Administration of German Ports Accounts
Information Sheet

GERMAN
PORTS

How do Sub-branches work?

Administration of Office codes

1. Open the drop-down menu Administration and click on

Office Codes. A new tab called Office Codes will open.
If no entries are displayed, click Update in the shortcut
menu.

To edit an office code, right-click on an entry and select
Edit, or select the entry and click Edit in the shortcut
menu. To create a new branch, click Create Office
Entries in the shortcut menu.

A new tab will open where you must fill in all fields
marked in red. Click OK to save your entry.

Creating a pick-up right for a specific branch

1. Navigate to Release and select New Pick-Up Right.

2. Anew tab called New Pick-Up Right will appear,
showing several data fields.

3. Fill'in all mandatory fields (marked in red): Container
Number, Bill of Lading Number and Terminal

4. In the field Shipowner, select your own (carrier) branch
code from the drop-down menu.

5. Optionally, you can enter additional details in the white
fields.

6. Lastly, click OK to save the new pick-up right.

Viewing the pick-up rights of a specific branch
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