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1 DOCUMENT SUBMISSION

1.1 Overview

The Document submission tile is a method of attaching shipping documents to a job via the job reference.
The submission process itself is in 3 stages, finding the shipment, uploading documents and assigning
them a document type. Once completed the documents should have sufficient information to be
approved.

1.2 Finding the reference

To attach a document to a job you first need to choose the Metro Reference from the drop down list in
the upper left hand corner. To aid you in finding the right reference a filter box has been added to the
drop down list that will filter the results as you type.

Document Submission

This 3 stage process allows you to upload and attach documents to a shipment. Any documents you upload will be sent for approval before being attached to the selected shiprment.

~ Stage 1 - Find the shipment

Use the Reference box below to search for the shipment, as you start typing available options will start to fiter down to aid you in finding the right shiprment.

Reference: |Select a Reference... , &3 Search Q Clear
Metro Reference Customer Name Port Of Loading Port Of Discharge Containers

Once the appropriate reference has been found click on the reference to make it appear in the drop
down, then click on the button to list the details of the job below. You will now also see stage 2 and 3
allowing you to upload and assign document types to files.

 Stage 1 - Find the shipment

Use the Reference box below to search for the shipment, as you start typing available options will start to fiter down to aid you in finding the right shipment.

Reference: |J238209 (TEST COMPANY FOR TRAINING. - SHANGHAI TO SCIUTHJc & Search 0 Clear

 Attaching files to...

Metro Ref
Customer Name
Load Type
Port of Loading

ETS

1238200

TEST COMPANY FOR TRAINING.

FCL
SHANGHAI

01/11/2014 00:00:00

Created Date

Transport Type
Port of Discharge

ETA

23/10/2014

Sea
SOUTHAMPTON

09/11/2014 00:00:00

Consignee Name TEST COMPANY FOR TRAINING. Vessel Name MAERSK ACCRA

Load References .y

1.3 Uploading / Removing multiple files

You can either use the browse button to open a file upload window or drag and drop files directly onto
the uploader to add them to the upload queue.
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~ Stage 2 - Upload documents

Select your files for upload here, you can use either the Browse button below or drag and drop the files into the box.

Once your documents have been added to the list click the upload button to start the upload to the server. They wil then appear in the Stage 3 section below.

Drop files here Browse...

To upload multiple files simply hold the ctrl key down while selecting files via the file upload window.

Drap files here

Upload

Document_1.tt
Document_2.t0t
Document_3.0d
Document_4.td
Document_5.td
Document_6.xt
Document_7.txt

~ Stage 2 - Upload documents

Select your files for upload here, you can use either the Br

Once your documents have been added to the list click th

Brows

Remave
Remave
Remave
Remave
Remave
Remaove

Remove

Once you click the “upload” button any files in the queue will be uploaded to the document store and
appear as a list in the pending documents box. Any files that are not of the correct file type or are too

large will not be uploaded and you will be alerted as to why they failed to upload.

1.4 Pending Files

The pending files box will automatically update as new files are uploaded to it, the purpose of this stage is
to add more information about the document so that the approval process is quicker and easier to

achieve.

Note: The documents showing in this box are already uploaded to storage and can be seen in the approval

queue.

The grid of documents you see before you are editable, you can click on the delete button for a given
document and it will disappear from the grid, you can also click on the document type column for any
given document and be shown a list of possible document types. Choosing a document type will turn the
box from red to green, be sure to use the submit button after your changes have been made to save

them.

— Stage 3 - Pending documents

# File name
Delete Document_1.bxt
Delete Document_2.bxt
Delete Document_3.bxt
Delete Document_4.txt
Delete Document_5.xt
Delete Document_6.txt
Delete Document_7.bxt

Document Type
CBBMVT

Select a document type
Select a document type
Select a document type
Select a document type
Select a document type
Select a document type

Please amend your pending documents below, remember to click the Submit button to submit any changes you make including deleting any files.

Added

05/02/2015 15:41:23
05/02/2015 15:41:23
05/02/2015 15:41:23
05/02/2015 15:41:23
05/02/2015 15:41:23
05/02/2015 15:41:23
05/02/2015 15:41:23

Once you have made all the necessary changes to your documents you will receive an email receipt, your docurnents will be submitted for approval and this screen wil be reset.

Added By

Andy Barr (andy.barr)
Andy Barr (andy.barr}
Andy Barr (andy.barr)
Andy Barr (andy.barr)
Andy Barr (andy.barr)
Andy Barr (andy.barr)
Andy Barr (andy.barr)

& Submit Documents For Approval
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If you have submitted all your document types the page will refresh showing a success message and you
will be sent an email containing a summary of the documents you have just attached.

If you have not chosen a document type for all of the uploaded documents then saved boxes will turn
white and the remaining documents will be in red. You will not receive an email until all documents have
been assigned a type.

Subject: Document Submission Activity
To ensure delivery of future
(‘) Myvisibilitytool.com emails, please add
noreply @myvisibilitytool.com into your
mvt P e B

address book

— |
@) Documents have been submited for: 235209 _
o

Dismiss
Dear Andy
Document Subrmission ¥ou have uploaded the following docurmnents against:
1238209
This 3 stage process allows you to upload and attach documents to a
Document
Document Type Date Added
- Stage 1 - Find the shipment
Document_L.txt C8SMVT 05/02/2015

Use the Reference box below to search for the shipment, as you stz

Reference: |Select a Reference ;
Please contact us should you have any queries

Kind regards,
The MVT Team

1.5 Anti-Virus Scanning before approval

Any documents you upload will be automatically scanned for malicious content before being added to an
approval queue. The documents in the approval queue will be validated and then approved at which point
the document will appear on the track and trace screen. If your document fails the approval process for
any reason you will be notified by email.
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