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MODULE 1: NAVIS N4 4.0 ACCESS & LOGIN
Introduction

Navis N4 4.0 is a Terminal Operating System (TOS) used by container terminals to manage
and control the movement of cargo, containers, vessels, equipment, and related terminal
activities. It provides a centralized platform that enables shipping lines, terminal operators,
and other stakeholders to exchange information and perform operational transactions
efficiently.

For shipping lines, Navis N4 4.0 serves as a critical interface for managing vessel and
container-related activities at the terminal. The system provides real-time visibility of
container movements and vessel operations, allowing shipping line users to monitor cargo
status, submit requests, and access operational information needed to support vessel
turnaround and customer service.

Access & Login

To access Navis N4, enter the URL below into your browser or save a shortcut to your
desktop https://n4ddgt.ictsi.net/apex/n4.zul

14 kaLeris | navis

N4

Navis N4
Usermname
SLimport Enter your Username
Passvord and Password
To login
Forgot Password?
5
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1.1 Password recovery

In case the freight forwarder forgets their password, they can use the 'Forgot Password?'

option available during login.

24 KALERIS | navis

N4

Navis N4

Username

Login with AZURE SSO .
To Reset Password, click

Forol Fassnerd? on Forget Password?

Forgot Password x 1.1 Enteryour

ich? have 2 new password e-mailed to you please enter your user oo — username

Reset Password e 1.3 Click
) Reset
Password

After clicking the Reset Password button, an email with a new temporary password will be
sent to the address associated with the user account. Upon first logging in with the
temporary password, the system will require you to change it to a new one, following
specific rules regarding the number and combination of letters, numbers, and special
characters that the password must include.
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1.2 Logging out of the system

To log out of the system, you need to click on the logo in the top right corner of the page. A
window will appear were, by clicking on Log out, the dispatcher will be automatically logged

out of the system.

QRREAE—

Click on Logo

Settings

Renny Pangilinan
DGT_LOGO_QAS
Manage my account
Display Density
@® Default

(O Huge
O Tiny

Theme

o -

Work Mode

l Operations v

-

7 ) g \
I\\ﬁ) L O Logout N——

Click Log out
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1.3 Favorite Tab

Favorite tab is used to easily access frequently used and streamline workflow. Users can

click on the * icon on the left side of the screen. This tab is usefull for users that uses
multiple tabs.

Navis N4

Clusternode2 | ICTSIfZA/DGT/DCT/TRK-TCompany | v 4.0.31

Gate Messel Reports Windows Help

= Navis N4

Clusternode2 | ICT:

Gate Messel Reports

*
Filters

@m-c |

e Quick Filter

l Custom Filter

c - s
,\
+ Tools
a c Refresh
@ .
S Edit
Aw -+ Ada
—_— Delete
® Help
[gctions v]
[Qisplay v]
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= Navis N4

Clusternode2 | ICTSI/ZA/DGT/DGT/SLExport | v 4.0.31

Unit Gate Vessel Rail Reports Windows Help

FAVORTE | *

TAB

Filters

= Quick Filter

Y custom Fiter
e

Tools
C mefresn

Q, View
+ A

—  Delete

@ rep

Display -

1.3.3 Close Selected tab
Open Favorite Tab: tab
added will reflect

. L A VT +
Open Tab ctrl-0
ategor V-State
S .

™ Last v

Close Tab

26-Jul-2 Close All Tabs But This Active
263Ul close All Tabs Ctrisshif-L |NERPORE A
5 -
26-Jul-2 Export Active
Select Next Tab Ctrl-RIGHT I g
26-Jul-Z Export Active
26-Jul-2 Select Previous Tab Ctrl-LEFT | B Pt

26-ul-2 yndock Tab ctri-u | Export Active

26-Jul-2 Active

Undock Tab in New window AIt-Nl F
26-Jul-2 Export Active

Duplicate Tab ctrl-D

26-Jul-2 Active

Export —
PYRMEY 4 Add Tab to Favorites  Ctrl+Shift-F m/- Tab

26-Jul-27 0849 TTNU8I52815  45R1 Export Active
26-Jul-27 0849 TTNUB143794 4532 Export Active
26-Jul-27 0849 TTNUBTI3568 4532 Export Active
26-Jul-27 0849 TTNUB092465 4532 Export Active
26-Jul-27 0849 TTNUB066276 4532 Export Active

Navis N4

1.3.2 Click on Unit or Gate or
Vessel or Rail

Open selected Tab

Select Add Tab to Favorites
Open tab will move to Favorite

Clusternode?2 | ICTSI/ZA/DGT/DGT/SLExport | v 4031

Unit Gate Wessel Rail Reports

Units

u}
n}

PREADVISE: DGT Pre-Advise
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1.4 Data filtering

Data Filtering can be used through the Custom Filter icon, which is located on the left side
of the sidebar.

Navis N4

Clusternode2 | ICT:

Gate Wessel Reports

Filters

=  Quick Filter

1.4.1 Customer N

Filter iCON

D

rd

+ oo
—_— Delete

@ Heo

Display

To do this, you need to select in the Filter Criteria window the parameters according to
which the list of containers should be generated, each time adding them using the ADD
Criterion button. Finally, when all the criteria have been added, you need to confirm with
the Apply Filter button. This way, a list of containers with the searched parameters will be
displayed

*
Filters Filter Criteria
Customize Columns:

Cancel Date MIE - - State, Nbr, Date, Slot Start Time, Siot End Th.. ‘

Add 'AND" Group

| snow/tige Firter <D @
Tools Negate
C et L ipdace cricerion
P
t :!HE AState  Nor  Date MMMMMM i _Trucking Compa.
@ wee Expired [ssmwsz. 20260726 26JU126 0800 26-JU-26 0859 “ I w'l SC[IOQA * Drop off Export 'NEPTRANS
[actions -]
[E play ']
10
Ver.01 DGT- Shipping Lines-Assighing

Import Units



DURBAN

GATEWAY TERMINAL

After successfully signing in to Navis 4.0, the landing page will automatically appear on the screen.

N\

= .. Navis N4
Clusternodel | ICTSI/ZA/DGT/DGT/SLImport |v4.031
Unit Windows Help

11
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MODULE 2: ASSIGNING TRANSPORTER to IMPORTS

In Navis N4 4.0, the Assigning of a Transporter to an Import Unit (container) is primarily
done to identify and authorize the party responsible for collecting and transporting the
import container from the terminal. This assignment creates visibility, control, and
accountability throughout the delivery process

2.1 Go to tab Unit
2.2 Select Update Delivery Requirements

SIiZA/DGT/DGT/SUmport | 14.031

Update Delivery Requirements

Delivery Requirements X
Unit Nbr: l l 2.3. Enter Selected
: —
Container number to be
Trucking Company: | -- - l assigned
Return to Location: l
PIN Number: l l 2.4. Click on drop down
Bonded Trucking Company: | -- v l arrow in Trucking
D Is Ib to Ob move direct? Company field to select
Transporter
® a [x Close | | () Help
2.5. Click Save
12
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MODULE 3: ASSIGNING OF BULK CONTAINERS

Bulk Assignment of Containers refers to the process of applying the same action, status,
release, transporter, routing, hold removal, or operational update to multiple containers
simultaneously instead of updating each container individually. This functionality is
designed to improve terminal efficiency and reduce manual processing

How to assign bulk containers on Navis N4 4.0?

3.1 Click on Unittab
3.2 Select Units: My List

Navis N4

Clusternodel | ICTSI/ZA/D
Unit Gate Vessel Rail R¢g

Find Unit

Units

Update Delivery Requirements
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3.3 Category = 3.4 Torefine search, 3.5 Select containers to

Import type in Vesselvisit code be assigned to

T-State =inbound in O/B actual visit for transporters. Copy
inbound Imports Highlighted containers

Filters Unit Nbr Type 1SO V-State T-State Line Op \/B Actual Visit Of8 Actual Visit BoD RLH RDH Frght Kind Regs Power St
o N S A B
= QuickFilter

V-DCTI2099 CNSHA
Y custom Fiter

26-Jun-18 344 MSDUE591934 V-DGTI2099
:I PR 26-2un-18 1344 MSDUS954378 V-DGTI2099

26-Jun-18 344 MSDU7056085 V-DGTI2099

26-Jun-18 344 MSDU4799446 V-DCTI2099
Tools

26-Jun-18 1344 MSDUGB3STIO V-DGTI2099
C retesn 26-Jun-18 344 MSDU4726630 V-DGTI2099
Q view 26-Jun-18 T344 MSDUS347266 V-DGTI2099
+ aa 26-Jun-18 344 MSDU3B00080 V-DGTI2099

26-Jun-18 1344 MSDUG006990 V-DGTI2099
—  Delete

26-Jun-18 344 MSDU3B00347 V-DGTI2099
@ ree MSDU7453272 V-DGTI2099

- MSDUES13476 4 V-DGTI2099
- 44 MSDUGS34830 V-DGTI2099
Display -

26-Jun18 1344 UETU7B02437 [iABsGAGY v-ocTi200s DETIZO9
26-Jun-18 1344 MSDUST24652 45G1 ive  [NABBURGY v-ocmizose DETIZOS
26-JUn-18 1344 MSDUSTAIBE]  45G] ive  [NABBURGY v-ocmzo90 DCTIZO9
26-Jun18 1344 MSDUSO46238 45G1 [iRBaGRaY v-pcmzosn DCTI2019

26-JuUn-18 1344 MSDUB348014 45G] [NRBSURGY v-ocmiz099 DCTIZO19
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Navis N4

Clusternodel | ICTSI/ZA/D(
Unit Gate Vessel Rail Rej

Find Unit
3.6 Go to Unittab

Units 3.7 Select Units: My List

Update Delivery Requirements
P 26-Ju

‘ - v‘ W) 26-Ju

26-Ju
26-Ju
Tools
26-Ju
c Refresh 26-Ju
Q View 26-Ju
+ Add 26-Ju
26-Ju
—  Delete
26-Ju
@ Help
Actions - ]
3.8 Click on drop-down arrow
[Qisplay..F v ] === | in Display field

15
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= Navis N4

Clusternodel | ICTSI/ZA/DGT/DGT/SLImport | v 4.031
Unit Cate Vessel Rail Reports Windows Help

* Units

Filters Last Move Unit Nbr Type I1SO Category

I

= QuickFilter

Y custom Filter
[ o

Tools
C  Refresh
View

Add

|+ 0

Delete

@ Help

-
¥ Export to Csv

¥ Export to Excel

Freeze Columns »

3.9 Click on
Add

16
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Add to Units: My List

Type or paste a list of container numbers:

X

|X close | [@ wetp|

3.10 Add to Units: My List
Paste copied containers into
block

Add to Units: My List

Type or paste a list of container numbers:

MSDU&799446 — )
MSDU&8392110

MSDU4T726630
MSDUS347266 —
MSDU3800080

COPIED CONTAINERS

MSDU6006990
MSDU3800347 —

®

4

X cancel| | @ Help]

I

3.11 Click Save

17
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Container numbers will populate on My List screen

* o [

Filters Last Move Unit Nbr

Type 1SO

Categon

V-State T-State Pasition Line Op /8 Actual Visit

OfB Actual Visit POD Frght Kind

Regs Power

Stop-Vel

Stop-Rail

sto

|

T Gk e LT L V-DGTI2099 MSC DCTI2019
Y Custom Fiker 26-Jun-18 344 MSDUG006930 45G1 L EE V-DGTI2099 MSC DCTIR09 FC
E 0 me— = : e - 3.12 Highlight all
Tools 26-Jun-18 B44 MSDU4T26630 4261 HoldsfPermissians pCTI2019 7 .
o 26-3un-18 344 MSDUSBISTIO 4561 etz F containers
Q view 26-JUn-18 344 MSDUT0S6085 45G1 Jesrdimension DCT2019 FC 3.1 3 Right Click
. B —— — e =
T e 260::4813«1- MSDUT236195 #.G1 RIEE,E, | ‘ DCTI019
@ el ) |
Actions h Administration . ‘7 ‘
S - 3.15 Select Update
st Delive
3.14 Select e L y
4= Requirements
Update entation q
I Unit Delivery Requirements X
3.16 Click || Trucking Company: l 108 GLOBAL FRT (108 G.. ¥ l_ 3.17 Click on drop-
on f down arrow in
| D Return to Location: l l .
Trucking , Trucking Company
Company , PIN Number: l l and
| , Select transporter
| D Bonded Trucking Company: v
D |:| Is Ib to Ob move direct?
0 BB X o) [0
3.18 Click Save
NOTE:
Once this step is done all selected container numbers will
be assigned to the selected transporter
18
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MODULE 4: ADD and RELEASE HOLDS and PERMISSIONS

In Navis N4 4.0, Holds and Permissions are control mechanisms used to manage the
movement and processing of containers, cargo, vehicles, and vessels within the terminal

NOTE:
Adding Holds and Releases can be done per container or Bulk

How to add and release HOLDS and PERMISSIONS in My List?

ues [ +
V-State

T-State Position I/B Actual Visit ©fB Actual Visit POD Frght Kind

Line Op Reqs Power _ Stop-Vsl _ Stop-Rail

I r

26-Jun-18 1344 MSDU3B00347 25P3

26-Jun-18 1344 MSDUG006I90 45G1

[ Last Move ” Unit Nbr ] Type 150 [ Category H 1
i

I — e
Update

4.1Highlight containers

4.3 Select Update 4.2 Right click

View

Reefer
-Jun-18 1344 MSDU4T99446 42G1

Transactions
uN-18 1344 MSDU7056085 45G1

-Jun-iB 1344 MSDUS954378 45G1 Administration
n-18 1344 MSDUE591934 45G1 Inspect Unit
26-Jun-18 1344 MSDU7236195  45G1

4.4 Holds/Permission

19
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Below screen pops up

to add or release holds

4.5 Click on drop down arrow in the Actions field

an

‘ Update Holds/Permissions x | GEN_ IR

| Action: [ Release Hold v] DCT12019

| DCT12019
Hold/Permission: [ v]

| NDCTI2010

Description: ‘ ‘

|
Target Entity Type:

|
| Relation to Referenced Guardian:

| Referenced Guardian Entity: v

I:‘ Has Unique Reference Id

D Reference Id Required

| Reference ID: [ ]

Note:

| o

I

DCT12012
DCT12019
DCT12012
DCT12019
DCT12012
DCT12019
DCT12012
DCT12019
DCT12012
DCT12019
DCT12012
DCT12019
DCT12012

Steps: 4.7 Click Save

+

Last Move UnitNbr _ TypelSO  Category  V-State _ T-State _ Positi LineOp B Actual Visit

OfB Actual Visit POD. Frght Kind

LINE HLD EXTERNAL (Line hold placed by shipping Hne,‘_ Step; 4.6 ln

Hold/Permission field,
select Line Hld
External.

l | I

Update Holds/Permissions

Action:

Hold/Permission; | Add Hald

Release Hold

Description:
" Crant Permission

Target Entity Type: | oSS Permissio
Relation to Referenced Guardian:

Referenced Guardian Entity:

Owa
(mE
Retrence |

Note:

® @ rew
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MODULE 5: STORAGE

5.1 Click on Unit and select Units

= Navis N4

Clusternodel | ICTSI/ZA/DGT/DGT/SLimport | v 4.031
Unit Gate Vessel Rail Reports Windows Help

Find Unit

Units

‘ Units: My List

Update Delivery Requirements

How to Add Storage Guarantee through day

5.2 Unit list will compile. Enter 5.3 Confirm the dwell time
Container in Unit Nbr is over the limit

5.4 Right
clickon
selected
container

it
unite Move Unit Nbr Type SO Category V-State T-State Pasition Line Op VB Actual Visit Of8 Actual Visit. POD Dwell ALH RDH Frght Kind Regs Power Stop-Vs| Stop-Rail Stop-Road
\ I I JLimeer_x][ e <] I J I [ L J \ I J J e
26-3ul-201955 MSDUT7I9742 4510 Active Vard | v-DGT-EB24603A MSC DCTI2158 GEN_TRUCK DuR s | ] a
26ul20 1955 = BT -ocT-Ecovor wsc = .

26-JUl-20 1933 MSNUBEI2IET 4561 [ Yard  Y-DGT-ECIOBI3C MSC DCTI2154 GEN_TRUCK DUR 3 [ ra ]

2630201951 LyGuOmBsO 2210 [ e Vard | ¥-DGT-EE20102C MSC pcnziss GEN_TRUCK ouR B [ ] ’
2630201930 SEKUETIETS? 451 DR Actve || Verd | v-0GT23D0IA  MsC berzse Gen_TRuCK ouR s . .
26-3ul-201926 UETUB626328 4561 EESE Ao Yard | ¥-DGT-23IGI3B  MSC DCTI2154 GEN_TRUCK DUR 6 [ ra ] .
26301201926 MSOUB3IS263 4510 [ e Vard  ¥-DGT-EEZ1203A MSC ocnziss GEN_TRUCK our s [}

26-3ul201926 CAAUTIZIBO06 4510 [ et Vard | V-DGT-GCI2401B MSC DCTI2155 GEN_TRUCK DUR 3 [ ra ]

26-3ul-201925 CAZBI9E29 2210 S acive Yard | v-DGT-MI6I707A MSC ocnzise GEN_TRAIN our 6 Empty

263u1201925 MSMUT735800 4S10 [ et Vard | ¥-DGT-EAIGZISC MSC ocTiziss GEN_TRUCK DuR s [ ]

26-3uk20 1922 TLLUT6L6832 451 RS oo Yard | ¥-DGT-ED2I60IC MSC DCTI2154 GEN_TRUCK DUR 6 [ ra ]

e —— R P — - —
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5.5 Select update then storage
e+
 Last Move ﬂn:;;unrx Type 1O ‘ E::zmx v-State ,:;mx Position /B Actual Visit offl actual visit POD Dwell ln_i' RDH Frght Kind Reqs Power Stop-vs| Stop-Rail Stop-Road I:l

26.3ul 201635 TLLUST21S24 45G1

-ocr-ecamass wsc

Transactions

Administration

Inspect Unit
5.6 Update Storage screen will
populate

Update Storage for

Storage
Last Free Day: 2026-Jul-23
Guarantee Through Day: B l l

Guarantee Party: | --

[ __L__|__J

GEN TAUCK

Holds/Permissions

Update Delivery Requirements

5.7 Fill in Guarantee Through Day
Time Guarantee Party

Update Storage for
Storage
Last Free Day: 2026-]

Guarantee Through Day: | 2026-07-28

] l 2359 ]
T e L sl BMSC (LINE OPERATOR ON ACCOUNT CRE(JI ‘

B k=) o

5.8 Click Save
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How to check storage, or update storage in Unit Inspector

5.1.1 Select Units and Select container
and Double click on container

|

Inits

UnitMbr _ _Type|SO  _ Category _ V-State Bosition LineOp VB Actual Visit  _O/8 Actual visit & ROM___FrghtKind _ RegsPowser _ Stop-wsl _ Stop-Asil  _ Stop-Rcad  _ Loadlistst

S % B 4 B T s

263ul201635 TLLUBTZIS24 45G1 Y-DGT-EDZT7038 MSC DCTIZI54 GEN_TRUCK DUR .

5.1.2 Unit Inspector screen will populate

l

Unit Inspector for TLLUB721524 Z X
Container Status Transit
TLLY T-State: Yard Category: Import
8721524 Last Move: 26-Jul-20 1635 POD: Durban (DUR)
Complex Pesition: Y-DGT-ED217038 I/B Carrier: V-DCTI12154 (MSC)
Planned Position: 0/B Carrier (intended): T-GEN_TRUCK
‘WS[? 15743500'; Frght Kind: FCL Time In: 26-Jul-20 1635
- Line Op: MSC ©/B Intend ETD:
Unit Nbr: TLLUB721524 VGM Weight (kg): 15730 Dlv Appt Time: 26-Jul-210100
Type ISO: 45G1 VGM Verifier: Recv Appt Time:

EqRole: Primary VGM Updated Date: 26-Jul-09 1843

Gross Weight Source:
Weight (kg): 15,730

5.1.3 Click
Actions
5.1.4 Select
Update
5.1.5 Select
Storage

Stow:
Stow 2:
Stow 3:
Customs:
—— B% COO
—_ Holds/Permissions
act Storage H ~ 'H __ \9 - e Y a + _ @
A Equ Reefer Update Delivery Requirements - o armerr
TMsactions »
Primary
- Administration »
Update Storage for x
Storage
Last Free Day: 2026-Jul-23
Guarantee Through Day: ||2026-0?-28 ‘ﬂ l 23:59 l 5.1.6 Update
Storage Screen will
Guarantee Party: l MSC [LINE OPERATOR ON ACCOUNTCR.. ¥ l
| populate

View or update
from this screen
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Navis 4.0

Navigating Port Excellence.
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