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Application and users management

1. Dashboard

The'Applicatonandusesmanagement 6 application is used to a
personal settings. It includes your personal details, the details of your company, and the
settings of the APCS and Port of Antwerp applications you have access to.

As ancompany administrator you canalso use this application to manage users with access to
your application.
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To navigate between the different tabs, use the menu on the left, or click one of the modules
on the dashboard

To return to the main page at any time, click 'Application and Usé&lanagement'|3] or
6Dashhbmar do

To log out, click your name in the upper right corner.
The following tabs appear:

1 'My Profile- This is where you can manage your persordgtails.

1 My Company- This is where you can find the details of your company.

1 'My Uses' - This is where you can manage the users of your applicatspiand accept new
user registrations.
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1 ‘'Applications- Thisis where you can manage different settings for the applications you
have access to.

2. My Profile

In the 'My Profile' tab, you can view your personal details, and change them if necessary.

Application and users management

Smis My profile @

My company
Personal details
User name

My users o
jean-jacques

. . First name

Applications
Jean-Jacques
Last name
Poisson
Email address

jean-jacques(@poissonerie.fr

Mobile/Telephone number

+63522

Language

English

Presence

I am present and want to receive emails

B Cchange password

To change your details, click the pen ican. o

The language you specify in 'My Profile' determines the language in which the applications you
have access to are listed].

If you are temporarily away, and do not want to receive any automatic emails frapplications,
you can uncheck the box next té iresencedjz). When again present, you can check the box
again.

To change your passworud, click 6Change password
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3. My Company

In the "My Company' tab, you can view the details of your company. You cannot change these
details.

Application and users management

My profile Companv

My company

Name

Poissonerie Baptiste
My users

Street and number

. Rue du Poisson 12
Applications

Etage 3

Pastal code and city
3623 Lyon

Country

France
Mobile/Telephone number
+36524

Email address
baptiste@poissonerie fr
VAT number

FR 123456

EORI number
DUNS numbe

APCS code
TESTJE

Noticed something wrong with the data?
Contact the helpdesk: apcs@portofantwerp.com

4. My Users

Inthe 'My Users' tab, you can manage the users for each application of which youaare
company administrator

4.1.Manage users

Int he ' Manage Users' subtab, you can find an
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i Dashboard € Jean Jacques Poisson -

C Reload @ New Y Filter

When you open this tab, a list of all users appears. Someimportant parameters are shown:

T The tCempamyA&dmih i ndi cates whether a user can mal
users, or request additionahctivities and application codes for the applications to which
he or she has access.

1 The term 'Present' shows whether the user wants to receive the automatic email
notificatons t o whi ch he or she has sub®anagebed (see
Emailsisubtab).

1 The'last sessiond column shows when the wuser | a
column is only filled in if you have selected an application via thedil screen.

C Reload @ New Y Filter

A number of available actions are shown top righi.

91 Click 'Reload' to update the lists.
9 Click 'New' to invite a new user in your company to use an applicatign
9 Click 'Filter' to filter the list of userss).

4.1.1. Invite a new user

HI pastbowd ) Jean-Jacques Poisson -
New user X

Personal details

Click 'New' to open a details window on the right where you can enter the details of the new
user1]. You can invite a new user in your company for an application with this window.
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New user x

New user X Parsonsi details

Persenal details

hola senar

0123456789

eip.com
e - g - o (o )

Fields marked with ar=* are required. After entering all the required information, the 'Save'
button appears

Click the red question mark to see the fields you still have to filljin.

After clicking 'Save', an email is sent to the invited usetith an activation link foractivating his

or her account.

4.1.2. Filter list

= Application and users management 3 pashboard € Jean-Jacque

Y Filter

O My profile Manage users

| e All Reset filters
E My company Application

42 Myusers Mindy Hello @t O sctve O inactive
Mitsy Le Chien v -
User name

v v _
First name

Last name

Manage users

‘g Andy Peelerzzz
Manage user
registrations

Baptiste

Blac

& Ap

Joske Vermeulen

Click the 'Filter' button to open a list of parameters on the right side of the screen that can be

used to filter the list of users

All fields are optional, so you cadecide how many parameters you use fdiltering.

You can only filter for applicationsf whichyou are thecompany administrator

The filter fields for username, first name and lasname work with halfn a me sc omrt adi
Cl i ck 0Se atheusd listtwih the parametets you have entered.

Click OReset' to remove all the entered
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4.1.3. View and manage user details

= Application and users management 58 pashboard

© My profile Manage users Details for Jean-Jacques Poissol @ x

[E My compan
3 My company
Account details

£ Myusers

andypeeters Peeterzzz
Manage users g Rapuste F jean-jacques Request new password

Blackie Poiss

Manage user — rcove
by jean jacques Jean.Jacques Poisson B a8 =
egistrations

9s9qsdg

£ Applications qs9q9sg Personal details

Jean-Jacques Poisson
e aCqUES @POrSSONENE Tt +63522

Poissonerie Baptiste English

To view more information about a user or <change
details window opens on the right side of the screen.

Depending on whether the user is active or inactive, you can carry out other actions via the
details wirdow.

Details can be managed using the action buttons in the top right corner.

1 Make a normal usera company administratoror vice versa.

9 Switch the user between absent and present (this determines whether the user
automatically receives emails from agplications that he or she has access to. See
6 Applicationsd > O6Manage email sd) .

The userds personal details can bejpchanged vi a

Underneath the detailsbuttons, you can request a new password for the user, or send a new
email with an activation link for an inactive user). In both cases, the user will receive an email.

Applications
Applications
EBALIE This us s no user roles for this application yet f A
WASCOL m v

Via the pin icon i, ydubaalinkusg mwlesifor eathiapplicaidn the | o ¢ k
user has access to

Youcan r emove t heanagpkcatidnsithéhe tcashscen7it o
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Extra applications can be added for the user with the dropdown mepu You can only addn
applicationto a userif you area company admin for this application

4.2.Manage user registrations

The 'Manageu s e r r e g $ubtdb camthins ceguesds by new users in your company for
access to one of the applications of which you are tre@mpany administrator

= Application and users management

© My profile Manage user registrations C Reload [J'Y Filter

B My company

Apics for shipping agents & d__13:02:2017 15:10

2 Myusers Andy Peeterzzz

Manage users uni

registrations

£ Applications

Registratiors are placed in 3 categories: new, accepted anejected.

The listonly showsnew (awaiting processing) as default. To view accepted and rejected
registrations, change the filter with the filter icon.

= Application and users management 2 Dashboard @ Baptiste Poisson ~

O My peotie Manage user registrations Registration of Unifacttest Unifact X
E My company Account details
i 23-02:2017 152
e ] Unifactiest Unifact Poissonerie Ba_ Invoices . New
New
— Poissonerie Ba._ inand sh.. New
Manage s s Por
rohacion Perscnsl i/ Modiy L r Aut
& Applications v
Unifacttest Unifact
dd@dd be +63
P Baptist

Click a request to open a details window|.

You can accept or reject a request underneath the details window In both cases, an email is
sent to the user.
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TIP

In applications that work withcompany administratorsvho manage users in their company,
user registrations will initially be dealt with by theompany administrator of thecompany.

Thecompany administratoreceives an email every time a new useequests access to an
application.

5. Applications

Inthed6 Appl ications® tab, you can manage your appl.i
additional company activities and application codes here, and assign user roles to yourself and
users in your company.

5.1.Manage applications

I n t he ' Man a gubtabAyowchn chaage settimgsarid change and remove user
roles for each application you have access to. If you do not yet have access to the apptin,
you can request acceswia this subtab.

= Application and users management i pashboard € Jean-Jacques Poisson ~

My profile Applications

Here you can manage your applications.

My company

Applications that you have access to ~
22 My users

Applications that your company has access to ~
£ Applications

Manage applications Applications that your company doesn't have access to ~

Manage emails

Manage company
activities

Manage application
codes

Manage user roles

All available applications are listed here, categoriseatcording to your access rights:

5.1.1. Applications to which you have access

This group contains all applications to which you have personal access
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= Application and users management 2 Dashboard €@ Jean-Jacques Poisson ~

© My profile Applications

Here you can manage your applications.

My company
Applications that you have access to -

2L My users

Container re-use Barge traffic system e-Desk customs
X Applications The application Container re-use facilitates the interaction between A unique platform for the barge and terminal operators that handle With this application declarants can report MEN information to
shipping line and transporter for the re-use of empty import containers, 1o register planning requests, to draw the terminal container and RORO terminals in the ports of Antwerp and Zeebruges
Manage applications. containers for export shipments. planning and to consult the lock planning. e-Desk is used for reporting export cargo, ransit cargo and import

cargo. Via e-Desk the declarant can also trace his cargo through the
reported statuses

Manage emails

2 Manage user roles A Manage company activities B Manage emails 25 Manage user roles

Manage company M Manage company activities

e 22 Manage user roles M Manage company activities

Manage application

codes Waste collection

Manage user roles Waste collectors register with this application how many and what
type of waste they have collected from a ship

2 Manage user roles R Manage company activities

O Manage application codes

Applications that your company has access to ~

Applications that your company doesn't have access to ~

All applications which you have access to are listed here. You can carry out actions separately

for each application
Depending on the application, various actions are available:

Manageemails
Manage company activities
Manage user roles

1
1
1
1 Manage applicaton codes

Each of these actions can also be found in another subtab under the 'Applications’ tablf you
click one of the actions on this page, you will be forwarded to the relevant subtab, filtered
according to the application you selected.

More infarmation can be found in the chapters on the relevant subtabs.

5.1.2. Applications which your company has access to

This group contains all applications to which your company has access
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My profile
My company
My users

£ Applications

Manage applications
Manage emails

Manage company
activities

Manage application
codes

Manage user roles

Application and users management

Applications

Here you can manage your applications

Applications that you have access to ~

Applications that your company has access to v
Apics for shipping agents & dangerous goods declarants

“This application is used by shipping agents to fulfil all the reporting
formalities connected to the call of a seagoing vessel and by shipping
agents and forwarders to declare the dangerous goods that are
brought to the Port of Antwerp.

@ Request access

Invoices Port Authority

Customers of the Antwerp Port Authority can consult conveniently
online their invoices and credit notes with this application

@ Requestaccess

Applications that your company doesn't have access to ~

Inland shipping & water consumption

In the application Infand shipping and water consumption you can
register to whom the invoices should be sent for inland vessels. The
application is also used to register the amounts of water delivered by
inland water vessels

Access has already been requested for this application

i Dashboard € Jean-Jacques Poisson ~

Promotion Platform

Promotion platform for the Port of Antwerp for marketing and
commercial experts. Information about promotion and events.

& Request access

You can request access to these applications by clicking 'Requastess'|2].

If you request access, the 'Requestccess' button disappearss.

Before you gain access, your request must first be approveddgompany administratorof your
company orby an application administrator.

5.1.3. Applications to which your company does not have access

This group contains all applications to which your company does not yet have access

My profile
My company
My users

£ Applications

Manage applications

Manage emails

Manage company
activities

Manage application
codes

Manage user roles

Application and users management

Applications

Here you can manage your applications

Applications that you have access to ~

Applications that your company has access to ~

Applications that your company doesn't have access to -
CertiWeight

Certiweight offers the industry, inland and carriers/agents a solution
concerning the newest IMO/SOLAS-regulation regarding the weighing
of containers.

Access has already been requested for this application

DigicMR
CMR, the digital bill of lading

Access has already been requested for this application

Dashboard € Jean-Jacques Poisson ~

Port dues

With this application, shipping agents can register to whom invoices
should be sent and can register the volumes of cargo loaded and
unloaded during the stay of a vessel in the port.

Fill in access request ~

The only option available for these applications is tequest access?|.

In this case, the request mustlwaysbe approved by an application administrator.
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5.2.Manage emails

In the 'Manageemails' subtab, you can define the situations in which you want to receive
automatic emails from the applications tavhich you have access.

= Application and users management i Dashboard € JeanJacques Poisson ~

O wy profile Manage emails
Here you can subscribe to emails of certain applications.
My company

u Barge traffic system
% My users

Aunigue platform for the barge and terminal operators that handle containers, to register planning requests, 1o draw
the terminal planning and to consult the lock planning

£ Applications

Manage applications:
Manage emails

Manage company
activities

Manage application
codes

Manage user roles

The options shown depend on the applications for which you are registered.

If you use thiswindowto register for email alerts, you will only receive them if you indicate that
you are 'Present’. Seethe' Mgr of i | ed® t ab.

5.3.Manage company activities

In the 'Managecompany activitie§ subtab, you can request new company activities for an
application which you have access to.

=  Application and users management i Dashboard € Jean-Jacques Poisson ~

© My profile Manage company activities

Here you can manage your company activities.
My company

" Barge traffic system e-Desk customs Waste collection
“a My users
Aunique platform for the barge and terminal operators that handle with this application declarants can report MRN information to Waste collectors register with this application how many and what
0 Applications containers, to register planning requests, to draw the terminal container and RORO terminals in the ports of Amtwerp and Zeebruges type of waste they have collected from a ship.
PP planning and o consutt the lock planning &Deskis used for reporting export cargo, transit cargo and import
cargo. Via e-Desk the declarant can also trace his cargo through the
Manage applications reported statuses. Chosen activities
en activitie + Waste collector

. + Bargeopers
Manage emails Bargeoperator

" Declarant import (New) All company activities for this application are already requested or
Fill in activity request v  Terminal export ’ available

« Terminal import

Manage company
activities

Manage application
codes Fill in activity request v

Manage user roles
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You can request additionéallingomipainyy acequesti @sbyp
application

Barge traffic system

A unique platform for the barge and terminal operators that handle
containers, to register planning requests, to draw the terminal
planning and to consult the lock planning

~ Bargeoperator

Fill in activity request ~

A list appears of all company activities which you can request for the application concerred
The 6Activity requestd butt edbanactivityy. becomes acti

After the request is submitted, it must first be approved by the application administrator before
you can use the application with this additional company activity. You will be informed by email
when the request is approved

5.4.Manage application codes

I n t he aphiatioracpdes'subtab, you can add application codes (RE codes and waste
collector codes). You can indicate here thaients or waste collectors for which your company
has power of attorney.

14 Application and uses management instruction manual



