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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  
Password  
Log in 

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. 

 

 

 

 

Reset Password? Click 
on Forgot Password ? 

1.1.1 Enter your 
username  

1.1.2 Click 
Reset 
Password 
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1.3 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. 

 

 

 

 

 

 

 

 

 

1.3.2 Click on 
Log out 

1.3.1Click on 
Logo 
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1.4 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  

 

1.4.2 Click on Gate or Units or 
Vessel or Rail 
Selected Tab will open 
Select Add Tab to Favorites  
Open tab will move to Favorite 
Tab 
 

1.4.3 close appointments 
tab 
Open Favorite Tab: tab 
added will reflect  
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After successfully signing in to Navis 4.0, the landing page will automatically appear on the screen. 
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MODULE 2: VESSEL VISIT BOOKING 

2.1 Creating Vessel visit code 

 

 

  

 

 

 

 

 

 

 

2.1.1 Click on Gate tab. Scroll down.  
2.1.2 Select Bookings 

NOTES: 

• Vessel Visit Bookings must have separate bookings for Different booking items (ISO codes) 
• Hazard booking must have separate bookings for different booking items and IMDG classes 
• Out-of-Gage (OOG) must have separate bookings for different booking items 
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Existing bookings 

 

 

2.1.4 To create a new booking, click on the “+” on the left-hand 
side of the screen. 

2.1.3 Type in Vessel Visit Code in Ves. Visit Filed.  Press Enter 
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2.1.5 Complete all fields highlighted in pink 

2.1.6 Click Save 
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2.2 Adding Booking Item 

 

 
 

 
 

 
 
 

2.2.1 Click on “+” 
to add booking item 
(Iso Code) 

2.2.2 Complete all fields 
highlighted in pink add 
Equipment Type 

2.2.3 Click Save 
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2.3 Adding Hazard Booking 
 

 

 

 
 
 
 
 
 
 
 
 
 

2.3.1 Complete all fields highlighted in pink 

 

2.3.2 Click Save 
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2.3.3 Click on “+” to add 
booking item (Iso Code) 
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Adding IMDG Class 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.3.5 To add 
IMDG codes, 
select Add 
Hazard field 

2.3.4 Complete all fields highlighted in pink, and 
Equipment Type 

2.3.6 Click Save 
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IMDG Class 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.3.11 Click on 
“+”  

2.3.9 Click on drop 
down arrow and 
select IMDG class  

2.3.7 Fill in UN/NA number  
2.3.8 Select drop down in Hazard Number Type  

2.3.10 Click on “+ 
Add” 

2.3.12 Click OK  
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2.4 Adding Out-of-Guage (OOG) 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.4.1 Complete all fields highlighted in pink 

 
 

2.4.2 Click Save 
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2.4.3 Click on “+” to 
add booking item (Iso 
Code) 
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2.5 OOG Bookings 
 
 
  
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.5.1 Complete all fields highlighted in pink 

2.5.2 Click on drop down 
and select “Equipment 
Type” 

2.4.3 Select 
OOG 

Step: 2.5.4 Click Save 
Step: 2.5.3 Click on is OOG to 
make booking OOG 



 

22 
                                Ver.01                                                                          DGT- Shipping Lines -Vessel Vist  
                                                                                             Booking & Pre-Advise 
 

 
2.6 Special Stows 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.6.1Complete all fields highlighted in pink 

2.6.2 Click drop down arrow 
in Special Stow field to add 
COT Reefers or other special 
stows 
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MODULE 3: PRE-ADVISE EXPORTS 
3.1 Create Pre-Advise 

 
 
 

 

 

 

 

3.1.1 Click on Gate tab and select Pre-Advise 

3. Select “Terminal Receive Export” 3.1.2 Select PREADVISE 
DGT Pre-advise 

3.1.3 Select Terminal 
Receive Export / 
Domestic 
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3.1.4 Complete all fields highlighted in pink 

3.1.5 Select either Add Reefer, Add 
Hazard or Add OOG 

3.1.6 Click 
Save 
Transaction 

NOTE: 
These are compulsory fields to complete with correct details. 
OOG correct dimensions compulsory for billing purposes 
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3.2 Adding Reefers  

 

 

 

  

 

 

 

 

3.2.1 Fill in all applicable fields. 

3.1.2 Click OK 
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3.3 Adding IMDG Class 

Hazards to be added in Pre-Advise Export unit 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

3.3.2 Click in IMDG Class Field 

3.3.1 Click on “+” 

3.3.3 Fill in UN/NA 
Number and Hazard 
Number Type fields 

3.3.4 Click +Add  

3.3.5 Click OK 
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3.4 Adding Out-of-Guage (OOG) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3.4.1 Fill in all correct dimensions for 
required container being pre-advised 

3.4.2 Click OK 

NOTE: 
Correct dimensions are compulsory for 
correct billing purposes 
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MODULE 4: VIEWING OF PRE-ADVISED CONTAINERS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4.1.1Select Gate tab 4.1.2 Select Pre-advised units 
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4.2 Cancelling of Pre-Advised Units 

 

 

 

 

 

4.1.3 Add vessel visit code in O/B 
Actual Visit field. Press Enter. 

4.2.1 Add container number in Unit Nbr field. 
Enter.  Container number appears in blue. Right 
click.  

4.2.2 Scroll down to Administration,  
select Cancel Advised. Enter.  Pre-
advised is cancelled 
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MODULE 5: ADDING HOLDS AND RELEASES ON CONTAINERS  

 

 

 

 

 

 

 

 

 

 

5.1.3 Click OK 

5.1.1 Go to Unit tab. Select 
Find Unit 

5.1.2 Add container 
number in field Full 
ID or Last digits 
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Unit Inspector field will populate for specific container 

  

 

 

 

 

 

5.1.4 Click on drop 
down arrow in 
Actions field. 
Update, the select 
Holds/Permissions 
or Seals to update 
seal details 

Step: 5.1.5 Select 
Administration to 
Cancel Advised 
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Edit or Add Seal Details 

 

 

 

 

5.2. Add Hold or Release 
Hold” 

5.2.1 Click Save 
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 MODULE 6: VIEWING OF VESSEL VISIT 

 

 

 

 

6.1Vessel  
Select Vessel Visit 

6.2 Add vessel code in Visit 
Press Enter.  

 

6.3 Vessel Inspector for specific Vessel code will populate 

6.4 Click on drop-down to view more information 
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6.5 Click on the 
push pin sign to 
select specific 
information to 
view 
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MODULE 7: VIEW RAIL CONTAINERS 

 

 

 

 

 

7.1 Select Rail and Inbound by rail 

 

7.2 Add container number 
under Equip Nbr if you 
only want to view one 
container 

7.3 Select by O/B 
Intend Visit with  
Visit code 

7.4 Select by I/B Dclrd 
Visit with Visit code 
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7.5 Click drop down 
arrow in “Actions”  
7.6 Place cursor in 
Update tab.  
7.7 Select either 
Holds/Permissions or 
Seals 
 

7.8 Update 
Hold/Permissions 
will populate. 
Select your 
preferred selection 
complete 
selection  
 

7.10 Seal 
screen will 
populate. 
Update seal 
details  

7.9 Click Save 7.11 Click Save 
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MODULE 8: CANCEL PRE-ADVISE 

       

 

 

 

 

 

 

 

 

 

    

 

8.4 Cancel Pre-advise will populate and 
click Yes 

8.1 Click drop 
down arrow in 
“Actions”  
8.2 Select 
Administration 
8.3 Select 
Cancel Advised 
 

Navis 4.0 

Navigating Port Excellence. 

 


