eModal Appointments

(Motor Carrier)
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1. How to Create an Appointment

Once logged into eModal, select

at the top of the screen. Under the category “Appointments”

all participating terminals will display. Select the terminal in which you would like to create an

appointment. Once in the Appointment Module you will then be able to select the type of appointment

you want to create: Import, Export, Empty Pick-Up, and Empty Drop off. (Dual appointments may be

created for Import/Export Appointments.) See below on how to create an appointment by appointment

type.
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1.1. Import Appointment
Step 1: Select the “Add New” button

] (Jexene])

E1E

|:\ CONTAINER # 2PT # Stot STaTUS Error  DuaL  Yarp Loc LinE BiL OF LADING #
| [ bl | 57 =~ bl =~ bl
[ ] mwcuszazs1z 5002 04/17/2014 - 01:00 CONFIRMED Vard Grounded (YARD)
[ ] aesussooszo 5001 04/17/2014 - 08:00 CONFIRMED Yard Grounded (YARD)
4

4 [ [1)pf (0] Pagesize[20 ~]

2 Items In 1 Pages

Step 2: User must enter:

e Container Number(s) / Bills of Lading

OR
e Upload Container Number(s) / Bills of Lading
e Select Submit

Add New

@ containers @ Bills Of Lading

Container Mumber(s)

MYRKUB1E35904
| I
Upload File: 2
| Browse [
[ Submit | | Cancel |
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Step 3: User must enter:

e Date

e (Time) Slot

o (+) Dual Appointment (if applicable)

e Select the “Submit” button (unless making a Dual Appointment)

| Lﬂ Submit || # Cancel

Container # Date Slot Dual Truck Lic Plate Use Own Chassis? Available Yard Loc. Line  Bill Of Lading
4/28/2014 05:00-0800 v
S - Yard
[ x| mwvkusisasos | 4/28/2014 05:00 - 06:00 M ES No | vES Grounded
_ _ [YARD)
14 [ | +
Count:1
If Dual has been selected the following will also need to be entered:
o (Export) Container #
e Line
e Select the “Submit” button
| H Submit || # Cancel
Container # Date Slot Dual Truck Lic Plate Use Own Chassis? Available Yard Loc. Line Bill Of Lading

= g

S - Yard
[ x| nNvkusesaszz | 4/28/2014 16:00 - 17:00 R No ~| YES Grounded
o e (YARD)

Dual Details & Export

Container # Line

CONTAINERL mscy v
1| | »
Count:1
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Step 3: Appointment Confirmation will display. Click “OK” to close out of the window. User will receive a
notification email with confirm details. (For Dual Appointments the same Appointment number will be
given for the Import and Export Appointment.)

| e e | ma) ] s [ N

Confirmation
91| Appt # Slot Container # 5z/Tp/Ht Description Error I
1| | 0016 04/28/2014 - 13:00 NYKL3693422 20DR86 Confirmed Appointment Created. r
0016 04/28/2014 - 13:00 CONTAINER1 Confirmed Appointment Created.
Count : 2
1 OK J

Note: If a container is not yet available (I.E. the container is still on the vessel) a user will not be able to
confirm an appointment for the container, however the container will remain on the Import
Appointment screen, otherwise known as the Watch list. Once the container(s) become available the
user will receive a notification email and may then create an appointment.
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1.2. Export Appointment

Step 1: Select “Add New” button

(][]

| Edit || 3 Remoue‘ 3 Add New ’
— o ——

ConTaner # LS Siot STaTus Enaon Duase Lz
I [ e [ =@ " _—
Mo Records Found.
[ [ 1] 2 [m  Pagesize: 20 | 0 Items In 1 Pages
Step 2: User must enter:
e Line
e Container number(s)
e Date
e (Time) Slot
e Select “Submit” to continue (unless making a Dual Appointment)
|l Submit || ¥ Cancel
= tne[cMou  + €3 Add Containers
Container Date Slot Dual Truck Lic Plate
[ 47282014 [1600-1700 =
xJ [ cONTAINER | [ 42872014 [1600-1700 - 3
B ] [ar28/2014] eoo-mo0 <] [ [ ]
& ] 472872014 e00-700 - [ [ ]
& I (82014 om0 - [ [ ]
X I (82014 om0 - [ [ ]
&J ] [a728/2014] eoo-m00 -] (3 [ ]
x ] [4728/2014] [600-1700  ~| [ [ ]
& ] 472872014 0omeo - [ [ ]
X I (82014 om0 - [ [ ]
& I (82014 om0 -] [ [ ]
Count: 10
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To create a Dual Appointment Select the (+) button and enter the following information:

e (Import) Container number(s)
e Select “Submit” to continue

(Note: Additional containers may be added by selecting the “Add Containers” button)

|l Submit || 3 Cancel
[=] BKnuM123 Line: | ACL | €3 Add Containers

Container Date Slot Dual Truck Lic Plate
4182014
(x] [ conTAINERL | [4/18/2014] weo-oso0@o0) <) [=) [ ]
Dual Details & Import
Container #
(x] 4/18/2014 | (+]
(x] 4/18/2014 | (+]
(x] 4/18/2014 | (+]
) I (e @ N ®m ]
(x] 4/18/2014 = (+)
(x] 4/18/2014 | B3]
= —— (201 X B
(x] [ [4/18/2014] | =[]
& [ ] [anaz20]| @ - B

Count: 10

Step 3: Appointment Confirmation will appear. Select “OK” to close window. User will receive a
confirmation email.

TSI gy oo PRITTeT] FEEPIN AR TR TP

% Confirmation
Appt. # Slot Container # Description Error
0156 04/28/2014 - 09:00 CONTAIMER Confirmed Appointment Created,
Count: 1
OK

T T AT T TR AT I T TPETET - =T T

E=Modal 8



1.3. Empty-Pickup Appointment

Step 1: Select “Add New” button

My Empty Pick-Ups

No Records Found.

e —
L (o] ) (8]
|:| RELEASE ORDER # Equip SizE ApoT, # SLoT StaTUS ERROR Line
L4 hd A4 X b hd

e (1)) (W] Pagesie(20 ~]

0 Items In 1 Pages

Step 2: User must enter:

e Release Order(s) / Upload a File containing Release Order(s)
e Select “Submit” to continue.

Add New

Release Crder(S):

RELEASECRDERZ
Upload File: 2
I Browse
| Submit | | Cancel |
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Step 3: User must select:

e Line

e Sz/Tp/Ht

e Date

e (Time) Slot

e Select the “Submit” button to continue

(Note: Additional containers may be added by selecting the “Add Containers” button)

Lg Submit || # Cancel

|Z| Release Order #: RELEASEORDER2 Line: | HDMU | Add Containers
Sa/Tp/Ht Date Slet Truck Lic Plate
[3/27/2014]

[x) 200T80  ~ | [3/27/2014] 1800 - 09:00 (200] = [ ]
& - (372772014 ™) [ ]
) - [3727/2014 -] ]
® B ) ] —
[x] | 3/27/2014 -

x] - [3/27/2014] ) L
(x] - (372772014 ) ]
® 3 Tl E I —
) - (372772014 i [ ]
(x] - 3/21/2014 e

Count: 10

Step 4: Confirmation will display. Select “OK” to close window. User will receive a confirmation email.

Confirmation
Appt. # Slot 5z/Tp/Ht  Release Order  Description Error
5018 03/27/2014 - 08:00 200780 RELEASEORDERz Confirmed Appointment Created.
Count: 1
oK
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1.4. Empty Drop-Off Appointment

Step 1: Select “Add New” button

My Empty Crop-Offs

L] (o mne] )

(][]

— v'
[=| Contamers# QUIP SIZE Appr. # SioT

STATUS

ErrOR  LINE

57 = i = =

No Records Found.

4 (1] (] Pogesi= (20~

0 Items In 1 Pages

Step 2: User must enter:

e Number of Appointments
OR

e Container number(s)

e Select “Submit” to continue.

Add New

Mumber OF Appointments:

| Submit | | Cancel

= Appointments C Containers
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Step 3: User must enter:

e Line

e Container #

e Date

o (Time) Slot

e Select “Submit” to continue

| H Subrmit || # Cancel

Line Container # Date Slot Truck Lic Plate

HAP hd 5/1/2014
(x] HAP ;,lm [s/1/2014 | 11:00 - 12:00 (200 ~ | [ ]
Izl HAP v || cONTAINER? 5/1/2014 09:00 - 10:00 (200 ~ |
Count : 2

Step 4: Confirmation will display. Select “OK” to close the window. User will receive a confirmation

email.
Confirmation
Appt. # Slot Container # 5z/Tp/Ht  Cargo Ref # Description Error
0059 03/28/2014 - 02:00 CONTAINERL 200TE0 Confirmed Appointment Created.
0060 03/28/2014 - 09:00 CONTAINERZ 200780 Confirmed Appointment Created.
Count: 2
CK
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2. Editing an Appointment
A user may edit appointment details for every appointment type.

e If a Container # or Date is changed, the original Appointment # will be cancelled and a
notification email will be sent out. A notification email will also be sent with the new
Appointment #.

o [f the Appointment Slot is changed, the Appointment # will remain the same.

2.1. Edit Import Appointment
Step 1: Select Appointment(s) to be edited and then select “Edit”.

| » | CoNTAINER # AppT # SLoT STATUS ErRROR  DuaL Yaro Loc Line

I' ] Remove ||QAddNew| ||§|”E|
B OF Laping #

£b YMLUBES5250 0026 04/28/2014 - 11:00 CONFIRMED [D|  Yard Grounded (YARD)

4 |

X | B d T R4 T

-

1 Records Selected

4«1 v )[m Pagesize:|20 ~

1ItemsIn 1 Pages

Step 2: Make any desired changes and select the “Submit” button.

| H Submit || # Cancel

Container # Date Slot Dual Truck Lic Plate Use Own Chassis? Available Yard Loc. Line Bill Of Lading

[~
— e Yard
|i| | YMLUB655250 | 4/28/2014 11:00 - 12:00 | |;| Mo | Yes Grounded
o o (YARD)
Dual Details © Export
Container # Line
CONTAINERL MOL |

< | »
Count:1
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Step 3: Confirmation will display. Select the “OK” button to close the window. User will receive a

confirmation email.

Confirmation

E=Modal

Appt. # Slot Container # 5z/Tp/Ht Description Error
0026 04/28/2014 - 11:00 ¥MLUBB55250 40DR96 Confirmed Appointment Updated.
0026 04,28/2014 - 11:00 CONTAINERL Confirmed Appointment Updated.
Count : 2
QK
14




2.2, Edit Export Appointment

Step 1: Select Appointment to be edited and select the “Edit” button

# Edit F Remove ||

onddNew‘ |E]||m|
> COMTAINER # AppT, # Swor StaTUS ERROR DuaL Line
A4 A4l = L = L=
b CONTAINERL 0026 04/28/2014 - 11:00 CONFIRMED (D] MOL
1 Records Selected
) 1] 2] [n] Pagesize:/20 ~

1Items In 1 Pages

Step 2: Make any desired changes and select the “Submit” button

Iﬂ Submit || ¥ Cancel

|T| Line: | pMOL o Add Containers
Container Date Slot Dual Truck Lic Plate
| ~

(x] CONTAINER1 428/2014 [11:00-1200 - =]

Dual Details @ Import

Container £

YMLUBE55250

Count: 1

Step 3: Confirmation will display. Select the “OK” button to close the window. User will receive a

confirmation email.

Confirmation

Appt. # Slot Container # Description Error
0026 04,/28/2014 - 11:00 CONTAINERL Confirmed Appointment Updated.
0026 04/28/2014 - 11:.00 YMLUB655250 Confirmed Appointment Updated.

Count: 2

OK
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2.3. Edit Empty Pick Up

Step 1: Select the Appointment to be edited and select the “Edit” button.

My Empty Pick-Ups

e
( £ Edit—”B Remove ||0 Add New | ‘EJHE|
.y
> RELEAsE ORDER # Equie Size ApoT. # SLoT STaTUS ERRCR Lmne
b4 L b4 hdl L L~
E:B RELEASEQORDER 20FR30 5005 04/11/2014 - 10:00 COMNFIRMED EISU
1 Records Selected

e [ f2]n] (0] Pagesiei[20 ~

1 Items In 1 Pages

Step 2: Make any desired changes and select the “Submit” button

New Pickup Appointment

[ Submit || % Cancel

Enter Appointment Information For Eligible Containers In The Grid Below

[=] Release Orcer # RELEASEORDER Line: | EISU Add Containers
Sz/Tp/Ht Date Slot Truck Lic Plate
[

[x] (om0 - [a1/2014] 1000 - 11.00 (200, ~ I
x| - [ ] - - L ]
= [ - [ = [ ]
E3 N ] I ]
(x] [ - [ ] s [ ]
E3 I [ ] - - L ]
= [ - [ = [ ]
E3 N ] I ]
(] [ - [ ] s [ ]
x [ - ] - L ]
Count: 10

Step 3: Confirmation will display. Select the “OK” button to close the window. User will receive a

confirmation email.

Confirmation

E=Modal

Appt. # Slot 5z/Tp/Ht Release Order  Description Error
5003 04/11/2014 - 10:00  20FR80 RELEASEORDER Confirmed Appointment Updated.
Count: 1
L ok |
16




2.4. Edit Empty Drop-Off

Step 1: Select Appointment to be edited and select the “Edit” button

My Empty Drop-Offs

(B =

© asane | =)=
CONTAINER # Equip Size ApPT. # SLor STATUS ERrOR  LINE
| m - | i m L [~
[»| CONTAINERL 200780 0008 04/10/2014 - 02:00 CONFIRMED A ovou
[] conraNER2 200780 0002 04/10/2014 - 10:00 COMFIRMED i CMDU

1 Records Selected

L] L [l

Page Size: |2[J A

2 Items In 1 Pages

Step 2: Make any desired changes and select the “Submit” button

MNew Drop-Cff Appaintment

Enter Appointment Information For Eligible Containers In The Grid Below

| IE Submit || # Cancel |

Line

[ -

7]

Container #

(x] [cmMou  ~

CONTAIMNERL

Date

4/10/2014

Slot Truck Lic Plate

| 09:00 - 10:00 (2000 ~

Count: 1

Step 3: Confirmation will display. Select the “OK” button to close the window. User will receive a

confirmation email.

Confirmation
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Appt. # Slot Container # 5z/Tp/Ht Cargo Ref # Description Error
5007 04/11/2014 - 11:00 CONTAIMERL 200780 Cenfirmed Appointment Created.
Count:1
OK
17




3. Cancelling an Appointment

Step 1: Visit the appointment type to be cancelled. For example: Import Appointment Screen. Select

appointment(s) to be cancelled and select the “Remove” button.

W en—
[ £ E(“ w Remove—”§ Add New |

[

4| i

ConTa = AppT # SLoT STATUS Error  DuaL Yaro Loc Line BiL OF LaDing #

| X[ = B X 9 T 9 T
SUDU1407601 0004 04/30/2014 - 14:00 CONFIRMED D Yard Grounded (YARD)

SUDU7857859 0003 04/30/2014 - 14:00 CONFIRMED Yard Grounded (YARD)

1 Records Selected

Wllef1]» [n| PageSie20 +

2 Items In 1 Pages

Step 2: Select “Ok” to confirm. User will receive a confirmation email.

Message from webpage

I-" '\-I Are you sure you want to remove jcancel selected
‘W appointment(s)?

Ok I Cancel

If the Appointment is a Dual Appointment, the user will also see a pop up “Do you want to Cancel the

Dual appointment(s)? If the user does not select “Okay” to the second notification then only the first

appointment will be cancelled.

Message from webpage |

:l Do you want to cancel the Dual appointment(s)?

Cancel |

User will receive Notification email of the Cancelled appointment.
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