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Technical issues  

Initial Setup for Portal Login  
  

You can work with the portal in the web client mode  through a browser (without the ability to use EDS), or you 
can install a "thin client" on your computer  (with the ability to use EDS).  

  

Installing the program on your computer  

  

If the portal will be used on a personal computer, then we recommend you to install and use the "thin client". It 
works much faster, more stable and more convenient than a browser. In addition, some functions can work only in 

this mode (EDS subsystem, file scanning).  

  

For this:  

  

1. Download the thin client: x64-bit version   

2. Go to the directory of downloaded files and extract the downloaded archive to a separate directory.  

3. Navigate to the directory with the deleted files. Find and run the installation file setup.exe  

  

  
  

1. In the first installer window, click "Next".  

In the second step, enable the components with the required interface languages and click "Next":  

http://v8.1c.ru/overview/Term_000000125.htm
http://v8.1c.ru/overview/Term_000000125.htm
http://v8.1c.ru/overview/Term_000000125.htm
http://v8.1c.ru/overview/Term_000000124.htm
https://portal.ctp.info/platform/baf_win_tc_x64.rar
https://portal.dpworld.com.ua/platform/setuptc64.zip
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2. In the next window, specify the default language (system settings are set by default) and click "Next":  

  
  

In the next steps of the installer, click "Install" and "Done".  

  

1. Download a separate shortcut to the desktop to log in to the portal:  

on the https://portal.ctp.info website  , and save the shortcut  

 
 

2. Launch the portal via this TIS-Portal shortcut  

3. You can delete the downloaded «setupc.zip" archive (in step 1) and the temporary directory of 

installation files (step 3).  

  

If you don't have a Windows system, then the BAF:Enterprise client can be downloaded from here:  

• For DEB-based Linux systems:  

 Client for x64  

 

https://portal.dpworld.com.ua/platform/thin.client.deb32.tar
https://portal.ctp.info/platform/baf_linux_tc_x64.tar
https://portal.dpworld.com.ua/platform/thin.client.deb64.tar
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Work through a browser  

  

The portal works through Internet browsers: Mozilla Firefox, Google Chrome or Safari. We do not recommend 

using Internet Explorer.  

  

To open the portal through a browser, follow the link:  

https://portal.ctp.info/portal-klientov/uk_UA/?DisableStartupMessages-klientov/? 

DisableStartupMessages  
 

! In this mode, a digital signature is not 

available  
 

Attachments and links with different language interfaces:  

 

українська - https://portal.ctp.info/portal-klientov/uk_UA/?DisableStartupMessages 

 

англійська - https://portal.ctp.info/portal-klientov/en/?DisableStartupMessages 

  

    

Setting up an electronic signature  
  

The electronic signature works only in the thin client mode of the enterprise's 1C client.  

The thin client installation process is described in the "Initial Setup for Portal Login" section. It is possible to use 
EDS keys issued by the following accredited key certification centers of Ukraine:  

• ACSK IDD DFS  
• ACSK "MASTERKEY" LLC "ART-MASTER"  
• ACSC JSC CB "PRIVATBANK"  
• ACSK LLC "KS"  
• ACSC LLC "Key Certification Center "Ukraine"  

  

Preparing for installation  

  

It is necessary to have:  

• Files with keys - private key (Key-6.dat) and public key (file with the extension "cer"). If your key is not in 

Key-6.dat format, then it must be converted to this format by the converter program. Usually, you can find 
a converter on the websites of the ACSC. For example, the converter for keys of the ACSC Ukraine (format 
*. ZS2) can be downloaded here:  

https://uakey.com.ua/index.php?num_text=7458  

• PrivatBank keys can be transformed using honey. Your public key can be found on the website of the ACSC.  

• Files with certificates from the CASC that issued your key. The automatic installation of these certificates is 

described below. To update CAC certificates, manually go to the website of the desired CAC, download the 
server certificates.  
- CA IDD DFS:       https://acskidd.gov.ua/ca-certificates  
- АЦСК MASTERKEY:     https://www.masterkey.ua/ca/ca-certificates  
- CA Ukraine:       https://uakey.com.ua/ua/setificate-one-office/text=1&page=1?lang=ukr  
- ACSC Key Systems:     http://ca.ksystems.com.ua/ca-certificates  
- ACSC JSC CB "PRIVATBANK":  https://acsk.privatbank.ua/certs  
- CA PJSC "UkrSibbank":    http://csk.ukrsibbank.com/ca-certificates  

• Before registering your certificate in the system, you should submit a power of attorney for the right to 
sign and use the EDS of the established form.  

  

https://portal.ctp.info/portal-klientov/?DisableStartupMessages
https://portal.dpworld.com.ua/portal-klientov/?DisableStartupMessages
https://portal.ctp.info/portal-klientov/?DisableStartupMessages
https://portal.ctp.info/portal-klientov/?DisableStartupMessages
https://portal.dpworld.com.ua/portal-klientov/?DisableStartupMessages
https://portal.dpworld.com.ua/portal-klientov/uk_UA/?DisableStartupMessages
https://portal.ctp.info/portal-klientov/uk_UA/?DisableStartupMessages
https://portal.ctp.info/portal-klientov/en/?DisableStartupMessages
https://acskidd.gov.ua/ca-certificates
https://acskidd.gov.ua/ca-certificates
https://acskidd.gov.ua/ca-certificates
https://acskidd.gov.ua/ca-certificates
https://www.masterkey.ua/ca/ca-certificates
https://www.masterkey.ua/ca/ca-certificates
https://www.masterkey.ua/ca/ca-certificates
https://www.masterkey.ua/ca/ca-certificates
https://uakey.com.ua/ua/setificate-one-office/text=1%26page=1?lang=ukr
https://uakey.com.ua/ua/setificate-one-office/text=1%26page=1?lang=ukr
https://uakey.com.ua/ua/setificate-one-office/text=1%26page=1?lang=ukr
https://uakey.com.ua/ua/setificate-one-office/text=1%26page=1?lang=ukr
https://uakey.com.ua/ua/setificate-one-office/text=1%26page=1?lang=ukr
https://uakey.com.ua/ua/setificate-one-office/text=1%26page=1?lang=ukr
http://ca.ksystems.com.ua/ca-certificates
http://ca.ksystems.com.ua/ca-certificates
http://ca.ksystems.com.ua/ca-certificates
http://ca.ksystems.com.ua/ca-certificates
https://acsk.privatbank.ua/certs
https://acsk.privatbank.ua/certs
http://csk.ukrsibbank.com/ca-certificates
http://csk.ukrsibbank.com/ca-certificates
http://csk.ukrsibbank.com/ca-certificates
http://csk.ukrsibbank.com/ca-certificates
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Setting up the parameters of the e-signature program Launch the 

customer portal through the thin client!  

  

On the home page, follow the "My Settings" link in the 

"Tools" group.  

  

Go to "Electronic Signature and Encryption Options".  

  

- Go to the "Programs" tab. If prompted to 
install an external component, click "Install and 
Continue".  
  

- Go to "Settings ..."  

Installing the EDS program on a computer  

  

 
  

  

Click to install the program  
signatures to the specified directory   
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 Configuring the certificate store  

 
  

Certificate Import Verification:  

 

  
  

To manually import the necessary certificates, select all certificates, click "Import", specify the files with 
certificates, click "Open":  

  

  

In the menu, select the CA that  
gave you the key. In the specified directory  
CA certificates will appear.   

Click to check the import  
certificates. A list opens  
certificates.   

Select "all certificates"   
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Configuring the parameters of interaction with the ACCC  

 
     

  

Click, select all previously  
downloaded CA certificates  
and your public key.   

Click Open   

  

On these tabs, configure the settings  
access to the servers of your CA in  
in accordance with the required table (see below)   
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Specify the parameters for access to the servers of your CASC in accordance with the required table:  

  

Parameter  ACSK IDD DFS  

TSP  

  

server  http://acskidd.gov.ua/services/tsp/  

Port  80  

OCSP  

  

server  http://acskidd.gov.ua/services/ocsp/  

Port  80  

CMP  server  acskidd.gov.ua  

Port  80  

  

Parameter  АЦСК MASTERKEY  

TSP  

  

server  http://tsp.masterkey.ua/services/tsp/  

Port  80  

OCSP  

  

server  http://ocsp.masterkey.ua/services/ocsp/  

Port  80  

CMP  server  masterkey.ua  

Port  80  

  

  

Parameter  CA Ukraine  

TSP  

  

server  uakey.com.ua  

Port  80  

OCSP  

  

server  http://uakey.com.ua/services/ocsp/  

Port  80  

CMP  server  uakey.com.ua  

Port  80  

  

  

Parameter  ACSC IDD Key Systems  

TSP  

  

server  http://ca.ksystems.com.ua  

Port  80  

OCSP  

  

server  http://ca.ksystems.com.ua/services/ocsp/  

Port  80  

CMP  server  ca.ksystems.com.ua  

Port  80  

  

  

Parameter  ACSC Privatbank  

TSP  

  

server  http://acsk.privatbank.ua  

Port  80  

OCSP  

  

server  http://acsk.privatbank.ua/services/ocsp/  

Port  80  

CMP  server  acsk.privatbank.ua  

Port  80  
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Parameter  Ukrsibbank CA  

TSP  

  

server  http://csk.ukrsibbank.com  

Port  80  

OCSP  

  

server  http://csk.ukrsibbank.com/services/ocsp/  

Port  80  

CMP  server  csk.ukrsibbank.com  

Port  80  

Save the settings by clicking the "Save and Close" button. In the list of programs, the entry "Installed on your 
computer" should appear: 

  
  

Registering your own certificate  

  

Now you need to add a certificate to sign documents. To do this, go to the "Certificates" tab and click "Add":  
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Select a file with a private  
key, enter the password and  
click OK   

The list should display  
your certificate. It's easy  
Wonderful! Click "Next"   

  

Enter the password again  
and click "Add"   
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Sample power of attorney  
  

A sample of the power of attorney for the use of EDS is available at the link  

 

 

Setting up the display of "Account Balance".  

 

In the upper right corner, click on the arrow with two stripes. 

 
 

 

 

 

 

 

 

 

 

  

The certificate has been successfully added.  
Setup is over!   

https://portal.ctp.info/man/Doverennost_ECP_TIS.doc
https://portal.dpworld.com.ua/man/Doverennost_ECP_TIS.doc
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Next, in the menu, click "Settings", then click "Start page settings". 
 

 
 

In the left column, click on "account balance", then click the "add" button and click the "OK" button. 

 
 

  

  

For those who don't like these, you need to launch any of the remote access programs (TeamViewer, Ammyy 
Admin, AnyDesk) and call our technical support.  
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File settings  
  

From the start page, go to the "My settings" menu, then open the "Work with files" tab:  

  
  

The tab performs personal settings for working with files:  

• Action when selecting a file - specify the action of the program when selecting a file in the list by pressing 

the Enter key or double clicking on the file - open the file or open its card.   

• Show Tooltips When Editing Files (Web Client Only) - Enable Tooltips when editing files while working in 
the Web Client. If the checkbox is enabled, the program will tell you how to open the file for viewing or 

editing and how to update it in the information base when working through the Web Client.  

• Show busy files after shutdown - if the checkbox is enabled, and the current user has occupied one or 
more files, then when the work is completed, a list of these files is displayed. You can open the file for 

viewing, finish editing, open the file card.  

• Show "Size" column in file lists -  if enabled, the "Size" column (in Kb) is shown in the list of files and in 
the list of edited files. 

• Show information that the file has not been changed - if the check box is enabled, then when saving file 

versions, the program will report that the file has not been changed. When you run the Finish Editing or 

Save Changes command, if the file has not been changed, a new version is not created (the existing 
version is not changed), if the check box is enabled, a message is displayed that the file has not been 

changed.  

• Compare versions of ODT, DOC, RTF, TXT files  by choosing one of the two possible options for comparing 

files of the specified format - Microsoft Office Word or OpenOffice.org Writer.  

• File opening settings - in the proposed table, select the opening method for text files with the specified 
extensions (in the built-in program editor or standard program, for example, a text file can be opened 
using Windows Notepad instead of the built-in program editor).  

• Main Working Directory Settings - Follow the link to specify the main working directory settings.  

• Scan Settings – Jumps to Scan Options.  

  

Setting up the main working directory  
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Designed to configure the settings of the main working directory.  

The main working directory is a folder on your personal computer, where files received from a program for viewing 
or editing are temporarily stored.  

It opens at  the Main Working Directory Settings link  in the personal settings of the program (Work with files 
attachment).  

  

Location of the main working directory  

• The "Location" field indicates the path to the main working directory on your personal computer.  

• It is installed by the program automatically, but can be changed if necessary. To do this, select a different 
folder on your computer. When choosing a different path to the main working directory, you must select 
an empty directory (which does not contain files or subdirectories).  

• To return to the original application settings, click the "Restore Default" button. Maximum size  

• In the "Maximum size (MB)" field, set the limit for the total volume of all files in the main working 

directory (100 MB by default). If set to 0, then the size of files is not limited. The size is indicated in 
megabytes (Mb).  

Request a program to delete files  

• If the "Confirm on deletion from the main working directory" check box is selected, a request to delete 

the file will be displayed before each file is deleted. By default, the check box is cleared.  

Deleting files after editing  

• If the "Delete files after editing is completed" checkbox, the file is deleted on your personal computer 

after transferring to the program.  

Use this setting to save space on your hard drive or to increase security. By default, the check box is 
unchecked. Current state  

• The program shows the current state of the main working directory - the number of files contained in it 
and their total volume (MB).  

View the list of files in the main working directory  

• Click "Open File List" to view a list of files that are currently hosted in the main working directory.  

Clear the main working directory  

• Click "Clear Main Working Directory" to delete all files in the main working directory, except for those you 

used for editing. To confirm the cleanup, click "Yes".  

  

Scan Settings  

  

The program allows you to save files received directly from the scanner. To work with the scanner in the 
program, you need to configure scanning. Before making settings, you need to connect the scanner to the 
computer, and depending on the capabilities of the connected scanner, certain parameters will be available. 
Scanner Name  

• In the "Scanner" field, select the scanner you are using from the list of available devices connected to the 
computer (if the scanner is connected alone, it is selected by default).  

Basic  

Depend on the capabilities of the selected scanner connected to the application. Some may not be available.  

• Select Scan Resolution (DPI). The list of available permissions depends on the scanner you choose. Choose 
the lowest resolution with acceptable scan quality.  

• Select the Colors  of the images to be received from the scanner (Monochrome, Grayscale, Color). 
Depends on the capabilities of the scanner.  

• Select one of the options Rotate  image after scanning. For some scanner models, this property is not 
available.  

• Select the Paper Size Placed in the Scanner. This property is not available for some scanner models.  

• Turn on  the Two-way scan check box. In this case, both will be scanned  

 sides of the paper. For some scanner models, this property is not available.    
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Scanner dialog  

• Show scanner dialog before scanning - if the checkbox is enabled, a dialog will be shown before scanning 

for advanced scan settings (e.g. selecting a scan area on a piece of paper). By default, the checkbox is 

enabled.  

Ability to convert to PDF  

• Enable the check box to use ImageMagick to convert to PDF. In this case, the scanned images can be 
converted to PDF using the ImageMagick application.  

• Specify the Path to PDF conversion program - the path to the file of the ImageMagick program in progress 
(default is "convert.exe"). If this name conflicts with other programs, use the "Select" button to specify 
the full path of the form "C: Program Files (x86) ImageMagick-7.0.8-Q8 convert.exe".  

For single-page images  

• Format - the program allows you to select one of the supported formats (BMP, JPG, GIF, PNG, TIF, PDF) to 
place the file in the information base. If the "Use ImageMagick to convert to PDF" checkbox is enabled, 
then the PDF format also becomes available in the list (in this case, you can select PDF for storage, other 
formats for scanning).  

• Quality - if the JPG format is selected, then you can adjust its quality (100 - maximum quality and 

maximum size, 1 - minimum quality and minimum size). The default is 100.  

• Compression - if the TIF format is selected, the compression can be adjusted. Possible options: LZW, RLE, 

CCITT3, CCITT4 without compression.  

• Type (for scanning) - allows you to select one of the supported formats (BMP, JPG, GIF, PNG, TIF) for the 

images to be received from the scanner.  

For multi-page images  

The option becomes available for change if the "Use ImageMagick to convert to PDF" checkbox is enabled. By 

default, the TIF format is selected.  

• Format – the program allows you to select one of the supported formats (TIF, PDF) to place a multi-page 
file in the information base. It is used when the "Accept all as one file" command is selected for several 

scanned images when working with the Scan Assistant.  

View the Scanned File Numbers list  

• Click "Open Scanned File Numbers" to view the corresponding list.  

General information  
  

Start Page (Desktop)  
  

After successful authorization, the program desktop will open - Start Page.  

  

On the start page, there are links to go to the relevant portal functions, the "Container History" report, current 
notes.  
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To set up your account, go to My Settings.  

  

Here you can set a new password, specify your contact information.  

You can also adjust the mode of operation of the program interface by changing the "Main window mode" 

parameter. In the "Multi-window" mode, the toolbar, open windows panel, auxiliary service commands, etc.   

  

To correctly exit the portal, you need to go to the "Shut Down" link.  

    

Vessel calls  
  

You can go to the list of ship calls from the home page ("General" section):  

  

Completion  
Works   

Notes   

Finding a container   

This instruction   

Reports   

Contacts   

Mobile application, telegram - channel, other  
Reference

s. 
  

My Settings   
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In the list, you can set an arbitrary viewing depth for days.  

Processed shipyards are highlighted with a yellowish background. Future ones are white. The 

information is constantly updated as information becomes available.  

  

 
  

In the call card, you can see detailed information:  

  
  

    

  

Ship calls   

  

Viewing depth  
in days   
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Container Information  
  

To get the history by container, enter the number on the start page:  

 
  

We will get a result in which the documents are sorted in descending order of date (the latest documents are at 
the top, and the older ones are at the bottom)  

  

 
  

You can also go to the container history from any document. Usually performed through the context menu (right-

click on the container number), for example: 

  

  
Only numbers can be entered   

  

By double-clicking (or  Enter )  in  
field will open a document with  
accessible information   
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Export  
  

Plan for accepting containers for ship call  
  

This document creates a Container Terminal Line or Accounting Group.  

  

The reception plan is designed to display the plan of arrival of containers at the terminal for loading at the 

specified vessel call. The plan is submitted in line once a week with the possibility of further adjustment during the 
week. As a result of the ship call, we get the opportunity to compare the plan and the actual arrival of containers.  

  

To enter a new plan, open the list and click the "Create" button. A new plan will open. Specify the line and ship 
call:    

  

 
  

  

By filling in the list of containers, you can download the prepared data from the file.  

 

    
 

Oper

ator     
 

  

  

   

  

    

   
Booke

d By 

Name 
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ng     
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of 
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60    
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Example of a table for uploading a document:  

  

  

Loading data from a spreadsheet  

  

Click the "Upload from file" button. A window will open for entering data.  

Copy (Ctrl+C) and paste (Ctrl+V) the data through the clipboard into the table so that the data is in the correct 

columns. Click "Next", the entered data will transfer   to the document.  

  

 
If the system could not compare the proposed data automatically, it is necessary to register the data manually.   

For example, in our case, we need to match the MSL and Maersk operator codes:    

  

r

a

s    

r

a

, 

M

e

x

i

c

o    
MSL 

      

  

AGRO

NAUTI

C PTE  
 

    

957953

154    
 

    

20    
    

 Algeciras   

   
 

J

a

k

a

r

t

a

, 

I

n

d

o

n

e

s

i

a    

8 

   
       234    
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Double-click with the left mouse button to go to the "Disambiguation Resolution" window and select the correct 

item from the proposed list:    

  

 

  

It is also necessary to eliminate all ambiguous data. In our case, there were no more ambiguities, the list of 
undelivered data was cleared. Click the "Download data" and get the result of the download:    
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After manual matching, the system will remember the selection made and match the data automatically the next 
time in the same way.  

Loading data from a file  

• Click the "Upload from file" button. A window will open for entering data.  

• Select the option to download from an external file  

• Click the button "Load table from file...»  

• Select the file with the prepared data  
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Application for acceptance of export containers  
  

1. Main parameters.  

  

On the first tab, the main parameters of container receipt and their shipment to the vessel are filled in:    

 
  

For loaded containers, you need to fill in the shipment data. If the required vessel call has not yet been registered in the 

system, it is necessary to enter the name of the vessel and the voyage number. To do this, click to the right of the ship 

entry selection field.  

  

2. Containers and transport.  

  

The second tab fills in information about containers and the transport that will bring them to the terminal. As in 

the case of application for additional services,  Containers can be filled with a total number by type of containers, 
if empty containers are imported.    

 
  

For motor vehicles, an application for a pass is created for each car. To do this, click "Create a new one" and fill in 
the application data.  
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If the same car makes several trips on this application, there is no need to duplicate the lines with vehicles. It is 

believed that any specified car can make several walks. The application for a pass will be valid until the current 

application for an appointment is fully processed (when all the specified containers arrive at the terminal 

warehouse).  

  

The car can simultaneously import and export containers in one call to the terminal. If the application for the pass 

has already been issued from the application for issuance, then you need to use the "Choose ready-made" button. 

Then both applications will be attached to one application for the pass: an application for an appointment and an 

application for issuance.  

  

For the option of receiving railway containers, only platform numbers are filled in.  

  

3. Other.  

On the "Comments" tab, you can specify any additional information for the container terminal accounting group.  

After completing the application, information will be sent to freight forwarders and the accounting group of the 
container terminal.  

  

 On the basis of the completed application for the acceptance of export containers, you can enter an application 
for additional. services and  orders for the shipment of containers.   

To do this, select the desired application in the list and use the appropriate commands in the submenu  

"Create based on" 

 
or in the context menu (right mouse button):  
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Acceptance Acts  
  

Acceptance acts,  issued at the terminal, available on the portal:  

  

 

  

After clicking on the button  , a printed form of the acceptance act will open, which can be 
printed, saved to a file or sent by mail:  

 
  

    

Export Container Reassignment  
  

The power of attorney is issued by the freight forwarder for the transfer of the authority to register export 

containers to another freight forwarder.  
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To indicate a new responsible person, you need to fill  in one!! from three fields:  

• Name of the organization (the search will be performed by 
the occurrence of the search bar, so here you should specify 

only the name of the company without the form of 
ownership or part of the name)  

• EDRPOU code •  TIN  

Next, you need to click  the "Find" button. If such a company is found, then its details will be filled in. To specify 

another company, click on clearing the result and search again. A retrust can be created on the basis of  the 
Application for Acceptance of Export Containers.  

    

Assignment for shipment of containers  
  

List of assignments  

  

Orders are issued on the portal by freight forwarders. From the moment of the start of registration to the end of 
loading on the vessel, there are several states of assignment. For the convenience of tracking the status of 

assignments, the log is divided into several tabs with corresponding filters by status:  
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1. All documents  

Here you can find all the assignments without filters by status.  

The color of the assignment corresponds to the color of the bookmark (state).  

2. New (drafts)  

This list displays orders that are at the stage of entering and editing. After filling out the order, it must be 
signed with an electronic signature and sent for customs approval.  

3. In the queue of registration.  

It displays the orders that are in the queue for approval at customs. In this state of the mandate, it is 

forbidden to make changes. But if necessary, the freight forwarder can withdraw the order from the 
queue and transfer the document to its previous state. To do this, you need to cancel the EDS.  

If the customs makes a positive decision, then the order becomes in the status "Agreed" and goes into this 
state.  

4. Chartered  

This list contains all assignments that have a customs approval visa.  

5. Load Expectation  

After the positive approval of the customs, the terminal's accounting group accepts the order to work. 

Documents successfully processed by the accounting group are displayed on this tab.  

6. Submerged on a ship  

Orders regarding the fact of loading onto the vessel are automatically transferred here.  

  

Upon the fact of the complete closure of the vessel, all orders go to the archive and are hidden from the lists. To  

display the order for the spent vessel, click "Show archival" by analogy with other document logs on the portal.    

Filling out a power of attorney  

You can create a new order from the list ("Create" button) or on the basis of an application for accepting export 
containers.  

  

Main parameters.  

• First, you should fill in the basic parameters of the order: power of attorney number, type of mandate, 
type of transportation, ship call, transshipment port, destination port, container line.  

  

Organizations.   

  

• In the "Forwarder" section, you need to fill in your organization and contract with the terminal. In this 
case, the details of the organization will be automatically filled in as they are entered into the database. If 
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the details are not filled in or filled in incorrectly, they must be refilled manually with the correct data in 
Ukrainian.  

If the details were filled in automatically, its editing will be limited in order to accidentally enter incorrect 

data. To unlock the editing of such a prop, you need to click on the "pencil" in the input field:   

After entering the correct data, the sales manager will receive a notification for timely updating of data in 
the database.  

• In the "Sender" section, enter the sender's EDRPOU code. In this case, the system will try to find an order 
with the same sender code. If such an order is found, all the details of the sender will be filled in 

automatically according to the data from the found order. If the sender is used for the first time, all sender 
details should be filled in manually.  

When filling in the sender's name and address in English, you can use automatic translation. To do this, in 

the input field, click the button . This will open Google Translate with the translation of the 
corresponding text.  

• In the "Consignee" section, enter the recipient's details in English. In the case of coastal transportation, 

the recipient's data should be filled in in Ukrainian.  

• In the "Payers" section, enter data on payers for loading and unloading operations and storage of 
containers. By default, the payer for the RR is determined by the selected line, and the payer for the 
storage of export containers is usually the freight forwarder. 

  
    

Containers and cargo.  

  

• Enter your shipment details. Specify the method for determining the tested weight of the container in 
accordance with the requirements of the SOLAS convention (IMO MSC.1/Circ.1475, clause 5.1).  

The SOLAS rules prescribe two methods by which the shipper can obtain the verified gross weight of the 
packaged container:  

- SM1 - weighing an already loaded and sealed container;  

- SM2 - weighing of all packaging and cargo pieces, including the weight of pallets, fastening material 
placed in the container, the weight of which is summed up with the weight of the container.  
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Information on VGM, upon receipt from the forwarding company for the submitted terminals, will be 
transferred to the agent for further formation of the load list and its coordination with the vessel 
administration.  

• Indicate the commodity item code of the cargo according to the classifier of the Ukrainian Classification of 

Foreign Economic Activity.  

• Enter a short name of the cargo in Ukrainian and English.  

• Enter information about containers. You can fill in the list of containers manually by adding each container 
with a separate line. In this case, all available information about containers will be filled in automatically. 

Check the completed data and enter the required information.  

You can enter all the lines by filling in the list from the clipboard. To do this, you need to copy the list of 

containers to the clipboard and click the "Fill from the list" button:  

  

  
  

Add-ons (files).  

Scanned copies of the necessary documents are entered on this tab.  

Files can be attached from a disk or directly from the scanner. Scan settings are 

described here.   

  

  
After adding the file, specify the document type:  

  

  
   
Completion of registration.  

  

After filling out the power of attorney, you must sign the EDS and send it to the electronic queue for approval.  
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Click the "Sign" button:  

  
  

  

Not only the power of attorney is signed, but also all attached additions (files):  

  
  

After signing, you will be asked to send an order to the electronic queue.  

If necessary, you can postpone this step. You can send it for registration later. To do this, use the "Send" button:  

  
  

    

After sending the power of attorney to the queue for registration, you can still add additional attachment 

documents, but you must also sign the EDS separately. To do this, right-click on the app and select "Sign": 
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After the customs service has approved the order, the result can be seen on the "Visa approval" tab:  

  

  
  

    

Making changes to the power of attorney.  

  

Only unsigned assignments in the "New" status are allowed to be edited without restrictions.  

  

The procedure for returning the power of attorney to the "New" status and canceling the EDS.  

  

1. If the assignment is accepted for work by the accounting group (status "In progress"), it is necessary to 
contact the accounting group and ask them to cancel the assignment.  

  

2. If the order is signed by customs (status "Agreed"), you must contact the inspector and ask to cancel the 

visa (cancellation of the visa is described here).  

  

3. If the order is in the queue for clearance (status "Sent") or a customs visa with a negative result (status 

"Not agreed"), it is necessary to withdraw the document from the queue and  
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To enable editing, confirm that all EDS has been canceled.  

  

3. If the power of attorney is signed by EDS and is in the "New" status, it is necessary to remove the electronic 

digital signature from the power of attorney.  

To do this, go to the "Electronic signatures" tab and remove the signature from the power of attorney 
using the "Delete" button:  

  

 
    

Change of vessel call in the agreed order  

  

A separate possibility is provided for transferring a certified power of attorney to another ship call while preserving 
all other data of the mandate (ports, containers, cargo, etc. remain unchanged).  

  

The order must be in the "Agreed" status.  

  

If the assignment is accepted for work by the accounting group (status "In progress"), you must contact the 

accounting group and ask them to cancel the assignment. When the assignment returns to the "Agreed" status, 
you can perform the transfer.  

Transfer to the status " Новий ».   To do this, press the    
  

  

Withdraw an order from  
Queues and return to  
Status New   
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An additional form will open, in which you need to select a new vessel call, describe the reason for the transfer, 

and click "Sign". Example: 

  
  

The system will allow you to select a new ship call with the same route (line service) as the old ship call. 

Change of transshipment port in the agreed order  

  

There is a separate possibility to transfer the authorized order to another port of transshipment while preserving 
the remaining data of the order (ship calls, containers, cargo, etc. remain unchanged).  

  

The order must be in the "Agreed" status.  

  

If the assignment is accepted for work by the accounting group (status "In progress"), you must contact the 

accounting group and ask them to cancel the assignment. When the order returns to the "Agreed" status, you can 

perform the transfer.  

To do this, you need to open a power of attorney and  Press the button     next to the selected vessel:   

  

Transfer of an order to another ship call   
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To do this, you need to open the order and press the button  

  

  

An additional form will open, in which you need to select a new transshipment port, describe the reason for the 
transfer, and click "Sign". Example:  

  
  

The system will allow you to select a new transshipment port without changing the vessel call.  

  

The "Port of shipment" field has been added to the Transshipment-Empty order  

  

Select the type of order – empty containers Type of transportation – transshipment And a mandatory field will 
appear to fill in: Port of shipment  

  next to the selected transshipment port:   
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Filling the seals  

  

The "Seal" field is divided into two fields: "Linear seal" and "Sender's seal".  

  

  
We remind you that sender seals are entered through a period and a space.  
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Visa  

  

There are two ways to go to errands:  

  

1. Open the link to the full list of assignments  

2. From the Current Affairs panel. If there are pending assignments, they will be displayed in this panel indicating 
their number.  

  

 
  

  

    

Orders waiting for approval are located in the "Queue for registration" tab:  

  

 
  

It is necessary to open and check the power of attorney, check the availability and content of the necessary 
documents (attached files).  

  

  

1 . Open the list of tasks   

2 . Click on the link to go    

  

Queue   
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After checking the power of attorney, the customs service approves the mandate.  

  

To add a visa, you need to go to the "Approval visas" tab in the order and click "Add visa":  

  

 
    

We enter the result of the visa. It is not necessary to make a comment only for a positive result of the approval.  

  

If it is necessary to assign forms of customs control (FC):  

- Select the result "Sent for revision";  

- in the "Comment" field, enter the justification for such a decision;  

- In the table with containers, mark the assigned forms of control in the necessary cells.  

  

After filling out the visa, you must sign it with an EDS.  

  

Approval Visas Tab   

Adding a visa   
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*If the signature cannot be applied (due to unavailability of the ACCC servers or other technical problems), the visa will be 

saved. The order will acquire the status "On approval". After eliminating technical problems, you must return to the order and 

sign the visa again.  

  
After signing, the result of the visa will appear in the table with visas:  

   
After approving the order, it will go to the "Approved" tab:  

  

  

1 . Choosing a result   

2 . Here we make a comment   

3 . Signing the endorsement   
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If the result of the approval is positive, the order will be in the status "Agreed", and the accounting group can 
accept the assignment for work, include it in the list of load on the vessel.  

  

If the result of the visa is negative, the order will be in the status "Not agreed". The freight forwarder must comply 
with the specified orders of the customs service (carry out the prescribed forms of control, correct the identified 
violations, etc.).  

After that, the customs inspector can make a new visa with a positive result. To do this, he needs to delete a valid 
visa and enter a new one (in fact, visas are not deleted, but archived, it is possible to view the entire visa history).  

Cancellation of the visa  

  

After the customs is approved, the possibility of making changes to the power of attorney is blocked.  

If for any reason the freight forwarder needs to do this, then the inspector needs to remove the customs visa.  

For example, a power of attorney was loaded and reissued to the next vessel. Then the freight forwarder asks to 

remove the visa, transfers the order to the status "New (drafts)", makes corrections and sends the order for visa 

again.  

To remove the visa, the inspector needs to find and open the necessary power of attorney. The easiest way to find 

a power of attorney is by any container number in the order.  

Option  Search  1.  –  For  number  container  via  History  containers: 

 
  

  

    

Search option 2. - By container number in the list of assignments:  

  

Customs Decision   
Mark the presence of assigned  
forms of control (FC)   

    
  

  

On the home page, enter  
number and click "Search"   

Double-click  
An action item opens   
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Open the order: go to the "Approval visas" tab, delete the customs visa:  

  

 
  

  

  

  

    

Lists for container loads  
  

After the execution of export orders for the shipment of containers, a list of vessel loading is formed. The 

information is available in playback mode.  

  

  

1 . Turn on the display  
archival assignments,  
"All Documents" tab   2 . Enter the number  

container to the search bar   

3 . The found order is displayed in the list   

  

1 . Let's switch to  
Visas tab  
Approvals"   

2 . Right-click  
mouse, click "Delete"   
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Loading on the vessel  
  

Here the fact of loading the vessel is recorded.  

The document records the vessel call and the list of submerged containers. The 
information is viewable only.  

  

  

Imports  
  

Orders for import containers  
  

List of outfits  
Orders for containers are issued on the portal by freight forwarders. For the convenience of tracking the status of 
the outfit, the log is divided into several tabs with appropriate filters by status: 
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1. 1. All documents – all outfits without filters by condition are collected here. The color of the clothes 

corresponds to the color of the bookmark (condition).  

2. 2. New (drafts) – this list displays orders that are at the stage of introduction and editing. After filling out 

the order, it must be signed with an electronic signature and sent for customs approval.  

3. In the queue for clearance - here are displayed the orders that are in the queue for approval at customs. 
In this state, it is forbidden to make changes. But if necessary, the freight forwarder can withdraw the 

work order from the queue and transfer the document to the previous state.  

4. Visa – this list contains orders that have a visa approved by the customs service.   

5. Accepted for work – after a positive approval by customs, the terminal accounting group accepts work 
orders for work. Documents successfully processed by the accounting group are displayed on this tab.  

6. Spent - this list includes orders with the status "Worked out".  

  

To display archival documents, click the   

    

Filling out work orders  
  

You can create work orders from the list ("Create" button).  

Main parameters.  

First, you need to fill in the basic parameters of the work order: work order number, type of work order (loaded or 

disbanded), line, type of transport arrival, arrival, shipment. 
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Freight forwarder  

In the Freight Forwarder section, you need to fill in your organization. In this case, the details of the organization 

will be automatically filled in as they are entered into the database. If the details are not filled in or filled in 
incorrectly, you must contact the terminal accounting group. 

  
  

Shipment Forwarder  

By default, it is filled in by the current freight forwarder. If the shipment forwarder is different, you need to 

indicate its EDRPOU code and name  

  
  

Recipient  

In the recipient section, enter the recipient's details: EDRPOU code, name and country - the address will be filled 

in automatically.  

  
If in the main section in the "ship" field you selected railways/platforms, then in the recipient section the 

Destination Station (Railway Station) and Code field will become active.  

Final recipient  

The ability to specify the second (final) recipient after checking the box next to this field. The data is similar to the 
"Recipient" field.  

Customs clearance regime  

Select the direction of movement code in accordance with the "Classifier of Types of Declarations"  
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Priority registration  

To apply for priority registration with the regulatory authorities, you need to click on the three dots and select the 
existing code in the new window in the reason code. 

  
  

When you click on the list arrow, a window is displayed with a list for selecting possible grounds for this design, if 

the list does not contain the desired field, click the   

  

  
  

Payer  

In the "Payers" section, enter data on payers for loading and unloading operations and storage of containers. By 

default, the payer for the RR is determined by the selected line, and the payer for the storage of containers is usually 

the freight forwarder.  

  
  

Assignments  

Select the type of power of attorney from the list, specify the number and date of the power of attorney. 

  
  

Carrier  

It is necessary to indicate the EDRPOU and the name  
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Containers and cargo.  

To add a container to the outfit, you need to click on the button   

  
  

  
  

  

  

Container – Specify the container number  

Type - specify the type of container  

LCL – check the box if the container is prefabricated.  

UKTZED code - specify the commodity item code of the cargo according to the classifier of the Ukrainian 

Classification of Foreign Economic Activity  

B/L -Linear Bill of Lading  

H B/L -Home Bill of Lading  

Places - the number of pieces of cargo in the container is indicated. If there is no data on the number of pieces of 
cargo, the column is not filled in  

The net weight of the net weight of the cargo in kg is indicated. If there is no data on the weight, there is no cargo, 

the column is not filled in.  

Gross - the gross weight of the load is indicated in kg  

Dangerous Goods (Class, Code)  

The class-field is optional if the cargo does not have a "Hazard Class" The code-field is optional if the cargo 
does not have a hazard code.  

  

  

Adding containers by line bill of lading number  

Click on the button   

In the next window, enter the bill of lading number and press Enter.  
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One load for all outfits  

If all containers with the same cargo in the outfit, you can not fill each container separately.  

To do this, it is enough to tick one cargo for all orders and fill in the general information of the cargo for all 
containers.  

  
  

Documents (files). Scanned copies of the necessary documents are entered on this tab. Files are attached from the 

disk. 

  
  

You can attach multiple files at the same time. By clicking the add –file button, a file selection window will appear 
from the disk, select the required number of files and click the open button. 

Press the button    
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After adding the file, specify the document type:  

  
  

Comment  

On the "Comment" tab, you can specify any additional information about the outfits.  

  

  

  

Completion of registration.  
  

After filling out the order, you must sign the EDS and send it to the electronic queue for approval. Click the "Sign" 

button:  

  
  

Not only work orders are signed, but also all attached documents (files):  

After signing, you will be asked to send a visa order to customs. 
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Making changes to work orders.  
Without restrictions, only unsigned orders in the "New" status are allowed.  

  

The procedure for returning the order to the "New" status and canceling the EDS.  
1. If the work order is accepted for work by the accounting group (status "In progress"), it is necessary to 

contact the accounting group and ask them to cancel the work order.  

2. If the order is signed by customs (status "Agreed"), you must contact the inspector and ask to cancel the 
visa.  

3. If the work order is in the queue for clearance (status "Sent") or a customs visa with a negative result 

(status "Not agreed"), it is necessary to withdraw the document from the queue and transfer it to the 
status  

"New". To do this, click the  button To edit, confirm the cancellation of all EDS.  

4. If the work order is signed by EDS and is in the "New" status, you need to remove the electronic digital 

signature from the work order. To do this, go to the "Electronic signatures" tab and delete the signature 

from the work order using the "Delete" button:  

  

Request for re-release  
  

Creating an application on the basis of Work Orders can be found on page 61.  

  

  

  

    

Linear bill of lading (cargo manifest)  
  
The line provides information about containers unloaded at the terminal shortly before the arrival of the 
vessel. This data is uploaded to the database by the accounting group in the form of linear bills of lading (Bill 

of Lading).  
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 In the portal, documents are only available for viewing.  

  

Unloading from the ship  
  

Reflects the fact of receiving containers at the terminal from the ship. The information is only available in playback 
mode.  

  

 
    

Line Disposition  
  

Orders appear on the portal when they are sent electronically by the Line to the terminal's accounting system.  

  

The list of orders displays the current orders. Documents are stored in the archive as they expire or are executed.  

Canceled orders are displayed in red:  
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To see and display archival documents, click the   

  

The document consists of basic clearance data (the "Clearance" tab) and a list of containers (the second 
"Containers" tab): 

  
  

Forwarders can create a Container Inspection or an Application for the issuance of loaded containers  based on the 

order of the line. 

    

Reassignment of containers  
  

  

The power of attorney is drawn up by the freight forwarder. Like the line order, the assignment allows the 
execution of work orders and expense orders for import containers. It is also used to enter an application for the 
issuance of loaded containers.  

  

To create a power of attorney, you need to go to the list of orders and click on the " Delegate" button:  
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A window for filling out the document will open. On the first tab "Registration", you should fill in the basic 

information about the assignment:    

 

  

To indicate a new responsible person, you need to fill  in one!! from three fields:  

• Organization name (the search will be performed by the occurrence of the search string, so it should be 
noted here   only the name of the company without the form of ownership or part of the name)  

• EDRPOU code  

• TIN  

  

Then you need to press the button   Find >>  

If such a company is found, its details will be filled in. 

Let's demonstrate the search using a fictional example. Let's find the company "Megatrans" by the search bar 
"atrans  ". Enter the search bar and click "Find":  

 

  

Let's choose the desired option from the results found:    

 



 

CTP customer portal. User Manual 

  

To specify another company, click on clear result  and search again.  

  

  

On the "Containers" tab, the necessary containers are indicated. This list is automatically filled in based on the 
order of the line. If necessary, it can be edited by deleting extra lines.  
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Application for the issuance of loaded containers  
  

The application for the issuance of loaded containers is made by the freight forwarder. Administered only when 
available   Line Disposition or Assignment  from another freight forwarder.  

  

 

  

Filling should begin with the choice of mode of transport.  

  

(At the moment, the data for registration of the issuance of import containers to the system comes from the ISPS, 
so there is no need to apply for issuance for a car).  

Then you should select the order of the line (or check, if it is issued). In this case, the containers are filled 
automatically.  

If necessary, you can edit the list of containers, but the main condition is that these containers are at your disposal 
(or transferred).  

  

If the issuance of containers to the railway platform is formalized, it is necessary to fill in all the necessary fields on 

the tab "  Loading on the railway platform»:  

 
  



 

CTP customer portal. User Manual 

If the export will take place by road, it is necessary to fill in the data on drivers and cars on the tab "Applications 
for a pass A/M":    

  

 

  

The principle of filling in the data of motor vehicles can be found in the description of the application for the 
reception of export containers (go).  

  

Attention!  

Until 14.06.2017, instead of the document, the portal issued an "Application for addition. services" with the 

indication of the service "  Load on railway transport».  

Now you need to use the method of applying for a load described above.  

    

Plumb load  
  

When loading containers onto the railway platform, a document "Plumb Line" is drawn up. After creating a plumb 

line of the load, information is sent to the freight forwarder. Plumb lines of shipment are placed in the archive as 
railway waybills are issued and containers shipment is formalized.  

 
  

The plumb line can be viewed, printed, saved or sent by mail:  
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Release of containers  
  

The fact of removal of containers from the territory of the terminal by road or rail is recorded in the documents 

"Release of containers".  

  

The documents display basic information regarding the container, transport, cargo, date of issue from the stack 
and date of departure from the terminal.  

  

Documents are only available for viewing with the ability to print.  
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Empty containers  
  

  

Order on the issuance of empty containers  
  

This document is drawn up on the portal line. It is designed to distribute quotas of empty containers among freight 
forwarders. The order allows the freight forwarder to draw up an application for the selection and issuance of an 
empty container.  

  

List of orders for the issuance of empty containers:    

  

 

  

The document must indicate:  

• Freight forwarders  

  

• Validity of the order, after which the freight forwarder will no longer be able to perform selection 
and reservation   containers  

• List of containers for selection and reservation by the freight forwarder.  

  

Example of filling out a document:    
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On the "Comment" tab, you can enter additional information for the freight forwarder or the container terminal 
accounting group.  

After the order is issued, information will be sent to freight forwarders and the accounting group of the container 
terminal.  

Orders are placed in the archive as they expire or are executed.  

  

Applications for the selection and issuance of empty containers  
  

  

From the orders of the line for the issuance of empty containers, applications, selection and issuance are created.  

The list of applications is presented in 2 versions: "In the form of a tree" with the display of subordination and 
"Regular list":    

  

 
The following example clearly shows the following:  

• 21.03.2017 - The line issued Order No. PK-1 for 2 containers of type 20DV for booking No. 123456789 and 

10 containers of 40HC for booking No. 987654321.  

• 31.03.2017 – For 20DV containers, the freight forwarder made an application for selection No. PK-4.  

• 09.04.2017 – The Freight Forwarder ordered the issuance of selected containers No. PK-9. In this 
application, the freight forwarder explicitly indicated the numbers of the selected containers: 

AMFU3011717 and BMOU2316793.  

• 10.04.2017 – The freight forwarder ordered the issuance of 10 containers 40HC without preliminary 
selection No. PK-10. This means that the selection and issuance of containers will be carried out 
simultaneously during loading onto the client's transport.  
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Application for the selection of empty containers  
  

These applications are created by the freight forwarder on the basis of the order of the line for the issuance of 

empty containers .  On the basis of one order, several applications for selection can be issued. As applications are 
made, the available order quantity will decrease, which will be reflected in the application form itself (see below).  

Applications are placed in the archive as they are executed.  

You can create a request for selection only if the line has issued an order for empty containers.  

To do this, you need to open the list of applications for selection and issuance.  On the "In the form of a tree" tab, 

you need to select the desired order and click on the menu . In the menu you need to select  

"Create a selection request". You can also use the context menu (right mouse button), as shown in the figure:  

 

  

A new application form will open. The list of containers will be filled in accordance with the order, it remains only 

to enter the required quantity in the "Order selection" field.  

It should be remembered that as soon as the order expires, the registration of applications for it will be 
blocked, and the order itself will be placed in the archive and disappear from the available orders. For clarity, 

the container table displays the initial data on the order, as well as the available quantity for ordering:  

 
  

In the table, in the "Comment" field  , you can enter a small text that refers to the current line of the application, 
and on the "Comment" tab,  you can enter arbitrary information for the accounting group and warehouse 
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employees. After completing the application, information will be sent to freight forwarders and the accounting 
group of the container terminal.  

  

Container Reservation  
  

After the selection of containers, the accounting group of the container terminal draws up the document 
"Reservation of containers". From the moment of reservation, the countdown of container storage for the 

customer begins.  

On the portal, these documents are only available for viewing.  

After the reserved containers are removed, the document is placed in the archive. 

Application for the issuance of empty containers  
  

These applications are created by the freight forwarder on the basis of  the order of the line for the issuance of 
empty ones or on the basis of the application for selection.  

Applications are placed in the archive as they are executed.  

You can create an application for issuance only if the line has issued an order for empty containers.  

To do this, you need to open  the list of applications for selection and issuance and create an application by order 
or by application for selection.  

  

Entering an application for issuance by order of the line.  

If the application for issuance is made without preliminary selection of containers, then the method of entering such 

an application is similar to entering  an application for selection. Only in the menu you need to select "Create an 

application for issuance".  

A new application form will open. The list of containers will be filled in accordance with the order, it remains only 

to enter the required quantity in the " Ordering issuance" field.  

For clarity, the container table displays the initial data on the order, as well as the available quantity for the order. 

Example:  

  

 

  

Entering an application for issuance by pre-selection.  
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If the application for issuance is made as part of a preliminary application for selection, you need to place the 

cursor on the desired application for selection and   select the option "Create an application 
for issuance" through the menu. You can also use the context menu (right mouse button):  

  

 

  

A new application form will open. The list of containers must be filled with those containers that have been pre-
selected. Example:    

  

 

  

In the "Containers" table, in the "Comment" field, you can enter a small text that refers to the current line of the 
application, and on the "Comment" tab, you can enter arbitrary information for the accounting group and 

warehouse employees. After completing the application, information will be sent to freight forwarders and the 
accounting group of the container terminal. 

Application for Waiver of Empty Containers  
  

This document is drawn up by the accounting group for the correct transfer of empty containers to the general list.  

Quotas for accepting empty containers  
  

The line can, if necessary, limit the delivery of empty containers to the terminal.  



 

CTP customer portal. User Manual 

To do this, you need to create and fill out the document "Quotas for the reception of empty containers".  

  

It is necessary to specify the period of validity and fill in the table. Restrictions can be set by types of containers, by 

size, by carrying capacity.  

Several types of containers can be combined into common columns, you can create and configure the composition 
of columns.  

  

  
  

On the "Containers without quotas" tab, you can specify the containers that should be accepted at the terminal, 
even if the reception quotas have already been exceeded.  

To analyze the fulfillment of the specified quotas, the "Quota Fulfillment" report is used.  

Additional services  
  

Application for a pass  
  

An application for a pass is issued for vehicles that import or export containers from the terminal.  

The application is made by freight forwarders when entering the following documents:  

• Application for acceptance of export containers  

• Application for the issuance of loaded containers  

• Application for the issuance of empty containers  

• From the list of Import Container Orders  

  

Each application for a pass is attached to the corresponding application for import or export and is valid until the 
application for import/export has been fully processed.  

Thus, if the vehicle makes several trips to the terminal, there is no need to produce the same applications for a 

pass.  

To add a new application for a pass, you need to go to the appropriate tab with transport and click "Create a new 
one":  
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In the window that opens, you need to fill in the data on the driver and vehicles and click the "OK" button.  

If the vehicle imports and then exports containers in one go, the same application for a pass should be used in the 
application for admission and in the application for export. For this purpose, the button for selecting an existing 

application for a pass "Choose ready" is intended.  

It should be remembered that with the correct filling out of documents on the portal, the time for registering a 

driver is significantly reduced.  

  

  

You can create an application for a pass from the list of documents by clicking on the button 

  
Application for a pass only for Motor Transport  
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The customer will fill in this field automatically.  

The document must indicate:  

Application validity period  

Car  

Trailer  

Driver's name – full name of the driver in Ukrainian or Russian, 
contact phone number, Driver's license or Passport  

Fields for mandatory filling are marked with an asterisk (*) Using 

the search, you need to find the container number.  

  

The list includes containers for which orders have been issued for the last month. 
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Once the container has been found, you need to double-click on the container and it will appear in the selected 

containers field for the current pass request. 

  
  

After all the fields are filled in and the container is selected, click on the button   
   

  

Attention! Sometimes transport data is filled in the comments in the form of text. In this case, there are no grounds 

for issuing a one-time pass for the security of the terminal.  

    

Applications for additional services  
  

These applications are made by freight forwarders.  

  

1. Open the list of applications and click "Create" to enter a new application:  
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If the application is made for export containers for which the Application for Acceptance of Export Containers, 

you can speed up the execution of the document using the following method. Open the list of applications for 

an appointment and click the button   "Create an application for add. services":  

 

  

The document will be partially filled out according to the data of the export application.  

  

2. On the first page, specify the main parameters of the application and click "Next":  

 

  

3. On the second page, next to the necessary services, check the boxes and click "Next":  
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4. On the third page, containers are entered.  

To add a new line, click  and enter the container number.  

In the process of entering the container number, the system will suggest the corresponding numbers for selection. 
If such a container is not already in the database, then there will be a message in the input field that the 

corresponding container is not in the list. It must be added:  

  
  

Click the add button and fill in the container card.  

  

In the "Comment» if necessary, enter any additional information relating to the specified container number:    

 
  

If the container numbers are not known, you can enter information about the containers of the type. To do this, 
click "Enter total number" and fill in the characteristics of the required containers:  
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Press " Next" and enter the accompanying text of the application for the container terminal accounting group:  

 

  

Click "Apply!". The application will be saved and will appear in the list with the status "New".  

  

  

ATTENTION!  

The application can be edited if it has a status of "New" or "Accepted". After completing the work on the 
application, its status will change to "Worked out", and editing will be blocked.  

If the necessary service is not in the list, it means that it is not in the contract or tariffs are not set for it. You should 
contact DP World's commercial manager to amend the contract.  

To add or remove rows in the list of services or containers, use the right mouse button:    
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After completing the application, information will be sent to the customer and the accounting group of the 
container terminal.  

  

  

Applications for the issuance of disbanded cars   
  

Obsolete and valid only for the issuance of spare parts. To form an application for the issuance of used vehicles, 

you should use the Order for the issuance of used vehicles.  More details p. 85.  

  

An application for the issuance of disbanded cars from containers is drawn up by a freight forwarder. The 
document contains information on the formation of an expense order and the issuance of a pass.  

  

Container disbandment information:  

• The number of the container from which the cars were disbanded  

• Date of disbandment  

• Line Bill of Lading Number  

Information about the exported car:  

• Export date  

• Brand  

• WINE  

• Consignee (individual)  

Information about the driver who will take out the car:  

• Driver  

• Driver's document  

• Tow truck state gauge if necessary  

Weighing results  
  

The results of weighing containers are available on the portal:    
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The button  will open a printed form of the weighing act, which can be printed, saved to a file or sent 

by mail:  

  

 

    

Acts of change of seals  
  

The fact of replacing/hanging seals on containers is reflected in the Seal Change Act:  
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The button  will open a printed form of the act, which can be printed, saved to a file or sent by mail:  

  

  
  

    

Dismantling containers  
  

Reflects the fact of disbanding containers. The information is only available in playback mode.  
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Stuffing containers  
  

Reflects the fact of stuffing (configuration) of containers, as well as transshipment from one container to another. 
The information is only available in playback mode.  

  

 
    

Blocking containers  
  

The blocking and unblocking of containers is arranged by the Line so that these containers cannot be taken out of 

the terminal by other customers.  

  

Open the "Container Blocking" list:  
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1. Click "Create" to enter a new document  

2. Select the type of operation:  

 
  

  

3. Enter a list of containers and click "Next":  

 
4. Enter any additional information via lock/unlock for the accounting group. Click on "Lock/Unlock  

  

    

Export BLOCK TRAINS  
  

for the transportation of containers by block train  
  

  

In order to start working with export applications for the transportation of containers by block trains, it is 
necessary to open the link "Application for the transportation of containers by blockade train" in the Container 

trains group on the main page:  
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To create a new application in the list, click the "Create" button:  

  
  

A new application window for block trains will open:  

  
  

The application contains the main fields and two tables: "Containers" and "Comment", which do not provide 
for the entry of container numbers by the client when filling out the application.   

  

  

List of main fields:  

  

• Flight – train direction (Kyiv-Lisky-TIS-KT; Kharkiv-Liski – TIS-KT, etc.);  

• Direction – IMPORT or EXPORT (select the desired one)  
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• The customer is the original customer of the container delivery service by block train. Must have a 
valid contract with TIS-KT and Mersk Ukraine LTD  

• Line (owner) – the line to which the transported containers belong; 

• Terminal is a container terminal for the delivery of a train. It is pulled up automatically after filling in 
the "Flight" field  

• The weight of the cargo in one container is the approximate average weight of the cargo in one 

container. The unit of measurement is kilograms.  

• Payer Code* – the number of the contract with the Line starting with UA. The field is available after 
selecting  

lines;  

• Payer – a contractual person in accordance with the specified agreement with the Line, is pulled up 

automatically after filling in the field "Payer Code";  

• Currency – the currency of the payment, which is pulled up automatically after filling in the "Payer 

code" field;  

• Booking –  the number of the shipping lot on the vessel;  

• Freight forwarder at the port is a company that provides forwarding services at the port of 

departure;  

• Vessel call –  planned vessel loading containers;  

• Transshipment port –  the port of transshipment/unloading of containers is no larger than the ports 

of rotation of the service line of the selected vessel (specify in Russian);  

• Port of destination – the final port of destination of the passage of the container (specify in Russian);  

  

* If the contract code is not displayed in the "Payer code" field, be sure to contact the Line to enter it into the code 

database on the portal.  

  

IMPORTANT: ALL FIELDS ARE MANDATORY, WITHOUT THEM YOUR APPLICATION WILL NOT BE ACCEPTED FOR WORK!  

  

IF YOU NEED TO CHANGE THE CURRENCY OF PAYMENT AFTER YOUR APPLICATION HAS BEEN ACCEPTED, THE LINE 

RESERVES THE RIGHT TO COLLECT AN ADDITIONAL $ 50. USA / BILL OF LADING FOR RE-BILLING WITHOUT THE 

POSSIBILITY OF APPEALING THEM.  

  

Your application will be reviewed by the manager of the container block train, after which a decision will be 

made on your application:  

  Accepted –  the manager of the container block train accepted the application for further work.  

  Canceled – this application has been canceled and should not be submitted to work. Contact the manager of 

the TISCP to clarify the reason for the cancellation of the application.  

  Archive – the application has been processed and placed in the archive. All archival applications can be 

viewed in the list of applications by clicking the "Show archived" button (Fig.2);  

  

Please note that after the application is accepted by the manager, it will not be possible to change any data .  

  

  

List of fields in the "Containers" table:  

    No, row number;  

   Type – the type of containers being transported;  

    Length – The length of the container in feet;  

    IMO – cargo hazard class;  

   Description of the cargo – the name of the cargo;  

    Number of containers – the number of containers declared for transportation by block train;  

  Place of maintenance – code of the directory of customs authorities subdivisions (selected from the list) – 
subdivision where customs clearance of container cargo is carried out;  
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    Customs, Address – the name and address of the selected customs unit;  

  Pickup is a sign of self-delivery of containers to the point of loading on a block train or delivery of cargo to the 

terminal of train departure;  

  Settlement – directory of settlements for loading/unloading containers (client's warehouse), should be 
entered in Ukrainian (it is not necessary to fill in when picking up);  

  Contacts at the client's warehouse – contacts of the responsible person at the client's warehouse (no need to 
fill in when pickup);  

   Customs Broker Contacts - Customs Broker Contacts (no need to fill in for pickup);    Railway Tariff – 
the tariff at which the payment for the Line for railway delivery will be made;  

  Auto tariff - the tariff agreed by the line / TIS-KP according to which the payment for the Line for road 

transportation will be made (if pickup is not filled in)  

  Forwarding at the port - The tariff at which the payment for the forwarding option will be made at the port (if 

the forwarding is carried out independently, the column is not filled in)  

  Change of vehicle (change of vehicle) - the tariff at which payment for the Line will be made during customs 
clearance outside the TIS CT or by the train departure terminal (filled in automatically)  

  

When sending REEF containers, the following fields are required:   

    Connecting a REEF is a sign of the need to connect a ref. a container of electricity;  

    Temp C is the required temperature regime for ref. container;  

    Humidity is the value of the humidity regime that must be set for ref. container;  

    Ventilation – the value of the ventilation mode that must be set for ref. container;  

  

In the "Comments" tab, you can specify any clarifying information that will be available to the manager of the 
container block train, terminal.  

  

After all the necessary fields are filled in, you need to record the application by clicking the "Record and 

Close" or "Record" button.  
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Planning of train compositions  
  

In the process of how the block train manager processes accepted applications, the containers of this 

application fall into the departure plans of trains, which have their own number and departure dates:   

  

  
  

The document "Planning of train compositions" is as follows:  

  
  

The column "Application No" contains the application number of the block train (1).  

The column "Load List" (2) contains the number of the list of containers declared by the Load Line. This list 

forms a container Terminal in the central database in agreement with the Line, if the list number is in the line, so 

the container is currently in the load list. The list is formed by the Terminal a few days before the departure of the 

vessel, and is displayed in the plan after clicking the "Supplement data" button.  

For each container arriving at the terminal,  an Application for Acceptance of Export Containers must be issued. 

Such an application can be generated automatically by clicking the "Generate Applications" button (3). After the 

applications for acceptance of exports are generated, the numbers of these applications will be displayed in the 
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column "Application for acceptance exp., No" (4). The documents themselves can be viewed in the list of 

applications:  
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Imported BLOCK TRAINS  
Application for the transportation of containers by block train (import)  
  

1. Select "Applications for transportation by block train".  

  
  

2. Select "Import", then "New"  

  
  

3. Filling in the columns of the application for transportation:  
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• Direction: import;  

• Flight (selection of the direction of transportation);  

• The terminal is marked automatically when selecting a flight;  

• Customer;  

• Line;  

• Forwarder in port. Select a freight forwarder from the drop-down list if you choose self-forwarding or 
select MTA SERVICE LTD LLC.  

• Payer code. The code provided by the line under the contract UA000ХХХХХХХ. There is no choice option, 
the code is unique and known only to the customer. If you choose the right one, the alert "Attention! At 
the instruction of the wrong payer, the line removes the penalty for re-issuing the invoice!" Confirm.  

• Line number of the c/s;  

• Flight number is not filled in, it will be updated automatically when accepted for transportation by train, 
the index and date of the train will be indicated.  

• Country of departure;  

• Ship call (selection from the drop-down list).  

Filling in the tabular part of the application:  

1. If there are containers in the warehouse or in the lists of the nearest ship calls, you can fill the containers 
by clicking on the "Fill containers with c/s" button. The main condition is the correct indication of the 

number of the vessel and the choice of the vessel call. It is possible to remove containers from the list if 
necessary (right-click selection).  

  
If there are no containers in the terminal lists, you must create containers by clicking the "Add" button. If the 

container has not arrived before, it is necessary to create a container by selecting the type of container and line. 
Put the container container with the average value (40 ft-3880, 20 ft -2200).  

  

To save previously filled data, it is possible to copy the string and edit.  

  
  

2. In the consignee column, the final consignee of the cargo is indicated. If it is not in the list, create with the 
full name, address and OKPO.  

3. Description of the cargo - filled in automatically if it is in the lists on the portal, put manually if it is not in 
the lists on the portal.  
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4. Packaging - filled in automatically if it is in the lists on the portal, put manually if it is not in the lists on the 
portal.  

5. Prefabricated - a sign is set if several linear c/s are issued for the container.  

6. Gross weight, kg = weight of cargo in the container + container container (filled automatically).  

7. Net weight, kg = weight of cargo in the container (filled in automatically if it is in the lists on the portal, put 
manually if it is not in the lists on the portal).  

8. Linear seal is filled in automatically if it is in the lists on the portal, it is put manually if it is not in the lists 
on the portal.  

9. Home c/s – manual filling.  

  
10. The place of maintenance is to choose from the list the point of the customs post by code where the 

customs clearance of the cargo will take place. When selected, customs and customs address are 
automatically filled in.  

11. Pickup – the sign is affixed in case of self-delivery by your own vehicles from the warehouse of the dry 

port upon arrival.  

12. Delivery location – choose from the list provided.  

13. Delivery address – specify the exact final delivery address by road.  

14. Loading schedule - filling in if necessary.  

15. Contacts in the customer's warehouse – specify the contact person in the recipient's warehouse.  

16. Contacts of the customs broker - specify the contacts of the broker.  

17. Block of rates according to the price list of the line, it is mandatory to fill in: - tariff of railway transport, - 

tariff of cars - by radius, - forwarding to TIS - when choosing forwarding of MTA Service LTD LLC, - change 
of vehicle - in case of customs clearance at another customs post, - cost of dangerous goods - if the cargo 

has a hazard class.  

18. Connection of REF filling in the case of REF containers, 19. Hazard class – if the cargo has a hazard class.  

20. Requirement for motor vehicles – if necessary, if any.  

  

"Comment" tab: filled in if it is necessary to enter clarifying data, such as, for example, entering additional 
information in railway waybills, the planned date of loading on the train, clarification of line rates.  

  

Documents tab:  

Attach the necessary documents:  

• linear c/s,  

• Domashniy k/s,  

• invoice,  

• power of attorney for the line,  

• power of attorney of the final recipient,  

• packing list,  

• certificates (if necessary, according to the specifics of the cargo), •  customs declaration.  
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Report on the status of applications for the carriage of a block by train  
  

Also, the process of placing applications for block trains can be viewed using the report "Applications for 
transportation of block trains" (Fig.7.2).  

In the report, you can indicate the required direction of the train (Fig.8.1).  

  
Figure 1  

The report shows each application for the selected route, the number of declared containers, the number 
that is in the executive plans, unallocated containers as a balance.  

Also, the container numbers, the belonging of each container to the executive plan, which in turn contains 
the date of departure and the flight number, are displayed.  

The numbers of the railway platforms on which the containers were loaded are also displayed. There is 

information about the numbers of the railway waybills and the final status "Loaded", which confirms the placement 

of the container on the railway platform.  

Contact details for the registration of documents for the train block  
  

If you have any questions, please contact TIS-KT managers:  

        

  

  

  

- in the direction of Dnipro:        Natalia Butenko  

                                                                        Tel. +38(067) 661 22 40  

                                                                          Emails: n.butenko@tis.ua    

  

- in the direction of Kharkiv:        Anna Petrukhnenko  

          Tel. +38(067) 630 88 28  

        E-mails: a.petruhnenko@tis.ua  
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- in the direction of Ternopil:      Kovalenko Olena  

           Tel.: +38(093) 097 30 87 E-mails: 

A.Kovalenko@tis.ua  

  

Maersk Ukraine: ua.export@maersk.com, тел. +380487180700.  

    

BLOCK FOR WORKING WITH USED VEHICLES  

Applications for additional services (used vehicles)  

Forwarding of used vehicles  
An order for the forwarder of used vehicles (hereinafter referred to as the Check) is created only on the basis 

of the Application for additional services with the service "Invoicing. for disbandment from a used car with the 

subsequent acceptance of a used car to the terminal's auto warehouse."  

To create a check, you need to go to the VIN tab.  

  
Select the desired line and click the Create Assignment of Used Item   
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You can create a power of attorney for several used vehicles at once by selecting a few lines in the specified 

tab and clicking the "Create a power of attorney for a used vehicle" button. A prerequisite: used containers must be 

in the same container, otherwise we will get an error:  

  
  

If all the conditions are met, we will continue to create the vestibule. In the window that opens, you need 
to fill in the details of the counterparty to whom we are executing the Assignment.   

  
To indicate a new responsible person, you need to fill  in one!! from three fields:  

• Name of the organization (the search will be performed by the occurrence of the search bar, so only the 

name of the company without the form of ownership or part of the name should be indicated here)  

• EDRPOU code  

• TIN  

  

Then you need to click the Find >>  button 

If such a company is found, its details will be filled in.  

  

Let's demonstrate the search using a fictional example. Let's find the company "Megatrans" by the search bar 
"atrans". Enter the search bar and click "Find":  
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Let's choose the desired option from the results found:  

  

 
  

To specify another company, click on clear result  and search again.  

  

If an erroneous t/z was added to the error assignment, then go to the Vehicles tab and, standing on the 
required t/c, click the Delete line button.  

  

Creation of an Order for the issuance of used vehicles  
To start working with the Work Orders for the issuance of used vehicles (hereinafter referred to as the 

Work Order), you need to follow the link "Work order for the issuance of used vehicles" in the Car Playground 

block on the main page.  

  
The main view of the list of Orders:  
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To create a new outfit, you need to click on the Create button.  

  
General appearance of the form  

Fields marked in green are filled in automatically from the user's profile. Fields that are underlined with a 
red dotted line are mandatory.  

  
After filling in all the necessary data, write down the document.  

To sign the EDS document, click the Sign button  

  
After the document and the attached documents, the signed document is sent for Visa to the state 

authorities (Border and Customs Services). 

  
The results of the visa application can be seen in the Work Order form in the "Approval Visas" tab  
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If the document has already been approved, and it needs to be changed or replaced, you need to use the 

"Create a request for feedback" button. 

  
Next, you need to contact the accounting group to cancel this document.  

  

Creation of an Application for the issuance of disbanded used vehicles  
The Application for the issuance of disbanded used vehicles (hereinafter referred to as the Application) is 

created only on the basis of the Work Order, with the exception of Spare Parts. Let's consider when the Application 

is created based on the Work Order. To do this, you need to go to the Outfit  

  
  

or select it in the list and go to the menu "Create on the basis of" – "Application for issuance  

disbanded used vehicles"  

  

The necessary fields are automatically filled in in the Application, it is necessary to check them and fill in 

the "Export Information" block.  

To create an Application with the Spare Part cargo category, you need to go through the main page to the 
Car Site block and follow the link "Applications for the issuance of disbanded cars".  
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Required fields are marked with a red dotted line.  

  
The completed document must be written down in order for it to come into operation.  

  

    
Place of delivery  

Application (Place of delivery)  
  



 

CTP customer portal. User Manual 

To create an Application, you need to go to the Start Page menu to the "Place of delivery" section.  

 
Fig. Menu of Applications (Place of delivery) is included in the list of Applications  

 
Fig. Application List (Place of Delivery)  

  

On this page there are three tabs "All applications", "New" and "Approved". According to the names in the All 

applications tab - all CB applications are placed, New - those that have not yet been certified by customs and 

Registered - those that have been signed by the customs inspector.  

  

To create a new Application (MD), you need to click on the corresponding menu button.  

 
Fig. Creating a new Application (Place of Delivery)  
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Fig. New Application Form (Place of Delivery) Fields: Customer and Contract are filled in from the user profile.  

  

The "Mode of transport" field has three values for selection: "Truck", "Tow truck" and "On your own".  

 
Possible values of the field Mode of transport When selecting "Truck", the following fields become available:  
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 Fig. 

Available fields when selecting Truck  

A tented car means that a tented car will drive in, and not with a container;  

Without a trailer – means that the car is without a trailer;  

Cargo in a container means that a car with a container will enter when you select this option  

the Container field is added, where you will need to enter the container number; Customs 
clearance of the vehicle – additionally, the VIN code field is added to the form.  

Car - it is necessary to enter data about the state number of the car Trailer - it is 
necessary to enter data about the state number of the trailer  

  

Enter data on the car and trailer only in Latin!  
  

  

When choosing "Tow truck", the following fields are available: "Without a trailer", "Customs clearance of vehicles" 

and "Issuance from the warehouse"  

 Fig. 

Available fields when choosing the mode of transport Tow truck  

  

When choosing the mode of transport "On your own", the following are available: "Car" and "Customs clearance 
of vehicles"  

  

The checkbox "Driver is a foreigner" makes it possible to enter data on the driver in Latin, otherwise the data on 
the driver is entered only in Ukrainian.  

  

After entering the driver data, click the Find a driver button. The "Patronymic" field is optional (if the driver does 
not have a patronymic, it is not filled in).  

 
Fig. Search for a driver  

  

If the driver is found by the specified search parameters, the rest of the fields will be filled in from the directory.  
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 Fig. 
Filling in the field according to the directory data  

  

If you are not filled in with the data of a non-your driver, then you must indicate that the Other driver will be 

indicated and fill in the appropriate fields.  

  
  

If the driver is not in the directory, then the user will see the following message:  

 Fig. 
The driver is not in the database directory  

In this case, you need to make sure that the driver data is filled in correctly. When the document is recorded, this 
driver will be added to the directory automatically.  

Attention! The fields "Last name", "First name", "Patronymic" and "phone number" are important when searching 
for a driver. If the user clicked search and received a negative result (the driver was not found), and then made 

changes to the specified fields, then before recording, you must click "Find a driver" again.  

  

After filling in the rest of the required fields, write the Application to the database using the Save button (Save and 

close).  

  

The document has the ability to attach the necessary files if necessary (at the bottom of the form).  

  
Fig. Adding files to the MD Application  
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After saving the Application (MD) to the database, it is taken into account by the commercial department and agrees 

with the client on the details of this Application (if necessary). After approval by the commercial department, the 

Application is sent to the customs inspector, who appoints and, if necessary, assigns additional forms of control (FC) 

– weighing or/and inspection. The FC can be viewed on the corresponding tab (at the bottom of the Application 

form)  

 
Fig. Established FC Weighing on the MD Application  

  

If the FC was assigned to the MD Application, the user needs to create an Application for additional services using 

the appropriate command:  

 
Fig. Creating an Application for Additional Services  

  

Filling in the Applications for additional services are in the relevant section of this instruction.  

Attention! In case of appointment by the customs inspector of the FC, Applications for additional services are 

created only from the corresponding Application of the CB.  

Inspection report (Place of delivery)  
  

To sign the Inspection Report (MD), you need to go to the Inspection Report  

  
Fig. Section Inspection Act (MD)  

  

Next, select the required Inspection Report in the list, go to the document and sign the EDS  
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General cargo  

Application for a pass (general cargo)  
  

To create an Application for a pass (general cargo) (hereinafter referred to as the Application), you need to go to the 

menu of the Start page to the section "General (beam) cargo"  

  
Fig. Menu of Pass Applications (General Loads)  

  

get into the list of Applications  

 
Fig. List of Pass Applications (General Loads)  

  

To create a new Application, you need to click on the corresponding menu button.  

 Fig. 

Creating a new Pass Application (General Cargo)  

  

When creating a new Application by default, the following fields are filled in:  
Application date,  

Start date (default – current date),  
End date (by default – + 5 days from the current date),  

Customer (by default from the counterparty related to the user), Agreement,  
Courthouse,  
Cargo (selection only from the cargo that was brought in by the specified vessel call), 

UKFEA Code  

If necessary, the customer changes the specified fields, except for the Application Date.  



 

CTP customer portal. User Manual 

 
Fig. Filling out a new Application for a pass (general cargo) If weighing is necessary, the customer sets the 

Weighing sign.  
Attention! If a weighing feature is established, then this condition will apply to all passes that will be created under 

this Application.  

  

Filling in data on drivers, cars and trailers can be entered "manually" by clicking the Add button, or 

automatically by importing from a file or clipboard.  
Fields used for downloading:  

- Surname;  
- Name;  

- Patronymic;  
- Phone number (in the format 0ХХХХХХХХХХ);  

- Type of document (0 driver's license, 1 passport);  
- Hromadyanstvo  

- Certificate Series  
- License number  

- Car number  
- Trailer number  
- Creation of a pass when leaving the Terminal (0 in the case of a "one-time" pass, and 1 - if the driver 

will re-enter the territory of the Terminal within the framework of one Application, "movement in a 

circle").  
Please note that the License Series and Trailer Number fields are filled in in Latin letters!  

 Fig. 

Filling in data on drivers/cars  

  

The download template can be obtained/downloaded to your PC using the "Download from file" menu, the 

"From an external file" tab "Save the form to fill out".  
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 Fig. Form for uploading 

Applications for a pass (general cargo)  

  

1) Filling in data via clipboard: click the "Download from file" button and paste the copied data from your 

file  

 
Fig. Clipboard data transfer  

  

We visually check the reliability and correctness of the data and click "Next", when a message appears about not 

filling in the required data, we agree that such columns/rows will be omitted  

 Fig. 

Missing data warning  

  

In the next window, check if all data is transferred correctly and click the "Download data" button  
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Fig. The final stage of data upload  

  

The downloaded data will look like this:  

 
Fig. Downloaded data from the clipboard  

  

2) Loading from a file: this method is similar to the previous one, click the "Load from file" button, go to the 

"From an external file" tab and select "Load table from file..."  

  

 Fig. 

Downloading from a file  

  

We agree that unfilled required fields will be skipped when uploading  
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Fig. Reconciliation of downloaded data from a file  

  

Click "Download data" and get the result in the Data from file table:  

 
Fig. Downloaded data from a file  

  

After uploading the data to the "Data from the file" table, we will prepare the data for creating future passes 

or weighing documents by clicking the "Prepare data" button.  

If a message appears that not all data is found in the directory, we agree to create new data in the Directory:  

  
Fig. Creating new data  

  

After entering all the data and checks, write down the document using the Save button  
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Fig. Saving the application  

  

If all the data is entered correctly and the completeness of the data is verified, we send the Application for 

processing by clicking the Send to work button  

 Fig. 

Sending the Application for processing  

  

After successful sending, the Driver will be sent an SMS with a QR code to the electronic pass. The 

specified QR code will need to be provided to the Driver when entering/exiting on/from the territory of the KDZ, 

when entering/exiting to/from the territory of the Terminal.  
The SMS will be sent to the Driver only after sending the document to work!  
Life cycle of a pass created on the basis of an Application without weighing and a "one-time" pass:  

- Receiving SMS with a QR code;  

- Arrival on the territory of the KDZ;  
- Electronic queueing;  
- Receiving an SMS with an invitation to enter the territory of the Terminal;  
- Departure from the KDZ;  

- Arrival at the Terminal; -  Loading in stock;  
- Departure from the territory of the Terminal.  

Life cycle of a pass created on the basis of an Application for Weighing and a "one-time" pass:  

- Receiving SMS with a QR code;  
- Arrival on the territory of the KDZ;  
- Electronic queueing;  
- Receiving an SMS with an invitation to enter the territory of the Terminal;  

- Departure from the KDZ;  

- Arrival at the Terminal;  
- Weighing (calibration);  

- Loading in stock; -  Weighing (gross);  
- Departure from the territory of the Terminal.  
Life cycle of the pass created on the basis of the Application without weighing and "roundabout":  
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- Receiving SMS with a QR code;  
- Arrival on the territory of the KDZ;  
- Electronic queueing;  

- Receiving an SMS with an invitation to enter the territory of the Terminal;  

- Departure from the KDZ;  
- Arrival at the Terminal;  

- Loading in stock;  
- Departure from the territory of the Terminal;  
- Receiving an SMS with a QR code of a new pass is a return to the first point.  
Life cycle of the pass created on the basis of the Application for Weighing and "roundabout" movement:  

- Receiving SMS with a QR code;  

- Arrival on the territory of the KDZ;  
- Electronic queueing;  
- Receiving an SMS with an invitation to enter the territory of the Terminal;  
- Departure from the KDZ;  
- Arrival at the Terminal;  

- Weighing (calibration);  
- Loading in stock;  

- Weighing (gross);  
- Departure from the territory of the Terminal;  
- Receiving an SMS with a QR code of a new pass is a return to the first point.  

  

  

  

    

Other  

Notes  
  

The list is placed on the desktop of the program, designed to work with notes.  

In the program, you can take notes - arbitrary textual information that should not be available to anyone else. 
Notes are available only to their author.  

Notes should not contain information for which the program provides appropriate lists or documents.  

Notes can be color-coded.  

Some notes (the most important, unnoticed deletions that have the Display on Desktop check box enabled) may 

appear in this list.  

Some of the notes in the list are entered about program objects. In the navigation bar of such objects, there is a 

command  

My notes to view a list of notes related to them. In the lists, these objects are marked with an icon . In this case, 

in the note, the Item field  is automatically filled in with a link to the program object. You can also use notes to 
store information that is relevant for a long time (for example, as a notebook in which you can make a record of 

the birthday of a colleague or an important client,  In this case, you can enter a reminder about the note, so as not 

to forget to congratulate).  

Notes can be color-coded, placed on the desktop, and grouped.  

The text of the note can be formatted in two ways:  

• Type all the text without highlighting the title, then almost all the text will be visible in the notes lists.  

• On the first line of the note, you can enter a short title that appears in the notes lists. Then press the 
Enter key and type the rest of the text.  

In order not to forget about the event mentioned in the note, click  - Remind. Enter a reminder about the 
note.  
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Reminders  

  

In the program, you can enter a reminder by specifying the time and subject for which a list of reminders will be 

displayed in the program at the specified time.  

The subject of the reminder can be various reference books, documents and other objects of the program.  

It opens by using the Remind from different objects of the program. In this case, you can enter only one reminder 
for one object.  

You can also enter a reminder related to a personal event or activity in the My Reminders list by using the Create 
command. Such a reminder can be useful, for example, to remember to congratulate a colleague on his birthday 

on time.    

  

User Support  

  

If you have any technical questions or problems related to the work of our portal, we will be happy to help you 
solve them.  

  

Technical support, help with settings  063-34-15-067  

support.pivdennyi@ctp.info  

The phone number of the accounting group, where you 

will be prompted on how to work with the program, as 

well as answer questions on acceptance certificates, 

load lists, making changes and withdrawing issued 

orders, etc.  

093-343-67-08  

Telegram channel   https://t.me/esptis  

  

To resolve issues regarding the execution of documents, accounting scheme, interaction with TIS-CT, you can 

contact a commercial manager.  

We are also waiting for your wishes and suggestions to improve the work of the portal. Enjoy your 
work!  

  

https://t.me/esptis
https://t.me/esptis

