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1. Introduction – Logging On WebAccess 
 
Begin using the WebAccess system by logging onto website at: 
 
www.apmtva.org/express 
 
Your username and password will be supplied by the terminal. Enter your username and 
password and Submit to enter the website. 
 

 
 
Note you can log in at 2 different spots. 
 
You will see the following screen next. Enter your User ID and password. 

 

http://www.apmtva.org/express�
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2. The Today Tab – The First Screen You See 
 
The Today screen is the first screen that appears after Log In. From here, you may select a Tab 
at the top left to go to a specific page or you may click on a specific vessel to see vessel arrival, 
departure and cutoff information. 
 

  
 
 
The tabs at the top left of the page are the quickest method for moving through the program. You 
may also use the Back button on the web browser navigation bar to see the previous screen(s). 
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3.  The Admin Tab 
 
WebAccess allows users to manage the trucks assigned to their trucking company. To use this 
feature, select the Admin tab; then select Manage Trucks from the left-hand menu. 
 
 

 
 
 
You can search the existing database to determine if a record already exists for a truck. To find 
an existing TRUCK ID, type the truck license plate number in the Search by Truck ID box at 
the top of the page. 
 
 

 
 
 
If a record exists, you will get a message back showing a record exists and which company the 
truck is assigned to. If the truck is assigned to a different company, call or email the terminal and 
request the Truck ID (license plate) be assigned to your company. (See screen shot below. 
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To add a driver to your company, select the + at the top of the form. Enter the truck license 
number in the Truck ID field, select your truck company from the drop-down list and select 
Submit at the bottom of the page. 
 
 

 
 
The Truck ID will be added to your company. 
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4.  The Gate Tab 
 
The most frequently used items from the Gate tab will be the View Appointments selection and 
the Request Appointments selection. 
 
Request Appointments 
To set up an appointment, select the Request Appointments option on the left side of the Gate 
tab. 
 
Request Appointments Screen – Initial Entry Screen 

 
 
Enter the requested information and click Submit to complete the appointment request. Fields 
with * next to the field name are Required fields. The software will not allow you to proceed 
with a request unless the required fields are filled in. 
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The following fields are Required to successfully complete an appointment: 
Drop Off Export – Booking Number and Size/Type/Height of the container 
Pick Up Import – Container number 
Drop Off Empty – No required fields 
Pick Up Empty – EDO/Booking number and container Size/Type/Height 
 
You may have a maximum of 2 entries for a drop off or pick up item. The illustration below 
shows a Visit with multiple appointments. The diagram above would show: 

1-Drop off Export (appointment 141) 
1-Drop off Empty (appointment 142) 
2-Pick Up Import (appointments 143 & 144) 

to create the appointments for the illustration below. 
 
When creating appointments for a single truck, you will need to create both ends of the 
appointment (drop-off and pick-up) as a single visit for the appointment to be successful. The 
terminal views a truck visit as a single ‘mission’. The mission may be a single transaction of 
dropping off or picking up. If the mission is to drop-off AND pick-up, the appointments 
MUST be created together or the appointment will be cancelled when the driver gets to the 
gate completing defeating the purpose of the appointment system. 
 

 
 
After submitting your appointments, you will see the following screen, requesting additional 
information to process the appointment. The following fields are required for each category to 
process the request. A sample entry screen is shown below. 
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Action        Required Fields 
Drop off Export      Booking Number 
        Size/Type/Height 
 
Drop off Empty      No Required Fields 
 
Pick Up Import      Container Number 
 
Pick Up Empty      Booking Number 
        Size/Type/Height 
 
Bare Chassis       Booking Number 
        Size/Type/Height 
 
Request Appointments Screen – Data Entry Screen 
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View Appointments 
 
You can create reports to view your appointments. Reports can be created and viewed or you can 
create and save a report to use it again. A sample View Appointment report is shown below. 
 
View Appointments Report - Results 
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Truck Transaction 
The Truck Transaction feature allows you to view all of the truck visits for your company for a 
particular day or a range of days (i.e.; all of November, Friday, 11/23/2007, last week). To use 
the Truck Transaction feature, select Truck Transaction from the menu on the left of the Gate 
tab. Enter the date or date range you are interested in viewing and click Submit. A screen similar 
to the one below will appear. You may save the screen to Excel or PDF using the buttons on the 
top right of the Results screen. 
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Truck Visits 
The Truck Visit feature will allow you to see the activity for a particular Truck ID assigned to 
your company. Select the Truck Visit option from the menu on the left side of the Gate Tab. 
Enter the date(s) and Truck ID you are interested in and click Submit. You will see a screen 
similar to the one below. The Results screen can be saved to either Excel or PDF using the 
buttons on the top left of the Results screen. 
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5. The Containers Tab 
 
From the Containers tab you will be able to check availability of a container with the 
Availability Inquiry, check the status of a booking with the EDO/Booking Details, check 
terminal chassis availability with the Chassis Inventory option or get information on a specific 
container with either Container Details or Container History. 
 
The Availability Inquiry option allows you to locate equipment on the terminal. Select 
Availability Inquiry from the menu on the left side of the window. Type in the container number 
you are researching, your company ID for this system and select the date you are requesting 
pick-up or delivery and select Submit. You may submit up to 20 container numbers at 1 time.  
 
The following screen will appear with the appropriate information regarding the container 
number(s) you submitted. 
 
Availability Inquiry Screen - Results 

 
 
You may check the status of a booking using the EDO/Booking Details option on the 
Containers tab. To use this selection, click on EDO/Booking Details, enter the booking number 
you are inquiring about and click Submit. The following screen will appear with the current 
information about the booking. 
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EDO/Booking Details Screen - Results 

 
 
 
There are 2 different options for getting container-specific information in WebAccess. You can 
use the Container Details selection to see the type of container (size/type/ height), the weight of 
the container, its’ current location on the terminal, if applicable, the Inbound or Outbound 
carrier, the Line Operator, and the container status (import/export, load/empty). The Container 
History selection will provide information on the movement of the container while it is/was on 
the terminal. 
 
To use either report, make your selection from the menu on the left side of the screen. Input the 
container number you are inquiring about and click Submit. Sample reports from each option are 
shown on the following pages. 
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Container Details Screen – Results 

 



APMTNavis WebAccessTrainingGuide.doc  Page 16 of 26 

 
Container History Screen - Results 
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Appendix A   Sample Appointments 
 
Appointment Samples 
 
Items circled in red are required fields. This data must be filled in for the appointment to be 
completed successfully. 
 
Drop-off Export/Receive Chassis 
If you are dropping an export load and taking the chassis off the terminal, you need to make an 
appointment to Pick Up a Bare Chassis. You will need the appointment whether you are taking a 
Maersk chassis, an HRCP chassis or an owner’s chassis. 
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Drop Off Chassis/Pick Up Import 
 
If you are bringing in a bare chassis to pick up an Import box, you will need to make an 
appointment for the chassis. APM-VIT includes this step to account for equipment entering and 
leaving the terminal. 
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Drop Off Empty/Pick Up Import 
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Drop Off Export/Pick Up Empty 
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Appendix B   Field Definitions 
 
A truck transaction is a series of events in which a truck drops-off or picks-up a single container 
at the terminal. Drop-offs are referred to as receivals (the terminal is receiving the container) and 
pickups are referred to as deliveries (the terminal is delivering the container). The following 
table shows the different transaction types.1

 
 

Gate Transaction Fields 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                                 
1 Navis WebAccess 3.13: User’s Guide, pp 79-80 
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Container Transaction Fields 
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Equipment Detail Report – Field Descriptions 
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Equipment Detail Report – Field Descriptions (continued) 

 
 
Field Descriptions for Find Equipment Report Criteria 
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Field Descriptions for Find Equipment Report Criteria (continued) 
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Field Descriptions for Find Equipment Report Criteria (continued) 
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