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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://n4dgt.ictsi.net/apex/n4.zul 

 

 

Enter your Username 
and Password 
 To login 
 

https://n4dgt.ictsi.net/apex/n4.zul
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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. 

 

 

  

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. 

 

 

 

To Reset Password, click 
on Forget Password? 

1.1 Enter your 
username  

1.3 Click 
Reset 
Password 
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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. 

 

 

 

 

 

 

 

 

 

 

Click Log out 

Click on Logo 
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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. 
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FAVORTE 
TAB  

 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 
Tab 
 

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

. 

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 

 

 

 

 

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

 



 

12 
 Ver.01          DGT-  Shipping Lines-Assigning  
                                                                                                           Import Units 
 

 

 

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 

2.4. Click on drop down 
arrow in Trucking 
Company field to select 
Transporter 

2.5. Click Save 

2.3. Enter Selected 
Container number to be 
assigned 
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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 Unit tab 
3.2 Select Units: My List 
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3.4 To refine search, 
type in Vessel visit code 
in O/B actual visit for 
inbound Imports 

3.3 Category = 
Import 
T-State = inbound 

3.5 Select containers to 
be assigned to 
transporters. Copy 
Highlighted containers  
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3.6 Go to Unit tab 
3.7 Select Units: My List 
 

3.8 Click on drop-down arrow 
in  Display field 
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3.9 Click on 
Add 
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3.10 Add to Units: My List 
Paste copied containers into 
block 

3.11 Click Save 

COPIED CONTAINERS 
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3.17 Click on drop-
down arrow in 
Trucking Company  
and 
Select transporter 

3.18 Click Save 

NOTE:  
Once this step is done all selected container numbers will 
be assigned to the selected transporter 

Container numbers will populate on My List screen 
 

3.16 Click 
on 
Trucking 
Company 

3.14 Select 
Update 
 

3.15 Select Update 
Delivery 
Requirements 
 

3.12 Highlight all 
containers 
3.13 Right Click 
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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 

 

 

 

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

 

 

 

 

 

 

 

  

 

 

 

4.3 Select Update 
 

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

4.1Highlight containers  
4.2 Right click 
 

4.4 Holds/Permission 
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Step: 4.6 In 
Hold/Permission field, 
select Line Hld 
External. 

Below screen pops up 
4.5 Click on drop down arrow in the Actions field 
to add or release holds 
 

Steps: 4.7 Click Save 
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MODULE 5: STORAGE 

 

  

 

How to Add Storage Guarantee through day 

 

 

 

 

 

 

 

5.1 Click on Unit and select Units 
Unit 

5.2 Unit list will compile. Enter 
Container in Unit Nbr 

5.3 Confirm the dwell time 
is over the limit 

5.4 Right 
click on 
selected 
container 
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 5.5 Select update then storage 

5.6 Update Storage screen will 
populate 

5.7 Fill in Guarantee Through Day  
Time Guarantee Party 
 

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  

5.1.2 Unit Inspector screen will populate 

5.1.3 Click 
Actions 
5.1.4 Select 
Update 
5.1.5 Select 
Storage 

5.1.6 Update 
Storage Screen will 
populate 
View or update 
from this screen 
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Navis 4.0 

Navigating Port Excellence. 

 


