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SECTION 1: TODAY 

 
1.1 : Log-In Instructions 

 

You will need to select which facility you are trying to access 

 

Once Selected, the log in screen will pop up, enter your username and password  
 

 

he today page will display as shown below. By clicking on any of the 
underlined items, you will find additional information. 
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1.2 News 
This page contains news items which provides users with valuable information. 

 

 

 
By clicking on any of the underlined items, a message will appear to the right of 
the box. 

 
1.3 Ships on Berth 
 

The below box will show a list of vessels working at GPA’s terminals today. 
Vessel schedule is not terminal specific, you will see the same vessel schedule 
regardless of the terminal selected. 
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1.4 : Receiving for (Future Vessels) 
 

The below box will show a list of future vessel arrivals. 

 
 
 

1.5 : My Profile 

  
 

 
1.6 : Notify 

 
The Notify button enables you to request notifications of any container 
movement. Use this feature to closely track certain container events, such as 
the discharge or release of high priority container(s). 

 
To request Container Event Notification: 

1.6.1 Select Today>Notify. 
1.6.2 Enter a valid equipment ID in the Container field. Equipment can be either a container 

or chassis. 
1.6.3 Select a container event from the Notify Me When field. 
1.6.4 Select how you want to be notified from the Notification By field. 
1.6.5 Enter your e-mail in the Address/Number field.  
1.6.6 Click Submit. 

 
Note: You must request the event before it happens. If the requested event 
has already happened, you will not receive notification. 

This selection will 
allow you to update 
your password, 
phone number, and 
email address 
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To view pending and recent events: 

 
1. The Pending table appears below, listing all events for which you are waiting for 

notification. 
 

Example: The below container is showing empty on the yard. The notify event was 
requested for deliver empty container out gate via truck. It will be in the pending 
section until the container out gates.  

 
 

2. The Recent table below includes all completed events for which notification was 
already sent. The extracted section shows the date and time the event was 
sent out.  
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SECTION 2: GATE 
 

2.1 : Pre-Advising All Equipment Moves 
 

Pre-Advising is the process of submitting gate transaction information before the 
truck reaches the terminal. There are two ways to submit the information; one is 
done manually through WebAccess; and the second is an automatic computer 
file transfer. If a pregate transaction is validated, WebAccess issues a truck 
transaction number that the trucker can use as PIN # when arriving at the ingate. 

 
If you are interested in the automatic computer file transfer process, please see 
below instructions. 

 
 

Automated Pins 
 

To be able to receive PINs without manually typing them into WebAccess, the following 
information is required: 

 
1. For the import loaded containers, create a comma delimited text file named 

pregate_di_(trucking company code from Express).txt with the 
information in the following order: 

  
• Container Number 

• Line 

• Size 

• Type 

• Height 

 

2. For empty received, create a comma delimited text file named 
pregate_rm_(trucking company code from Express).txt with the 
information in the following order: 

    
• Booking Number 

• Line 

• Size 

• Type 

• Height 

• Number of containers to be pre-advised/picked up 

 

If you would like to utilize our File Transfer Process (FTP) and have this information 
uploaded to our server, please contact our GPA IT team at gpaediteam@gaports.com, 
to get set up. Currently, we will be e-mailing the file back with the information needed 
(PIN) to the address(s) that is supplied. 

mailto:ccordero@gaports.com
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     Pin Rules and Updates 
 

When manually creating Pre-Advise gate moves: 

1. Once created, PINs are valid for 72 hours.  

2. All fields marked with an asterisk (*) are required information and must be submitted. 

3. WebAccess does not auto-populate any information on the Pre-Advise forms.  

4. Equipment Ids should be entered without spaces or punctuation. Container numbers must 
include the check digit. 

5. The update to creating a pin is the size/type/height field. This applies to all pregate pin 
types EXCEPT New Receive Export. 

6. Each pin will have a terminal specific prefix (i.e. OT5483 or GCT5483). This is to help all 
parties distinguish the different terminals. 

7. The driver will only need to give the ILA clerk the four digits not OT or GCT. The OT and 
GCT is to help the driver to distinguish between the different terminals. 

8. Driver will only be able to use a Pickup or Trouble ticket on the trip (Truck Visit) he received it 
on. The next time the driver comes to the Port, the ticket will be cancelled. If he had a PIN 
previously, he could use that PIN again when he comes back. 

9. If the Gate transaction gets cancelled (or Trouble gets cancelled) the PIN goes back to the 
created state and can be used again
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Pregate Delivery Pinning Process 
An import delivery is any container that is being picked-up after being discharged from a 
vessel. 

 

To pregate an import delivery: 
 

1. Select Gate>PreGate Deliver Import. 
2. In the Truck License Number field (not required), make up a Truck License 

Number. You may use your name if you like. The truck’s actual tag number 
will be updated when it arrives at the terminal. 

3. Select the Trucking Company’s code from the drop-down list. 
4. In the Container Number field, enter the equipment ID. 
5. Click Submit in the lower right corner. 
6. If the transaction is successful, a 6-digit PIN number appears. 
7. Click Done to return to the pregate form. 

 
**WebAccess validates the information according to the information in Navis 
N4 and returns any errors.** 
 
 EMPTY DELIVERIES  
An empty delivery is a pick-up for an empty that is going to be repositioned or stuffed to be 
returned for export. 
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To pregate an empty delivery: 
 

1. Select Gate>PreGate Deliver Empty 
2. In the Truck License Number field, make up a Truck License Number. You 

may use your name if you like. The truck’s actual tag number will be updated 
when it arrives at the terminal. 

3. Select the Trucking Company’s code from the drop-down list. 
4. Enter the EDO or booking number in the Booking/EDO Number field. 
5. Select the Container size, type, and height from the drop-down list. 
6. Enter any other fields as necessary. 
7. Click Submit in the lower right corner. 
8. If the transaction is successful, a 6-digit PIN number appears. 
9. Click Done to return to the pregate form. 

 
**WebAccess validates the information according to the information in Navis 
Express and returns any errors. ** 
 
 Export Deliveries       
An export delivery, also known as a dray-off, is an export that is returned to the shipper or 
drayed to another port for loading. The Steamship Line must have the container(s) flagged as 
RETURN TO SHIPPER. 

 

 

To pregate an export delivery: 
 

1. Select Gate>PreGate Deliver Export. 
2. In the Truck License Number field, make up a Truck License Number. You 

may use your name if you like. The truck’s actual tag number will be updated 
when it arrives at the terminal. 

3. Select the Trucking Company’s code from the drop-down list. 
4. In the Container Number field, enter the equipment ID. 
5. In the Line Operator field, select from the drop-down list.  
6. Click Submit in the lower right corner. 
7. If the transaction is successful, a 6-digit PIN number appears. 
8. Click Done to return to the pregate form. 

 

**WebAccess validates the information according to the information in Navis Express and 
returns any errors.** 
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 Process  
An Export Receival is any container that is being dropped off after being outgated as an 
empty or import.  

 

 

To pregate an Receive Export: 
 

8. Select Gate>PreGate Receive Export. 
9. In the Truck License Number field (not required), make up a Truck License 

Number. You may use your name if you like. The truck’s actual tag number 
will be updated when it arrives at the terminal. 

10. Select the Trucking Company’s code from the drop-down list. 
11. In the Container Number field, enter the equipment ID. 
12. In the Booking Number field, enter your booking number.  
13. Click Submit in the lower right corner. 
14. If the transaction is successful, a 6-digit PIN number appears. 
15. Click Done to return to the pregate form. 

 
**WebAccess validates the information according to the information in Navis 
N4 and returns any errors. ** 
 
 EMPTY RECEIVALS  
An empty receivals is a drop-off for an empty that was repositioned or stuffed off terminal 
and returned as an export. 

 

 

 
 

Pregate Receiving Process 
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To pregate an Receive Empty: 
 

10. Select Gate>PreGate Receive Empty 
11. In the Truck License Number field, make up a Truck License Number. You 

may use your name if you like. The truck’s actual tag number will be updated 
when it arrives at the terminal. 

12. Select the Trucking Company’s code from the drop-down list. 
13. Enter the Container Number.  
14. Enter any other fields as necessary. 
15. Click Submit in the lower right corner. 
16. If the transaction is successful, a 6-digit PIN number appears. 
17. Click Done to return to the pregate form. 

 
**WebAccess validates the information according to the information in Navis 
Express and returns any errors. ** 
 
 Import Receival       An 
import receival, also known as a dray-in, is an import that is returned to the terminal. The 
Steamship Line must have the container(s) flagged as  DRAY-IN. 

 

 

To pregate an Receive Import: 

 
9. Select Gate>PreGate Receive Import. 
10. In the Truck License Number field, make up a Truck License Number. You 

may use your name if you like. The truck’s actual tag number will be updated 
when it arrives at the terminal. 

11. Select the Trucking Company’s code from the drop-down list. 
12. In the Container Number field, enter the equipment ID. 
13. Click Submit in the lower right corner. 
14. If the transaction is successful, a 6-digit PIN number appears. 
15. Click Done to return to the pregate form. 

 

**WebAccess validates the information according to the information in Navis Express and 
returns any errors.** 
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2.2 : Error Messages 
 

1. WebAccess GCT facility: Trying to pin a Deliver Import that is located at OT and 

not on file at GCT. 
 

 
 

2. WebAccess GCT facility: Trying to pin a Deliver Import that is located at OT and 

is on file in GCT but last use at GCT was loading vsl, rail, etc. 
 

 

 

3. WebAccess GCT facility: Trying to pin a Rec Export at GCT for a vsl that is at OT 

(the booking won’t be on file at GCT). 
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4. WebAccess OT facility: Trying to pin a Deliver Import that is located at GCT and 

not on file at OT. 
 

 
 

5. WebAccess OT facility: Trying to pin a Deliver Import that is located at GCT and 

is on file in OT but last use at OT was loading vessel, rail, etc. 
 

 

 

6. WebAccess OT facility: Trying to pin a Rec Export at OT for a vessel that is at 

GCT (the booking won’t be on file at OT). 
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2.3 : Generating Gate Reports 

Note: Reporting is facility specific. 

From the Gate menu, you can generate three types of gate reports: 

 
1. The Truck Transaction command allows you to generate a quick list of 

truck transactions ordered by date, truck transaction number, trucking 
company, trucker ID, or equipment ID. 

2. The Truck Visit command allows you to generate detailed truck 
information such as truck and driver ID, turn-time, and number of 
transactions while in the terminal. 

3. The Find Transaction command allows you to create a detailed 
transaction report that you can format, sort, and save for later use. 

 

2.4 : Truck Transactions Report (Does Not Show Turn Time) 

 
1. Select Gate>Truck Transactions from the navigation bar. 
2. For a report on a specified date range, enter the start and end dates. 
3. Enter the gate transaction ID in the Transaction field (if you want to view details 

for a specific gate transaction). 
4. Enter the trucking company ID in the Truck Co. ID field (if you only want to view 

gate transactions for a specific trucking company.) 
5. Enter the truck ID, generally the truck license number, in the Truck ID field (if you 

only want to view gate transactions for a specific trucker.) 
6. Enter the container ID in the Equipment ID field (if you only want to view gate 

transactions for a specific container.) 
7. Or you may search by any combination of the above items. 

 
Example: HUDD transactions from June 28 through June 28: 
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Once you have entered the information, click submit. 

 

 

 
 

     View Gate Documentation 
 

1. Generate a truck transaction report. 
 

2. Click on the document icon       under the Docs column. A list of gate documents will 
appear. 

 
3. Click on the appropriate document link for details. 

 

   
 

Viewing trouble ticket information 
 

A trouble ticket is a document that describes a gate transaction problem, such as 
a container not released by the steamship line, or if the equipment has a damage 
hold. Truckers need to take the trouble ticket to the Trucker’s Assistance Kiosk 
(trouble booth) to resolve the problem. 

 
Through the Truck Transaction report, you have access to any trouble ticket 
messages that were generated during a gate transaction. 
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     Viewing Trouble Ticket Messages 
 

1. Generate a truck transaction     report.  
 
2. Click on the warning icon under the Trouble column to the far right. A list of trouble 

messages appears. 

 
 

Click a trouble link for transaction details and a list of trouble messages. 

                           
Once you click on the TroubleGPA link the Trouble message will appear.  
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2.5 : Truck Visits (shows turn time) 
 

A truck visit consists of all the truck events that occur from when a truck enters 
the terminal through the ingate until the truck finishes the transaction for that visit. 
The turn-time of a truck visit is the time the trucker has spent completing a single 
truck visit. The Truck Visits command enables you to generate a report that 
includes truck visit details such as trucking company, trucker name and ID, and 
turn-time. You can generate a list of truck visits by date, truck company, or 
trucker. 

 
To generate a report of truck visits: 

 
1. Select Gate>Truck Visits 
2. For a report on a specified date range, enter the start and end dates. 
3. Enter the trucking company ID in the Truck Co. ID field (if you only want to view 

gate transactions for a trucking company.) 
4. Enter the truck ID, generally the truck license number, in the Truck ID field 

(if you only want to view gate transactions for a trucker.) or you may 
search by any combination of the above. 
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Example below is result for Truck Visit Search. Number in Count Column 
represents number of transactions during that specific visit. Click on this number 
to view pickup ticket, interchange, or trouble ticket. 

 
 

The following example is created by clicking on “2” on first visit. This shows you 
detail of the two transactions on this visit. Click on the icons on the far right 
“Trouble” or “Docs” to view document detail. 

 

 
 

Result from clicking on the “Trouble” icon will list all documents during this visit. 
If you click on the second “Docs” icon, system will only show the EIR and Pickup 
Ticket. 
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2.6: Example of EIR (interchange) 
 

If there are any damages, they will be noted in the Messages area. 
 

 
 

Below is view of the trouble ticket. 
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2.7: Creating Customized Gate Transaction Reports 
 

The Find Transaction command enables you to create customized gate 
transaction queries, which are requests to view truck transactions that share 
certain criteria. You can define a query by any number of items, such as a 
booking number, bill of lading, vessel voyage, shipping line, or trucking company. 
You can save and modify queries for later use. 

 
When you run a query, Navis WebAccess generates a table of information. When 
you define the query, you can determine the order in which columns appear in 
the report, as well as how the report is sorted. 

 
To create a customized gate transaction report: 

 
5. Select Gate>Find Transaction from the navigation bar. A list of saved 

queries appears. 
6. Click the Add button in the top right corner of the report list. 

 
 

 

 

 

7. Under the Criteria tab, at the top in the Report Name field, enter the 
report name. Try to be unique in naming the report. WebAccess will not 
allow duplicate names. 

8. Select the criteria you want included in the report, then click OK. 
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For all text boxes: The values you enter must be valid. 
 

For all drop-down boxes: You must make selections by clicking on the 

desired item in the left box, then clicking on the right arrow button  . 

To unselect an item, select it from the right box, then click the left arrow 
button, and then click OK. 

 

9. Under the Columns tab, determine the order in which you want the 
criteria columns to appear in the report by selecting the criteria from the 
left box and clicking the right arrow button. 

 
You can change the order of the columns by selecting a criteria in the right 
box, then selecting the up or down button to move that item. 
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10. Under the Sort tab, determine the criteria you want the report to sort by. 
For example, if you want to view the report by equipment ID, scroll down 
and select Equip ID and click on the right arrow button. Your sort item 
must be one of the available columns you chose on the previous page. 

 
 

11. Scroll down to the bottom of the screen. If you want to save the query, 
click Save and Execute OR Click the Execute button to run the report 
without saving it. 

 
 

2.8: Running A Transaction Report 
To run a transaction report: 

 

• Select Gate>Find Transaction from the navigation bar. A list of saved 
queries appears. 

• Click on the Execute icon    to the right of the report you want to run. 
The report results appear. 



March 11, 2024- AT 

 

   

 

2.9: Editing A Transaction Report 
To edit a transaction report: 

 
12. Select Gate>Find Transaction from the navigation bar. A list of saved 

queries appears. 
13. Click on the desired report name under the Name column. The 

Transaction Reports dialog opens with the query criteria selected. 
14. Edit the report details as necessary. 
15. Scroll down to the bottom of the screen and click Save and Execute. The 

report results appear. 

 
 
 

2.10: Copying A Transaction Report 
You may want to copy the formatting or criteria from one report to create another. 
To copy a transaction report: 

 
16. Select Gate>Find Transaction from the navigation bar. A list of saved 

queries appears. 

17. Click on the Duplicate icon   to the right of the report you want to run. 
The Transaction Reports dialog opens with the query criteria selected. 
You can now create a new report using the existing formats. 

18. Make any changes to the query, and type in the name for the new report. 
 

Note: If you do not type in a new name, your report name will be COPY 
OF (report name). 

 
19. Then scroll down to the bottom of the screen and click Save and Execute. 

 
 
 

2.11: Deleting A Transaction Report 
To delete a report: 

 
20. Select Gate>Find Transaction from the navigation bar. A list of saved 

queries appears. 

21. Click on the Remove icon to the right of the report you want to run. 
The report is deleted. 
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SECTION 3: SHIPS 
 

3.1: Schedule 
 

This menu item allows you to look at vessel schedules during a specified time. 
For a report on a specified date range, enter the start and end dates, and then 
click Submit. 

        
Note: Pay special attention to the terminal column below to specify the terminal 
of the vessel call. 

 

This report can now be converted to Excel. 
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SECTION 4: CONTAINERS 
 

4.1 : Container Availability 
 

You can check to see if a container will be available for pickup on a specific date. 
 

To check container availability: 
 

1. Select Containers>Availability Inquiry from the navigation bar. 
2. Enter the container number in the Equipment ID field. 
3. Select a trucking company from the Trucking Company drop-down list. 

Or you may select ANY. 
4. Today’s date will automatically appear as Pickup Date and click Submit. 

 
 

Note: If there any problems with the container's status, error messages will appear 
like the below screenshot.  
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4.2 : EDO/Booking Details 
 

You can view a single equipment order using the Containers>EDOs/Booking 
Detail command. When you enter an equipment order, you will receive four 
tables of booking/EDO information: 

 
1. Equipment Order Detail 

 
Includes booking/EDO details that pertain to the entire order, such as vessel 
voyage, point of discharge, and consignee, or any restrictions, such as a special 
stow instructions, override cutoff, or no empty/no full. 

 

 
 

2. Equipment Types 

 
Includes the quantity of containers included in the booking/EDO, as well as 
container specifications, such as size, type, and height. 

 
 

3. Booking Hazards 

Includes the quantity of how many hazardous containers that are expected on this booking. It also 
includes what IMDG code as well as the UN number that’s associated with this booking.  
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4. Equipment Out for Order 

 
Includes the equipment that has been specified for the booking/EDO but hasn't 
been received into the terminal. 

 

               
 

5. Equipment in for Order 

 
Includes the equipment that has been received against a booking/EDO number. 

              

4.3 : Equipment Details 
 

You can view extensive real-time container or chassis details through the 
Container Details command. 

 
To view real-time container details: 

1. Select Containers>Container Detail from the navigation bar. 
2. Enter the equipment/container ID and click Submit. An Equipment Detail 

table appears providing available container information. 
 

This screen can be used to verify container owner (steamship line), category, status, 
position and size, type, and height.
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4.4 : Equipment History 
 

You can view a list of every recorded event for a particular piece of equipment, 
such as gate-in, gate-out, any yard shifts, or terminal services. 

 
To view an equipment history report: 

 
1. Select Containers>Container History from the navigation bar. 
2. Enter the equipment ID and click Submit. An EQ History table appears with 

the service event history. 

 
 

 

 


