
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
1. Accessing Navis N4 

 

1.1 Access Navis N4, enter the URL below in your browser 

http://41.160.4.49:9080/apex/apex.jnlp  

 

1.2 Enter username and password and select Login 

 

 
 

1.3 Select the terminal you would like to pre-advise for and select Go! 

 

 
 

Please note that it is essential to select the correct facility, if a unit is pre-advised at an 

incorrect facility, it would then not reflect as pre-advised at the intended facility 

  

http://41.160.4.49:9080/apex/apex.jnlp


 
2. Pre-advise an Export container 

2.1 Select Gate from the menu bar, then Pre-advise Export 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
2.2 Pre-advise Export Screen 

 

 
 
2.2.1 When a container number is entered the Equipment Type and Line Operator 

fields will auto-populate with the containers associated information 
2.2.2 The Carrier Mode should always be Truck 
2.2.3 When the Booking Number is entered, it auto-populates all the fields in the 

Routing pane with the vessel visit information (center pane on the screen). 
2.2.4 The fields, Equipment Number, Equipment Type, Weight, Carrier Mode, Line 

Operator, Booking Number and Seal Number 1 are all mandatory fields and 
must be completed.  

 
 
 
 
 
 
 
 
 
 

Fields to be 
populated by 
customer 
 
1. Equip no. 
2. Weight 
3. Carrier 
mode 
4. Booking no. 
5. Line Op 
6. Seal #1 
 



 
 

2.2.5 If a unit number is entered for the first time in Navis N4, the following screen 
will display. This screen will have to be populated before one is able to continue 
with the pre-advising of the unit 

 

 
 

Please note that if the “New Unit Screen” appears, the user will need to contact the shipping line and 
ensure that the correct unit number is entered, this should be done as a pre-cautionary 

measure to ensure that incorrect units are not pre-advised. If the shipping line confirms that 
the unit number is correct, the 3rd Party will have to request authorization from the 
Shipping line before creating a new instance of the container. The afore mentioned 

procedure needs to be followed at all times.  
 

2.2.6 If a booking does not exist and is entered, the Routing pane will not be updated 
– the fields will not auto-populate with the vessel visit information. At this point, 
the capturer should ensure that he/she has entered the correct booking number 
and/or alternatively contact the line and validate the booking number 

 
2.2.7 The bottom pane of the Pre-advise Export screen is used to enter details for a 

unit 
 

 
 
 
 
 
 
 
 
 
 



 
 

2.2.7.1 For a Hazardous unit, select the Edit Hazard button and the following screen 
will appear. A user can then enter the hazardous information. The user is 
then required to populate the fields, UN/NA and IMDG Class. Select the Add 
and OK buttons once complete 
 

 
 

2.2.7.2 Reefer options below. When entering a temperature, positive numbers 
should NOT be entered with a + symbol. Negative temperatures obviously 
require the - symbol 

 

 
 

2.2.7.3 Out-of-Gauge Screen 
 

 
 
 
 
 
 
 



 
 

3. Viewing Pre-advised units 
 
3.1 Utilizing a report in Navis N4 to view pre-advised units 
This functionality allows a user to enter a booking number and run a report to view all units 
pre-advised against the particular booking 
 

3.1.1 On the menu bar, select Report -> Report Definitions 
 

 
 
 

3.1.2 Right click the report PACKER PRE-ADVISED EXPORT UNITS and select Run 
Report 

 
 
 
 
 
 
 

 



 
 

3.1.3 The following screen appears, enter the booking number as per below and select 
OK to run the report 
 

 
 

3.1.4 Report then displays as a PDF in your browser as follows 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

4. Editing pre-advised units  
To edit a pre-advised unit, the following will be performed 

 
4.1 Select the Pre-advise Export Container screen 
4.2 Re-enter the pre-advised unit’s container number and select the TAB key or place the 

mouse cursor in the next text field 
4.3 The pre-advised units information will then be populated into all the necessary fields 
4.4 A user is then able to make the desired change (Weight, booking number, seal etc.) 
4.5 The user will then need to remove the GEN_TRUCK from the Carrier Id field and ensure 

that the field is BLANK before a he/she selects Save  
 

 
 

If the Carrier Id field is blank and the user selects Save, the pre-advised unit is edited successfully. 
 
Please note that it is of utmost importance to perform step 4.5 above. If the step is skipped and the 
Carrier Id field is not populated, the pre-advised unit would not be edited successfully and the error 
below will appear when a user selects Save; 

 

 
 

 

 

 

 

  

 

 


