ)
GENOLIPMO - GENCO OLIVE OIL (ITPI v
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5.1 Filter Options

When using a module with the new filters for the first time, the filter layout may be empty or have a system -
defined filter that does not suit your requirements. It is recommended that you create (save) your own filer
options, if the user has appropriate permissions, these preferred filters may be published for your company or
all companies using the database.

Adding a Filter Strip

To add a new filter, simply click the drop-down list next to the <select something to filter by> field. The list of
available filters will display; mouse-click to choose a filter. Alternatively, you can type in the filter’s name. The

new filter adds to the filter screen.

m Organization

=

@ View [ )New [ Edit [ Delete @) Actions v 4> Hide/Show

=

City starts with [v] | | @ -
Main UNLOCO v | | = |{None Selected} | @ v
| ' v
I ] ©

Numbers and References tet @ Group O\ Find |+ @ Clear

Achievable Business = -

Delivery RouteSequence UNLOCO City State Brane

Employee Count CLVAP SANTIAGO SANTIAGO

Status and Flags CLLCO SANTIAGO RM

Account Type - National Status USIEC JERSEYCTTY  NJ

Account Type - Temp Status USORF NORFOLK VA

Active Status USCHI CHICAGO IL

Category E 11ISN0B NlNRRINGE N1

To add a second filter, simply click the @ button to add a new filter strip and repeat the process outlined
above to add as many or as few filters as is needed.

Deleting a Filter Strip

To delete afilter, click the © button to the right of the filter that you want to delete. This will remove the
filter from the screen.

wl| exact vl ;l @

|Acﬁve Lf IShow Active Only y @

|Creah'ng User

[Active Status ~|

YADRI
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Saving a Filter Layout as a Favorite

After building a selection of filters,

o EER EE _ . 1 1
you can save the layout for re-use. Save Layout TEST SYSTEM Branch: Lading CDrpDratm...E

To do this, click the bUtton- Enter a description for this layout |D|:u: Test |

Y_Ou will then be prompted with a L] ﬁ Publish this layout for all users
dialog where you can type in the

filter name. The filter name cannot [] Publish across all companies

be longer than 20 characters. Upon
clicking Save Layout, the filter is
now saved and the filter’s name will
appear on the Find button (because
it is the currently selected filter
layout).

[F] Save columns with this layout

Save Layout | | Cancel

The filter layouts are not automatically saved.

Publishing this Layout for All Users/Across all companies

Not all users will have access to this function - if granted, it will allow your search to be saved for all users
and/or across all companies.

Saving Columns within Filters

When saving a filter-layout, CargoWise One can associate the column layout with the saved filter-layout. This
means that the columns will be remembered when changing between saved filter-layouts. To enable this
feature for a new filter-layout, check the Save columns with this filter layout checkbox when saving your filter-
layout.

How to Enable Column-Saving for Existing Filter Layouts

To turn this feature on or off your existing filter-layouts, use the Layouts Manager screen:

n Organization @ View [)New [ZEdit [ Delete ©)Actions | 4 Hide/Show Filters
City starts with l ‘ (;) v
Main UNLOCO :]E Manage Layouts - *** TEST SYSTEM *** - Branch: Lading Corporation - Compan....

Rename Layout ~] Save columns with this layout I

Colte S Name UNLOCO
b SHITESVAP  SHIPPER TEST 01 CLVAP
CLITESLCO  CLIENT TEST 01 cLLco

YADRI




Selecting or Loading a Pre-Saved Filter Layout

Each filter layout you save will be added to the find button’s dropdowns

Resetting a Filter Layout

and create a new filter layout.

Clearing a Filter’s Search Criteria

enter new search criteria.

list of available filters. You can view your available filters by clicking the

small arrow next to the find button. Click on the filter that you wish to

load/select to load the filters. City

Mame
A . Other users may create filter layouts for you - be sure

n kJ to look for them! Type
- )

To”Learn)

16

| O, Find (Basic Eear{:hu
| Basic Search :

Clicking the Reset filter button will reset the current filter layout and remove all filter strips.

The Reset will not delete any saved filter layouts and is generally used when you want to start fresh

Clicking the Clear button will clear all search criteria. It will not remove any of the actual filter strips - it will
only clear out the search data. This is used when you want to search using the current filter layout, and want to

n Organization

@ View [ ) New [ Edit [I] Delete ©)Actions |v 4> Hide/Show

@ tep | {1 Manage Save @ Group

Q, Find (Basic Search) |+

@) Clear

Organization Types [ ] Receivables [ | Payables [ | Consignee [] shipper v
- - arrier orwarder ransport Client Warehouse
o~ a [lc []F der []T Cl ] h
o) P r
[ ] Broker [] services [ | Competitor [] sales
Main UNLOCO | [ || frione selected) | v
Name [N] starts with | ‘

® 00

YADRI
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Save columns with this filter layout
Saves the columns with the selected filter layout.

Filter layouts marked with the set of keys icon have been published to all users by an administrator and can
only be renamed or deleted by an administrator.

Changes made via the layouts manager are not saved until you click the Save button. Clicking cancel at any
time allows you to reverse your changes.

Locating Records
To locate an existing record(s): D\ Find

e Enter filter information in the filter fields

e Mouse click on the Find button.

e A list of records that match the filter information will be displayed.

Clearing Entered Filters

To remove information entered in all filter fields, click on the Clear button. It is
recommended users perform this action each time they conduct a search on a new page @ Clear
(to avoid searching against previously used or wrong criteria).

Textual Operators
The ‘Starts With’, ‘Contains’, ‘Exact’,

‘Not equal’, ‘Not Starting’ ‘Not

R starts with || IR | RLLe8
Contain’, ‘Is Blank’ and ‘Is Not ] —— ?a||n:h e | e
Blank’ drop-down list is included starts with : Search for fields that Start With the supplied text
on many of the search screens. The contains Search for fieldsthat Contain the supplied text (this may be slow)
Starts With option will be select not equal | Searches forfields where the valueis not equalto the supplied text
checked bv default. notstarting | Searches forfields that doNot Start With thesupplied text !

y notcontain | Searchforfields that doNot Contain the supplied text (this may be slow)

Partial information can be entered is blank Search forfields that are blank

iznothlank | Searchforfields that are not blank

when adding filter information
such as a house bill number or job
number. Click to select the appropriate search criteria.

YADRI
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Exact

Search for an exact match

Starts With

Search for fields that start with the supplied text.

Contains

Search for fields that contain the supplied text

Not Equal

Searches for fields where the value is not equivalent to the supplied
text.

Not Starting

Searches for fields that do not start with the supplied text.

Not Contain

Search for fields that do not contain the supplied text.

Is Blank

Search for fields that are blank

Is not Blank

Search for fields that are not blank

“Blue” filter items

<\® Some modules implement a single filter
S\ that, when used, will override (effectively [shipment # =] | startswith =]
° ignoring) all other search criteria. This filter [active Status ~
S is highlighted in blue and bolded to

18

signify such behavior.

Search Numbers

The number of existing records matching your search filter information is displayed at the top of the grid. The
maximum number of records that will be displayed is 1000.

If your search returns a greater number of records (more than 1000), an error message displays indicating
additional search criteria is needed.

If this message is displayed, enter additional filter information to enable a more specific search that will return

a lower number of records.

'ADRI
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c ] CargoWise One - *** TEST SYSTEM *** - Branch: Lading Corporation - Company: Lading (|
n Dangerous Goods @@ View [ ] New [ Edit i Delete €] Actions |» £ Hide/Show Filters
SR
= Found
- too man
@tep | jliManage [MSave (O Reset () Group % Q, Find |+ () Clear @ recordsv
UM Number Wariant Variation Proper Shipping Mame IMQ Class PG MP Flash Point Sub Lay

Search Results - *#** TEST SYSTEM *** - Branch: Lading Corporation - Compa...

I More than 1000 records were returned. Fleaze fill in more of the search screen and then dick 'Find'
N

If you search does not locate any records the following is displayed.

c ] CargoWise One - ** TEST SYSTEM *** - Branch: Lading Corporation - Company: Lading
n Dangerous Goods [% @ View [ | Mew [ Edit i Delete @] Actions |+ 4> Hide/Show Filters
Code |E| starts with |E| |Q | {r:: v
- Found
gHeIp TH Manage Save (O Reset @Gmup O\Find '®C|ear @ no recards
UN Num Variant Wariation Proper Shipping Mame IMO Class PG MP Flash Point Sub L4

Search Results - == TEST SYSTEM ** ..,

1N

There are no recards that match your search.

Slow Searches/Contains

19

Depending on how your administrator sets up your

system, you may receive a pop-up asking if you would n Shipments G View

like to proceed should you create a “contains” search -

while these are extremely useful, they may slow down Shipment # 102

your system.

Pronf-of-Delivery POMY infarmatinn Ll
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5.2 Filter Category Groups

Individual field filters can be grouped together into a Filter Category Group so every field filter in this group is

applied to the search results using OR condition. To do this you can use a Color Category to group filters
together.

Adding Filters to a Filter Category

To best explain this, we will look at the following example using Shipment filters. Using filters we want to find
all shipments with:

e A Load Port in the US, and

e The transport mode is either AIR or SEA
To create filter groups:

Add the required filters

n Shipments & View DNEW @}Edit @Cup}r v@Deactivate ghctiuns -

Load / Discharge IEl Load |LI5 || — | Discharge | || — | e ¥
Transport Mode |E| starts with |E| AIR |E||.ﬁ.ir Freight | e v
Transport Mode starts with SEA |Sea Freight | e by

As it is, this filter layout will not return any shipments because the filter says that the transport mode is AIR,
and the transport mode is SEA (a shipment can of course have only one transport mode). Therefore without
any groups, the filter currently does this:

e Return shipment if Load Port = US and Transport Mode = Air and Transport Mode = Sea

R

m Shipments @ View D New [__{?(Edit @ Copy |~ @Deactivate @Actions v 4]

Load / Discharge Load g Discharge I:”;' @ v
Transport Mode starts with AIR lAir Freight | @ v
Transport Mode starts with SEA |Sea Freight | @ v

OHelp ‘?HManage Save O Reset @Group o\Find v@Clear @

Shipment I Consol ID Trans. Cont. Origin Dest. Shipper Consigie

House Bill Number Mastq

SYSTEM **=* ...-

There are no recordthat match your search.

Search Resuits - *** TE!

LN
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To fix this, indicate that the transport mode can be either AIR or SEA by assigning the transport mode filters a

Filter Category Group. Click the EI arrow next to each transport mode filter and select the same group
(color) for both transport mode filters (any group will do):

m Shipments & View D New B’ Edit @ Copy |v @ Deactivate taActions v 4> Hide/Show Filters
Load / Discharge Load E] Discharge :)g @ v
Transport Mode starts with AIR lAir Freight l @ ;
anspo starts with SEA ISea Freight I @
R . ‘Cr’ Filter Cat i

© e T“ Manage Save (O Reset @ Group Q Find |v () Clear @ = sicdioncon e

Shipment I Consol ID Trans. Cont. Origin Dest. Shipper Consignes House Bill Numb ; Clear Category

[ Redakegorv

D Green Category

[:] Blue Category

[:] Brown Category

D Grey Category

?;D Additional Color Palette

In the example above, we chose the red category for both:

After repeating this step for the second transport mode filter, both filters are in this example now grouped into
the red category. This is denoted by the red color strip behind the filters

TAKE NOTE
Any color will do, but both filters must be the SAME COLOR in order for the “or” functionality

'\ to work.

Grouping the transport modes together has the effect of changing the filter:

The filter layout with the grouping will now find any shipment where the Load Port is in the US and the
Transport Mode is either AIR or SEA

n Shipments @ View D New [?Edit @Copy v@Deactiwate aActions A

Load / Discharge Load El Discharge ':]E] @ v
Transport Mode starts with AIR |Air Freight | @ v
Transport Mode starts with SEA ISea Freight | @ v

@ tHeip | §1iManage Save (O Reset (¥) Group Q, Find '~ () Clear @
Shipment I Consol ID Trans. Cont. Origin Dest. Shipper Consignee House Bill Number M3
500001005 Co0001004 SEA FCL USCHI CNGGZ GENOLIPMO BIGTREGGZ  S00001005
500001004 C00001004 SEA FCL USODR CNGGZ PREWORODR BIGTREGGZ  S00001004
S00001003 C00001003 SEA FCL USNYC CNSGH PREWORODR BIGTREGGZ

> 500001001 C00001001 AIR LSE USIFK ITMIL COTOCCSSU  PREWORODR 671

After creating your filter layout and choosing your groups, save the filter layout as per usual (Save Layout
button) and CargoWise One will remember which groups you selected the next time the filter layout is loaded.

o
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5.3 Search Screen - Grids

Customize Columns

The columns displayed on any grid in CargoWise One may be
customized. This includes the grids on the search screens and
within any menu item.

Customizing a grid allows you to select which columns you
would like to display and the column display order. This allows
you to customize the grid to your viewing preferences. Once
customized, the column order will remain as per your
customization unless you make further changes.

To access Customize Columns, RIGHT CLICK on the grid and
select “Customize Columns”.

The Customize Columns window will be displayed as follows:
There are two sections in the window screen:

Available Columns (left) - lists columns that may be added to
the grid
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View

Mew

Edit

Delete

Actions

Hide/Show Filters

Auto Refresh (every 5 Minutes)
Find

Find Mext

Ctrl+F

Ctrl+

-

M

Custornize Columns

nd Lolors

Documents

-

w

Show Columns in
this order (right) -
lists the columns
displayed and the
order in which they
appear

Available Columns

Account Manager s
Aickive Client

Address 1

Address 2

Audit Details

Zartage Coordinakor

Controller

Controlling Agent:

Controlling Customers

Credit Controller

Cuskomer Service Representativ
Zuskoms Agenk

Customs Client ID

Email W

3

Show Colurnns in this order

=-Remove

Crganization Code

Full Mame

LMLz 2

ity

Stake

Branch

Screening Skakus

Achievable Business
rganizakion Cakegory

Imp. Bond Last Queried Date

Customize Columns - ** TEST SYSTEM *** - Branch: Lading Corporation - Co... .

OK

Cancel

Move Up

Move Down
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Adding and Removing Columns from the Grid
Add a Column to the Grid:
e Within the Available Columns section, highlight the column (field) required
e Select the Add button to move the column to the bottom of the Show Columns section

e Select the OK button to save the change

Remove a Column from the Grid:
e Within the Show Columns section, highlight the column (field) required
e Select the Remove button to move the column to the Available Columns section

e Select the OK button to save the change
You can Add or Remove multiple columns at the same time by using the Shift or Ctrl keys.
[

Change the Order of the Columns for Display:

The top to bottom order that the columns listed in the Show Columns section represents the left to right order
that the columns are displayed when viewing the grid.

e Highlight the column name you wish to move

e Select the Move Up button to move the column up the list or the Move Down button to move the
column down the list

e Select the OK button to save the change

The order can only be moved one field at a time.
[

Mandatory Fields

It is mandatory to show columns marked in red on the grid. However, the display order of mandatory columns
may be changed.

Reset Column Order

Use the Reset button to reset the Show Columns section back to the c1 default.
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Sort Order

To change the sort order on a grid to ascending or descending order,
mouse click on any column heading.

For example, if you mouse click on the full name field on the

organization grid. The records can be listed in either ascending or

descending shipment ID order. (Example shows ascending order)

An arrow is displayed next to the column label indicating the column

used for sorting.

Grid Custom Colors
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Full Name

BIG TREE TOYS

CLIENT TEST 01
COTOCCO

DUNDER MIFFLIN PAPER
GEMCO OLIVE OIL
INITECH SOFTWARE
Lading Corporation
MAERSK LINE

PRESTIGE WORLDWIDE

Grid Colors are available for all module grids. Grid results can be displayed in different user selected colors
using color schemes. The color scheme can consist of multiple rules that determine just which colors to be
displayed. This color scheme will only apply to the module grid it was created for. Multiple color schemes can

be created for a single module grid.

Create New Scheme

To create a new scheme, follow
these steps:

Right-click anywhere on the grid

Select Grid Colors > Create New
Scheme

By holding down the shift key, you can select multiple columns to sort by. This is especially useful if
you want to sort the on screen grid by more than one piece of information.

LMK
LMK
LMK
LMK
LMK
LMK
LMK
LMK
LMK
TIAGO LMK
LMK
LMK

Select Color Scheme

Create Mew Scheme M

'Manage Color Schemes

View

Mew

Edit

Universal Copy
Delete

Actions

Hide/Show Filters

Auto Refresh (every 5 Minutes)
Find

Find Mext

Grid Colors

Documents

Tasks
Ken Kozlowski's Tasks

Ctrl+5hift+C »

Ctrl+F
Ctrl+M
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The New Grid Color Scheme window will display as follows:

Enter a Scheme Name.

Select the Add Rule button and the New Color Scheme Rule dialog opens.

Create a name for your new rule and select the OK button.

Create the new rule and then the system opens an additional nested tab with the name of the rule created.
To create another rule, click the “Add rule” button

Click “Save and Close” when done.

MNew Grid Color Scheme. - #* TEST SYSTEM *** - Branch: Lading Corporation - Company: Lading Corporation - Departme... .

Scheme Name |TEST | | Add Rule | | Remove Rule || Rename Rule |
<select something to filter by = E _: ¥
OHeIp () Reset @Group @Rnw Color @Clear @

Select Color Schemes

The system colors each of the grid lines per the filter criteria named in the setup. This color scheme is a
scheme containing several rules and the system allows a different color for a different set of filters.

If you have created multiple schemes for the same grid, you can select the scheme you wish to apply.

To select a different color scheme: TPMo CORLEONE  PA P e
Select Grid Colors > Select Col o B e
elect Grid Colors > Select Color e S New
Scheme USORF NORFOLK VA Edit
USODR OLD BRIDGE N3 Universal Copy Ctrl+Shift+C »
From the different schemes to choose cLvAP SANTIAGO  SANTIAGO Delete
from, select the required scheme. The s il e S Actions »
H HEEE SRIERRE 3 Hide/Show Filters
scheme currently applied by the system - te ket
o . . . . uto resh (evel inutes
has a check mark next to it indicating it i
H H Find Ctrl+F
Is active. Find Next Ctrl+N
You can create as ma ny schemes as you - ) Customize Columns
need to visually highlight specific | snda [ [SeeaCoorscheme] |G
records in your grid results. | v | Document Test Rl I sz EELE g
[ Manage Color Schemes > Tasks 4
Standard Color Scheme: If you select Ken Kozlowski's Tasks 8

the Standard scheme it will return your
screen to the standard default settings within the system. For most screens, the default has no color coding.
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Manage Color Schemes

You can edit your color schemes. Simply highlight and click on Grid Colors, then highlight and click on
Manage Color Schemes and then click on the particular scheme you choose to edit.

The Edit Grid Color Scheme dialog opens. Each of the tabs and their associated filters are available for editing.
Remove Rule

You can remove a rule by clicking on the tab you wish to remove and then clicking on the Remove Rule button.
Rename Rule

You can rename a rule by clicking on the tab that you wish to rename then clicking the Rename Rule button.

Enter the name for the rule and click on the OK button. If you decide you are not going to rename the rule at
this time, click on the Cancel button.

Remove Scheme

You remove a scheme by clicking on the tab you wish to remove then clicking the Remove Scheme button
(bottom left).

Edit Grid Color Scheme. - *** TEST SYSTEM *** - Branch: Lading Corporation - Company: Lading Corporation - Departmen....
Scheme Name | SElam o | | Add Rule | Remove Rule || Rename Rule |
Chicago Orgs | In uS
City [v]| stertswith [v]|cHicAGO | @ v
eHeIp () Reset @Gmup ERD‘W Color @Clear @

Remaove Scheme | [ ] Published ] Publish across all companies Save & Close

Scheme Mame %
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VERY IMPORTANT - If multiple rules are created - the first rule created will be the one

that is used first. So, using this example, it is critical that the rule “City>Starts
With>Chicago” is FIRST, then the rule “Country>Equal to>United States” is second.

The system “reads” all organizations, looks for the ones in Chicago, then colors them green.
It then “reads” all organizations, looks for the ones in the USA, then colors them yellow.

Should the “Country>Equal to>United States” rule been placed 1 - it would have colored all Orgs in Chicago
yellow, because they fit the criteria of being in the US.

Multiple Line Selection

Once you have your search result on the grid, you have the ability to select multiple lines to create an action.
You can do this using the following

e Holding the Shift and Ctrl keys and clicking row headers;
e Press left mouse button and scroll over several rows without releasing it;

e Press Ctrl+A to select all displayed rows

When making multiple Selections, ALWAYS click in the “gutter” to the right of each line item when making
your selections - Multiple Line Selection will NOT work by clicking on the line item.

Code Full Name LIN
GTREGGZ  BIG TREE TOYS CN
CLITESLCO CLIENT TEST 01 L
COTOCCSSY  COTOCCO e
JUNMIFSCR  DUMNDER MIFFLIM PAPER LS|
SENOLIPMO  GENCO OLIVE OIL ITH
[NISOFAUS INITECH SOFTWARE 15|
_ADINGIEC Lading Corporation L&)
MAELINORF ~ MAERSK LINE s
» PREWORODR.  PRESTIGE WORLDWIDE s
SHITESWVAP SHIPPER TEST 01 CL
JMIATRMDW  LUNITED AIRLIMES s
rIMLINMDw ZIM LIME s
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5.4 Search Screen - Toolbar

View

View allows you to view the selected record. There are multiple ways to view a record: {_:_-.'.:' View

¢ Mouse click on the View button at the top of the search screen

¢ Right mouse click anywhere in the grid and select View from the displayed options

The record chosen will appear in view (non-editable) mode.

New

There are multiple ways to create a new record:

e Mouse click on the New button at the top of the search screen. D Mew

e Right mouse click anywhere in the grid and select new from the displayed
options.

Either of these options will display a blank screen for adding a new record.

Edit

There are multiple ways to edit a record:

¢ Double mouse click on the selected record on the grid to open the record. ! Edit

e Mouse click on the Edit button at the top of the screen.

e Right mouse click anywhere in the grid and select edit from the displayed options.

Any of the above options will open the existing record for editing.

Copy
There are multiple ways to copy a record: |j'| Copy

e Mouse click on the Copy button at the top of the search screen.

e Right mouse click anywhere in the grid and select copy from the displayed options.

Not all menu options include the copy function and not all fields are always copied to the new
record. Fields that are not copied are those that are known to change from record to record, for
example, a shipment house bill number.
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Delete

Not all records can be deleted. Some records such as shipments do not have a delete
function and may only be marked as inactive. Not all users will have the ability to delete

records.

Hide / Show Filter Functionality

To show/hide filters, select the chevron icon. The filters will be hidden/shown. (You can also

right click your mouse in the grid and Hide/Show filters).

E[ Delete
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Not Hidden:
n Organization @ View [ New [ Edit [if Delete €] Actions v 4» Hide/Show Filters
|Drganizatior'| Types [] receivables [ ] Payables [ ] Consignee [ shipper Q
@ and O or [ carrier ] Forwarder [ | TramsportClient [ ] Warehouse
[] Broker [] services [ Competitor [] sales

Main UNLOCO | [ |[riome Selectedy | @ -

|Name[|'\|] ltgrartswim | | e v

o Help | ”' Manage Save C} Reset @ Group Q.h Find (Basic Search) |v @ Clear @
Code Full Name UNLOCO City State Branch Scrn. Achi
BIGTREGGZ BIG TREE TOYS CNGGZ GUANGZHOU UNK
CLITESLCO CLIENTTEST 01 CLLCO SANTIAGO RM UNE
MAELINORF  MAERSK LINE USORF NORFOLK

4 ______-
SHITESVAP SHIPPER TEST 01 CLVAP SANTIAGO SANTIAGO UNK

Hidden:

n Organization @ View [ Mew [ Edit [I] Delete @] Actions ‘ % Hide/Show Filters
Code Full Name UNLOCO City State Branch p
BIGTREGGZ BIG TREE TOYS CNGGZ GUANGZHOU UMK
CLITESLCO CLIENT TEST 01 CLLCO SANTIAGO EM UNK

INISOFALS INITECH SOFTWARE USAUS

MAELINORF ~ MAERSK LINE USORF NORFOLK VA UMK
b PREWORODR PRESTIGEWORLDWIDE ~  USODR  OLDBRIDGE i

SHITESVAP SHIPPER TEST 01 CLVAP SANTIAGO SANTIAGO UNK
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5.5 Exporting Search criteria to Excel
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To export a grid to excel
(with proper security
rights) go to Actions> L

Data Transfer> Export to
Excel Copy Hyperlinks to Clipboard

@ Actions

1m‘isl_lal Boards 4> Hide/Show Filters

Operational Acticns 3

. . Regenerate Workflow Templates
You will have 2 choices: J a

Visible columns (only the Delete Unused Temp Organizations ’

columns shown on the Merge This Organization With...

grid) and All Columns. _ L
Merge Inte This Organization...

Merae Selected Qraanizations..,

Import By Data Wizard

Import From Legacy CSV

Import Mative XML

Export Mative XML

Mative XML Schemas 3

Export Visible Columns To Excel

Export All Columns To Excel

More than 1,000 records

llow the steps illustrated above.

As you may know search criteria of over 1,000 records can not be shown in a grid - BUT
you can still export this to excel. When the box below appears, simply click “OK”, then

A

o]

Search Results - *** TEST SYSTEM *** - Branch: Lading Corporation - Compa... -

Mare than 1000 records were returned. Please fill in mare of the search screen and then didk 'Find'.

A screen similar to the one on the right will
appear before the excel spreadsheet appears:

Please Wait... - *** TEST SYSTEM #*** - Branch: La...

o Exporting 1512 of 3369 records.
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6 Miscellaneous Functions, Additional Detail and Hints and Tips:

1 6.1 Live vs. Test Databases

i You may have both a live and test database - always configure your settings in the LIVE
database, which can then be transferred to the test database.

6.2 Search Button — Additional Detail

The search button allows you to search against reference files.

O

To open a reference file with the search button, either:

¢ Mouse click on the button,
e Press the F4 function key on the field that the search button is attached to.
The reference file search screen will then be displayed. From the displayed search screen:
e Enter information in the search filters
e Click on the Find button to display a list of records that match your filters.
e Locate the required record in the list displayed to the grid.
To return the selected record to the field that you searched from either:
¢ Double click on the required record in the grid or

e Mouse click on the record in the grid to highlight it then mouse click on the OK button.

Example Organization Code: IINISDFPAR Scre
— Let’s review the search button in the organization record to Fuil Name: [INITECH SOFTWARE
] .
i H Ow Il the rlght: Main Address: IIDSD W ADDISON

i T o | Main Address 2: I
;» )

City: [PARIS

Post Code: |12345
. . 7N
If  were to click on the UNLOCO search button, the screen below will appear: unoco: [Frear . JBre

State: |02

@view [ JNew [ Edit I Deactivate 4>
|Code starts witt Al GG
9 Help ﬂf Manage Save (_';r Reset (-B Group U\ Find - @ Clear @

Notice that, because data was entered in the search box, it defaults to the search screen....were we to click the
“find” button, only information related to FRPAR UNLOCO would appear. You may still add/edit and filters to
search for the information you are looking for.
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6.3 Calendar Function — Additional Detail

Calendar search functions are available on fields followed by the calendar symbol. |”;T

To open the calendar, either click the calendar symbol or press the F4 function key.

If you open the calendar on a blank field, the current month

is displayed with the current day highlighted. =
To select a date and default the date back to the date field: ! March, 2010 g
. . Sun Mon Tue Wed Thu Fri 5at
e Click on the required date, or 53 1 2 3 4 5 6
e Use the forward / back, up and down arrows on the 1; 1§ 12 13 E E E
keyboard to highlight the required date and press the n 2 B M B % 2
Enter key B 29 30 31 1 2 3
4 5 6 7 g 9 10
e Click the arrows to the left and right of the month to Today: 3/12/2010
display the previous and next month calendars. 1110 -

e If you open the calendar on a field that has a date entered, the calendar will be positioned on the
entered date.

e If you open the calendar on a field that also allows entry of time, the time section is included at the
bottom of the calendar.

To adjust the time:

Click into the time section, then type in the date or click on the hours or minutes, then mouse click on the up /
down arrows to adjust the time as needed.
Press the enter key to revert default date / time back to the field where you opened the calendar.
To adjust the time using the keyboard: Use the forward / back arrow keys to move between the hours and
minutes. —

-

Use the up / down arrows on the keyboard to adjust the hours or minutes or enter the time. _» |

Press the enter key to default date / time to the original field from which the calendar was opened.

YADRI
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6.4 Calculator Function Estimated Cost Local CostAmt Creditor
The calculator is available in numeric fields. To display the calculator press the Estimated Cost - UAT Test .. []
F4 function key in any numeric field. | ]
Click the OK button to default a calculated total back to the field you displayed
the calculator from. [z |[e ][] [=][e]
Click the cancel button or press ALT + C to close the calculator function. ENENENENE
0| EN|ENRENIES
o[l =] ==
| oK || Cancel |
6.5 Ctrl+0 From the Billing screen : =
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Clicking your Control key and
“0” provides you with a quick
calculate function which allows
you to populate by units of
measure and enter cost and
sell information
simultaneously. Click “OK”
when done.

@ Quick Calculate - *** TEST SYSTEM *** - Branch: Ladin... L= | = |

Measurement Basis Package | 5.DDD|
Update Cost Rate | 10.000 | Total Cost | 50.00
Update Sell Rate | T 15.000| Totalsell | 75.00|
[iIs Minimum:

YADRI
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6.6 F3 from within a record

Clicking the F3 button from within a record (In this example - INSIDE the Organization code) will open that

record

b= b=

Basic Registration | Additional Detail | Routing | Related §
Mode

Transport }SEA v |Sea Freight
Container LCL | v |Less Container Load
Type [STD v |Standard House ,"
»
.
Shipper
sercrisnz ] [ Overide -

ACI Zone: o

Address | Contact 2

i3

IZSOBEWt'EQEROAD SOMEWHE .* :I

SETH CHINA FACTORY .
2 SOMEWHERE ROAD, SOMEWHERE cmy
SHENZHEN 048000 CNSN;-

s )| 0 oveie =1

ACI Zone:
Ac
3 | contact

{60195HADE|-m.LRD E]

RICK'S PICKLES
6019 SHADEHILL RD
JACKSONVILLEFL 32258 USJIAX

Local Client

RICPICIAX =] @B contacts ) Addr.

FI'& dit  Actions
DEtB“S |Address l Contact I AR l AP IShlpper I Consignee IWarehouse led/Agent l Carrier l Services l Sales I Comg

Customs Messaging Documents Help
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Details | staff Assignments | Web Security | Rating | T5A known Shipper | Config | Related Parties | Web | Custom Fields

Organization Code Screening UNK | Junknown [=] security
Organization Category [BUS [ |Business |
Full Name [RICK'S PICKLES ]
Additional Address Info | |
Address 1 {6019 SHADEHILL RD |E| =
Address 2 | |
Country [us[[] City [JACKSONVILLE ]
Post Code (32258 | state FL [ v ]Florida ]
UNLOCO [UsIAX [ ]|Jacksonville ]
Controling Branch [JAX [= ] 2acksonville ]

Phone |+1904-867-5309 B (2048675309
e[| @D

Email |info@pidderid<.com

Website URL |
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6.7

To add your own email to a document or report - simple hold down the Control Key and the letter “E” key

“Control + E” to add your own email
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Deliver Documents - *+* TEST SYSTEM ** - Branch: Lading Corporation - Company: Lading Corpc

Destination | Documents to Send ] Cover Note ]

Recipients Ctrl +E_
W QOrganization Name Deliv Type E-Mail Address/ Fax ! Email CC
GENOLIPMO  Vito Corleone E-Mail PDF rm -
4 E-Mail PDF i i ion.
* |

~w

The email address used will be based on user sign in: If this does not work confirm 2
things:

1)You are logged in correctly (your name)

2) Your login contains your email address (Confirm at Maintain>User Admin>Staff and
Resources)

6.8 Validate All

Inside various functionalities, you can use Validate All from the file menu. This will trigger the system to
perform a background validation of all the fields on the form you are working with. Mandatory fields highlig

ht

with the red stop symbol. . -
c ] Mew Organization - *** TEST SYSTEM **#* - Branch: Lading
N | File | Edit Actions Customs Messaging Documents  Help
Mew Ctrl+M tact I AR I AP I Shipper I Consignes I Warehouse | Fwd/Agent I Carrier I Sery
ﬂ&?te All ‘s | Web Security I Rating I TSA Known Shipper | Config | Related Parties I Web I
r . Save Ctrl+5
TH I N K Save & Close Ctrl+Shift+5 :l Screening |UNK |Unkr10wr1 ||z|
Delete 305 | |Business |
B E Close Ctrl+Q @|
CARE FUL ) Hel Address 1 | o]
: = : d Address 2 | |
Country Izl City | |
Validate All is a system Past Code |:| State E“:|
functionality and may not UNLOCO | [ @ [ one selected |
reflect all Your Company : — :

required fields
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6.9

The previous / next buttons are displayed at
the bottom of some WiseTech screens.

Previous / Next Function

6.10 Copy Hyperlink to Clipboard

To copy hyperlink to clipboard, open the record
you want to copy and then click on the actions
menu bar and select Copy Hyperlink to Clipboard.

Once you have copied the hyperlink, paste the
hyperlink into an email (Microsoft Outlook) and
send to other team members of your
organization. The hyperlink will not work
correctly unless WiseTech is running on the email
recipient’s workstation in the same company the
link was created in.
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= Previous I 3 of 259 | Mext -l
The previous button will display the record prior to the record you have opened.
The next button will display the next record after the record you have opened.
The records that will be displayed are limited to the records that match the filters entered on the search.
Actions | Custorns Messaging Documents  Help
| Copy Hyperlink to Clipbeard Ctrl+H ||
Copy ID to Clipboard Ctrl+)
0y 490 ’
=~ Message Insert Options Format Text Menus IBM ECM
B Calibri(Bo ~ 11 =~ | AT A7 |3S = 4= = || &) E‘i e
Paflt J Format Painter B 7 U i A (|EE A FEEFE Aggfot:s PE(
Clipboard Basic Text Names
To. |
‘I Ceu | R
Send ——
Subject:
Organization (CROCLIJAX)
, =
Regards,
Ken Kozlowski
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6.11 Warnings in dialog boxes

The following messages display in dialog boxes and relate to records being edited by two or more users
simultaneously.

Another session is editing the same information

This message displays if another user is currently modifying the record you are trying to edit. You can click OK
and continue editing it, but the changes may not be saved if the other user saves his or her changes first.

Another session is editing the same information - Branch: US - Dallas Branch - Com.. II

These users are curertly modfying Shipment S00001017 or one of & dependert objects
Shomert SO0001017
US User 1 - AKL-LAMC-1 snce 16/0272015 9:14.59 PM

Your modifications may not be able to be saved f the cther user saves fint fimes shown in your local time 20ne

I

0K

Warning - User has made changes
This message displays if you and another user have made changes simultaneously to a record and the other

user saved the record first. Click OK to merge the changes. Then a series of warning message icons E] display
to allow you to review the merged changes before saving.

Conflicts in critical fields

If the changes made by both users involve critical fields, the system cannot automatically merge the changes
and displays this message. To resolve this message, you must cancel your changes, reload the form, and re-
enter the edits. Critical fields include, but are not limited to, accounting, customs responses, and failure to read
notes records.

0 While you have been working with this form, another user has made changes

The system cannot automatically merge your changes because there are conflicts with critical fields
Please cance! your changes and reload the form

YADRI
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