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1 Introduction and Disclaimer

This process is a suggestion and may not match all/any suggestions found in WiseTech videos or provided by
the WiseTech help desk. This guide is meant to enhance and condense the WiseTech Global documentation - it
is not intended to be comprehensive. Refer to the individual documentation and videos on the WiseTech page
for complete information from WiseTech.

Additional information is available in Lading Workshops, or in private sessions with your
For More company — contact the Lading training department at info@ladingcorporation.com/ to

CHOELGLE  schedule your session.
A

2 Location and Use

Workflow is in almost all sections of CargoWise One including, but not limited to the following:

e Operate>Forwarding>Bookings (< ] Edit Shipment S00001224 - % TEST SYSTEM *** - Branch:
File Edit View Actions Electronic Messaging Brokerage In-Bond Job Invoicing  Documents  Forms
[ Operate > FO rwa rd i_ng > Sh‘[pments Basic Registration ‘Addiﬁunal Detail I Routing | Related Shipments IPad(ing I Pickup IDEIivery I ¥ workflow &Traddngl
Mode Details
. o . Transport F=0 | | Sea Freight House Bil |9682 [
o Operate>Forwarding> Consolidations e e v [ B [
Type STD v [Standard House Destination |USMIA | | eTa [3s-0c
e Operate>Order Manager> Orders —
e Operate>Customs >Customs Declarations & Edit Order POOOOTS - *** TE
File Edit__Actions _landed Costing  Documents  Help
hd Operate >Wareh0use > Recelpts Order | w" Workflow &Trackjngl anded Costing | Addresses | Doc Data | eDocs | .j
Buyer Order Details
e Operate >Warehouse >Customs :
p l:l 83 Contacts 0 Addr. Order Mo
e Manage>Sales and Marketing> Opportunity Address | Contact Confirm No. |5454543
Management 4120 FREIDRICH LN [v] Invoice No. |22222212
) ) INITECH SOFTWARE Order Status [INC
4120 FREIDRICH LN, ASDF 12345 AUSTIN TX
e Manage > Receivables > Receivables #120 FREIDRI Req.Exviors | |
Transactions e = ;
oods Description |Fidget Spinners

e Manage >Payables > Payables Transactions

c | View AP Invoice - *** TEST SYSTEM *
File Edit Actions Help

Invoice Details | Related Invoices | Workflow & Tracking | Da
AP Invoice Summary

The rules and definitions described below apply to all aspects of Workflow and Tracking:
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3 Workflow Definitions

3.1Tasks

Tasks are functions or processes within a job assigned to a single or group of users for timely
completion and can provide each user or group with a daily “To Do” list.

In most cases, tasks need to be manually marked as completed within the system after the
associated task has been completed. In some cases, you can set a milestone to complete a
task — see your Lading expert for more details.

3.2 Milestones

Milestones are key dates in the life cycle of a job. Milestone dates may be published (as in
(- the case of those dates we wish to display on WebTracker) or used internally.

o ) r"— Published milestones dates are visible to your client base using the WebTracker product
and are used to display key shipment milestones, for example Pick Up Date.

. h’_ Unpublished milestone dates are key dates in the lifecycle of a shipment used internally to
MILESTONE measure performance and generate KPIs (Key Performance Indicators).
the “red bell” on the Workflow Tab.

To resolve the exception, complete the missing data

field in the appropriate place and the exception will Fi EI DO UITTENTS: FOIT T3
disappear.

3.3 Exceptions

Exceptions are caused when milestones are not
completed within the timeframe determined in the
workflow. Any milestone exceptions are notified via

; | ‘f’* Workflow & Tracking |

3.4 Triggers

Triggers start something in motion, but unlike milestones, can happen more than
once — and are used in conjunction with milestones and exceptions to automate
features and functions on completion (or lack thereof) of a milestone. An example
of this would be automatically sending an arrival notice to the consignee when
the Actual Arrival date is entered within the system or sending a notification to a

manager if actual date is not entered by the estimated date.




4 Workflow Templates

4.1 What is a Workflow template?

Workflow is where your defined processes are laid out within CargoWise, for use by end users - this can be
done in 3 ways:

e Workflow Templates — These define processes through assigning tasks, milestones and triggers to
assure process are clearly defined and followed

e Screen Layout — This allows companies to place important information in locations that make sense to
them

e Custom Fields — Allows companies to add company specific information to screens

4.2 Accessing Workflow Templates Jump__Operate Manage
To access Workflow Templates, go to Maintain>Workflow
Manager>Workflow Templates
\ Lading strongly recommends the following:
Y i .
rg&gmﬁ\d L e That the number of users with access to

\.f create/edit data in this section be limited to

' administrators ONLY information edited here can
radically affect your database

e Any changes made in workflow templates be done in your
TEST database first. Verify your results are as desired BEFORE
making changes to your live database.

e Performance
Tariffs & Rates Management

Account
4.3 Creating a New Workflow Template H
. Human
. Lading recommends you do NOT create a new Resources Manager
@x template - rather, find system the template most AT
re S similar to the case you would like to edit it and S

copy it. System templates (created by CargoWise) N ——"
are checked as such. Workflow Templates
Right click in the gutter to the right the template you would like to
copy, then select “copy” User Admin System




(c ] CargoWise One - *** TEST SYSTEM *** - Branch: Lading Corporation - Company: Lading Corporation - Department: Branch
n Workflow Templates G View D New @7 Edit @ Copy m Delete OjActions ~ 45 Hide/Show Filters Rece
<select something to fitter by > |z| (—‘;. v
o Help TH Manage Save (O Reset @ Group q Find |+ @ Clear @ %iig?ds
Type Waorkflow Type Name Description System [Rctive Global Criterial Criteria 2 Client
SHP Shipment SHP, AIR, DOM,... Air Freight Domestic
SHP Shipment SHP, SEA, DOM,... Sea Freight Domestic
SHP Shipment SHP, COU, IMP,... Courier Import
SHP Shipment SHP, ROA, TMP,... Road Freight Import
SHP Shipment SHP, COU, EXP,... Courier Export
i SHP, COU, DOM,... Courier Domestic
Importacion Mani... D D Sea Freight Import CLITESLCO
SHP, RAL IMP, g... Rail Freight Import
SHP, SEA, IMP,... O Sea Freight Import
SHP, ROA, DOM, ... Road Freight Domestic
SHP, RAL DOM,... Rail Freight Domestic
SHP, RDA, EXP, .. Road Freight Export
SHP, alobal, syst.. O All All
SHP, RAIL BXF, 0 Rail Freight Export
QBK, 30T, global... All One Off Quote
QBK, ECL, BWQ,... Full Container Load Booking with Quote

1015 12 |2

Details

Records will follow the most detailed template — that is the one with the most matching
criteria - for example, in the image below — There are two templates for import Sea Freight
— the circled one will work for the client CLITESLCO ONLY

Type Workflow Type Name Description System Active Global = Criteria 1 Criteria 2 Client

SHP Shipment SHP, COU, EXP,... Courier Export

cun L " cun s oo I I I . o 5

SHP Shipment Importacion Mar... O [] seaFreight Import CLITESLCO
g 2l 2l —al .y L

o Pt TP = = fe=—fmi-Freigit frmpreTt

SHP Shipment SHP, SEA, IMP,... O Sea Freight Import

Name

Name of template must be unique. Type choose type of template

Process Type

Select Process Type (Shipment, Quotation, AR Invoice, etc.)

Client

Entering information here will define the Template for this client ONLY

Transport Mode

Entering information here will define the Template for this mode ONLY

Direction

Entering information here will define the Template for this direction (Import, Export, Domestic) ONLY

Branch

Entering information here will define the Template for this branch ONLY




Department

Entering information here will define the Template for this department ONLY

Active
UNCHECK this box to de-activate a Template

Global, Partial and Universal Template Check Boxes
Global - Available to all companies

Partial — used when you want to apply the workflow template through a milestone or trigger action. Universal -
runs across all modes and types

Universal - allows you to set up triggers that will apply to all jobs with a particular process type.
Origin
Entering a country or UNLOCO code here will define the Template for this origin ONLY

Destination

Entering a country or UNLOCO code here will define the Template for this destination ONLY

@ Edit Workflow Template - #* TEST SYSTEM *** - Branch: Lading Corporation - Company: Lading Corporation - Dep...= B | *
File Edit Actions Help

Details IeDocs | Motes | 4}' Logs |

~“Template Selection Criteria
Mame |Importacinn Maritima Description | |
Process Type |SHF E"Shipment | Branch | ";"{None Selected} |
Client |CLITESLCO [ || cLIENT TEST 01 | Department | [ = || rione selected) |
Transport Mode (1) SEA IE”SEE Freight | [] Global Template (applies to all companies) Active
Direction (2) [IMP E|Import | [] Partial Template [] universal Template
Crigin | ||;||{Nnne Selected} |
Destination | ":"{None Selected} |

Tasks, Milestones and Triggers Common fields:

There are some common fields to all 3 screens which are described below:

Falback Method EFB |Fa||s back if empty |
w Description Seq. Reminde Staff Group  EventCode Exception Exp. Country  Imp. Country Trigger Condition  Trg. Cond.Value Templ. Cond. 1 Templ. Cond. 2

> Delivery Cartage Advised 1 O DCA EXC pPUC
Fickup Cartage Complete/Finalised 2 [ PCF EXC =)
Origin Receival from Wharf / Depot 3 1 GIN EXC RFP FAC=CTO EXp
All ExportDocuments Received 4 O AED EXC EXp
Received forShipment 5 O CAD EXC EXp LcL
Shipped On Board [ [ FLO EXC =) FCL
Export Customs Commenced 7 D ECM EXC BRK EXP
Export Customs Cleared 8 O ECC EXC BRK EXP
Maved from Origin to First Load Port 9 O DEP EXC ORL EXp
All Import Documents Received 10 [ AID EXC IMP
Customs Commenced 1 | ccc EXC BRK IMP
Customs Cleared 12 O CLR EXC BRK P
Destination Arrival 13 O ARV EXC
Fickup Cartage Advised 14 [ PCA EXC DLC
Delivery Cartage Complete/Finlised 15 [ DCF EXC MP




Fallback Method

There are three choices: these will determine if a template will
“fallback” to a more basic template

Fallback Method Z2d | w |Falls back if empty

¥ Descriptiol2FE Always falls bad g
" ) Falls backif empty
Delivery C{Fs | Neverfallsback

Diiclee Coebe o s P e e e T T o T I

Description

A description of the item itself

Sequence

The sequence of which these items will be shown and expected to be completed
T

It is sometimes useful to use increments of 10 (10,20,30,40 etc.) when sequencing items — that
way if something needs to be added between 2 items (example between 20 and 30) it can
simply be numbered “25" without having to edit the sequence of all items beneath it.

D
Reminder

If checked will provide a reminder to the Staff/Group assigned

Staff/Group
May be used to assign to to a specific Staff or Group member(s)
Event Code Event Code Exception BExp.Country | Imp. Country
May be used to tie a line item to a specific event DCA| [v]o
DCE | Dedaration has emors A

Exception DCM | Dedaration Permit Approved

] ) ) DCP Dedaration Queued
Exceptions may be created for a line item should an DCR | Dedlaration Rejected
exception ocCcur. DCS | Dedaration Sentto Customs

DWC | Dedaration Work Complete

Exception BExp.Country @ Imp. Country gar:_ g:ﬁ;ﬂd ferediEly S

EXC| (v] DLV . Deliversd
EXT : Ewception-Container Detention DCA  Delivery Cartage Advised hd
EXS | Excepticn-Container Stomge =N L

EXH | Exception-Customs held goods

EXD | Exception-DamaogefLost goods

EXv | Exception-Data Conversion Esue

EXM | Ewception-Flight/\Vovage Missed

EXZ | Exception-Miscellansous
Bxception-Scheduled Action Missed

EXF | BException-Workflowtime expired

Exp./Imp. Country

Will restrict a line item to a specific Export or Import Country




Trigger Condition and Value

If a trigger condition is entered to make the milestone or trigger more specific. Values are created via
parameters. For more information on parameters, — see your Lading expert for more details.

& New Parameters Form - #** TES..| = | & -
Trigger Condition  Trg. Cond.Value Templ| | Pescreten
Choose an applicable parameter code from the list (or use your
PUC own at your discretion) and add value.
ExP * Parameter Value
» FaC CcTO
PP [wlc=cTo BP | |+
MCR | Condition with Maoos
REF | Event Referance
RFP  EventReference Parameters
RFR | EventReferance With Regular Expressions
RFW | EventReference With Wildcards

Template Conditions

These will restrict templates based on conditions selected. In the example below, the two line items are
different, depending on if it is an export shipment, then further defined by import or export shipments.

T T

Description Seq. Reminde Staff Group  Event Code Exception Exp. Country  Imp. Country Trigger Condition  Trg. Cond. Value Templ. Cond. 1 Templ. Cond. 2
Received forShipment 5 O CAD EXC EXP LCL
Shipped On Board 6 O FLO EXC EXp FCL

Screen Layout
This can be used to define how a screen will appear based on the type of template.
Visible

Items can be added/removed based on checking the "Visible” box.

Be sure all required fields (as set in the registry) are set as visible, without doing this, a
record cannot be saved.

Tab
Determines which tab the items will appear. (In this case, Ocean Import Shipment)

Placement
Determines which part of the screen the item will appear. (In this case, Ocean Import Shipment)

Row
Determines which row the item will appear on the screen. (In this case, Ocean Import Shipment)




* Field Name

2 House bill Number
Qrigin, Destination and Dates
WeightVolume
Packages and Goods Value
Goods Description
Marks & MNumbers
INCO [ Payment Term
Service Level

Aviation Security
Release Type
AirWaybill Dims
House bill Type

0On Board Details
HEL Delivery Maode
Bill Prints/Issue Date
Charges Apply
Exporter Statement
Shipper COD

Order Management
Custom Figlds
Consalidation Details

Customs Clearance/Permit Mo.

Visible

&R OO DO HR ORI OO LR D R s & K] ]

Group
Details
Details
Details
Detailz
Detailz
Details
Details
Details
Details
Details
Detailz
Detailz
Detailz
Details
Details
Details
Details
Detailz
Detailz

Workflows | Tasks | Completion Statements | Milestones | Triggersl] soreen Layout | Custom Fields |

Tab

Basic Reqgistration
Basic Registration
Basic Registration
Basic Registration
Basic Registration

Basic Registration

Basic Registration

Basic Registration

Basic Registration
Additional Detail

The below settings allow you to specify what fields you wish to display on the allowed tabs an the job. You can also choose their pla

Placement Row
Middle Top
Middle Top
Middle Top
Middle Top
Middle Top

Middle Top 1

Middle Top

[ SR o e B e I e TR T e Y e T = R S R

Middle Top

[
=

Right Botbom
Right Top
Left Tap

[ Y e R e Y e Y s R Y e Y e Y e

Custom Fields

Custom fields can be added

| Workflows | Tasks | Completion Statements | Milestones | Triggers | Screen Layout | Custom Fields

to this screen and will be
shown on the select type of
record. (In this case, Ocean
Import Shipment)

Custom fields

Fallback Method NFB [ v |Never falls back |

w Name

4 Test Field

Type Add On Rule
DAT CUSTOM FIELDE...

Display Sequ
1




5 Viewing Open Items

5.1 Accessing Open Iltems Jump Operate Maintain
You may access open items by going to Manage>Workflow
Process > Task List
Sales & .
. . E Tanffs & Rates
5.2 Viewing Open Items Marketing
To view items, use the search criteria to find the type of T
items you're looking for (in the example below, overdue .
items) Metwork Diagrams
Strategy And Tactics Trees
Work Queues
Workflow Modeler Workshops
Workshop Jobs
Workflow & Process
Exceptions
Job Workflows
Projects
Heonds
Task List
Work: [tems
n Task List @ View [ | New [ Edit G Delete & Actions |~ @ Add Tag |~ W Remove Tag | 4> Hide/Show Filters
Overdue E [w] Overdue Only C—:; v
. Found
oHeIp TH Manage Save (O Reset (-_-I_-)Group O\Find v@CIear @ 1330,220,,15
Parent Co Parent Description  ID Description Sequenc Type Status Assigned To  Organization  Scheduled Start
00001036 BookingwithQuat... TO0004385  TEST 1 UDF ASN MH
00001037 BookingwithQuot... TO0004388  TEST 1 UDF ASN MH
» 00001052  BookingwithQuot.. T00005227  TEST 1 UDF ASN MH
00001053 BookingwithQuat... T00005231  TEST 1 UDF ASN MH
00001054 Booking with Quot... TO0005254 Converted to Booking 1 UDF ASN MH
00001055 Booking with Quot... TO0005261 Enter Sales Information 1 UDF ASN MH
00001060 One Off Quote - Q... TON0D05286 Enter Pricing Information 1 UDF ASN MH
00001072 BookingwithQuat... TO0005368  TEST 1 UDF ASN MH
00001073 Booking with Quot... TO0005379 Enter Sell Rates (Sales) 3 UDF QPN
00001073 Booking with Quot... TO0005378 Enter Pricing Information (... 2 UDF CLS MH
00001073 Booking with Quot... TO0005382 Convert To Booking With. .. 6 UDF aPN
00001073 Booking with Quot... TO0005380 Send Quote to Customer 4 UDF QPN




5.3 Completing open tasks

Task may be completed by double clicking on them, then entering completed time and changing task status.
Click “Save” when done.

@ Edit Task TO0005227 - *** TEST SYSTEM *** - Branch: Lading Corporation - Company: Lading Corp.. = | B -
File Edit Actions Help

Details |Workﬂow Details | eDocs INotes | £ Logs |
Details
Task ID W‘ Task Sequence ,—1 Description |TEST
Task Type UDF |E||Undeﬁned -You can modify this in the Sy Task Assigned To |MH ";”Matﬁ'lew Hutchings
Task Completion Event | | Assigned Group El {Mone Selected}
Required Capability I;I {Mone Selected}
[] Create Calendar Appointment

| Show Task Parent Information |

Scheduling Task Information
Task Status |20 El#ssjgned | Motes |Exh’a Resources I Applied Tags I Replenishment [tems |
; OFN : OpenPending Allocation Microsoft Sans Serif w|[10 | B I U = i=|| p
3 U = i= opup
Estimated 4cN - Assigned | | | :
! WRE : Working .
LoRE D SUS : Suspended(Temporary Pawe}ehe |—|

[P CLS  Closed as Completed
CAN ¢ Canceled

High Est Dur 4

Actual Start Actual Duration | & |
Completed Time
Completed {(UTC)

|* | | 3| of | 138| | -P| ot Save @ Save 8 Close  [2€ Cancel




6 WebTracker and Reports

6.1 WebTracker

In WebTracker, clients can see Milestone Dates, when selected/ Dates will be seen with a Color Legends
(below). Estimated dates are populated in the date fields within EDI, then change once the actual date is
entered. Estimates dates will be shown in /talics.

The colors indicate information as follows:

l Pending ‘ | Overdue Completed Completed Late
Milestones
Parent Job Description Date Status
CPRANOODOZ100HACIENDA
ASYCUDA file
generation
SHSTO011287 |Shipped On Board
CPANDOOQD2100|Departure from 10-JAN-16 10:35|Completed
First Load Port
SHST011287  |Pickup Cartage 17-JAN-16 10:22|Completed
Complete/Finalised ——
SHST011287 |Origin Receival 13-JAN-16 10:22|Co
from Wharf /
Depot
SHST011287 All Export 20-JAN-16 10:22|Completed
Documents
Received
CPANO00O2100(Arrival at Final 20-JAN-16 10:26|Completed
Discharge Port
Transport
Leg Mode Type Parent Bill Vessel Voyage/Flight Load D%rge Departure Arrival Status Carrier
Dallas- N 10-1AN-16
A I " i Fort In
1 ROA |Other |CPANODO0Z100|(BK#£22222212 CPANOOOO21 Worth Houston Trafsit
Int Apt
2 [SEA M:':'Zel CPANDOD02100|BK#£22222212|EL REY [1111 Houston|San Juan | 12 9AN-16 [20:9AN-E), il crolnmia




6.2 Workflow Exception Report

Maintain

Jump Operate

The Workflow Exception Report can be seen by going to
Manage>Workflow & Process>Reports

. . . Sales &
The only required fields are Exception dates: Marketing
@ Workflow Exceptions Report - *** TEST SYSTEM #** - Branch: Lading Corporation - C Lading Corporation - De.. [= [B] X | i
@ Primary Fitters | Management | P|Enﬂlr‘lg
Primary Filters
Configuration [DefaultC Seec b to modify <] Assoned StaffMe... ||| | Metwork Dmgrams
ception Date ... From =3 o =3 ned Grouy jone Sele: -
R R e sesrsi o | Eeomsseems | Strategy And Tactics Trees
oo Tupe | [+ | ongnport [ e [Pereseededy |
Event cote | =1 \ vestnatonpore | [l treseeaisy | Work Queues
S| o ‘ Eoaza I:E Workilow Modeler Workshops
R = e
Actoned [ It Achored Excantors | —— ——— | Workshop Jobs
Transport Mode | [T | Consignor | == [none selectedy ]

Workflow & Process

Exceptions
Job Workflows

CHEC TS

Sort the report in this order
®) Exception Date, Job Number O Event Code, Job Number, Exception Date
() Event Code, Exception Date, Job Number

Task List

) 10b Mumber, Exception Date

Group Bys n the repart Work [tems
® None () Assigned Staff | Assigned Group
() Exception Raised [] Page Break on New group
prntLangusge £5 [ [ Grwica) | Oventaton p= [~ [Gield |
Create Shortaut  Query Timeout Override [ 0 Preview | [ Deiver | [ Cose |
| Preview | |

zoom| 115 [SF] [s=][=]  1ef1ec 1of) Dever | [OpeninExcel | | Close

Page1af1

Lading Corporation (JEC)
Workflow Exceptions Report
Exception DatesFrom: 02-Ap~17 To: 02-Ap=18
Origin Port: USJAX
Printed by Kenneth J. Kozlawsk 02-Ap18 0352 PM

Exception Deseription filesto®  pctioned Estimated ExceplionRaised  ETA Assigned Staff n-@m—lmn

Departure from First Load Pat DEP 23-Sep-17  Sep232017 B.00PM  25-Sep-17 Unassgned Woyage / Flight: C00001081
Arrival at Final Discharge Pod ARV 25-Sep17  Sep252017 800PM  25-Sep-17 Unassigned Voyage / Flight: 02001081
Departure from First Load Pod DEP 18-Dec-17  Dec182017 7:18PM  19-Dec1T Unassgned Voyage / Flignt 1111
500001238 Maved fram Qrigin to Fird Load DEP 18-Dec-17  Dec182017 7:10PM  19-Dec17 Unassgned HouseBill: 400001238
Port
00001180 Arrival at Final Dissharge Pot ARV 19-Dec17  Dec 192017 T:18PM  19-Deci7 Unassigned Voyage / Flight 1111
C00001188 Arrival 8t Final Discharge Pot ARV 31-Jan-18  Jan 312018 7:08PM 31-Jan-18 Unassigned MasterBill: 91322332321
Voyage / Flight: LF1123
C00001188 Departure from First Load Pot DEP 31-Jan-18  Jan 312018 T:08PM  31-Jan-18 Unassigned MasterBill: 91322332321
Voyage /Flight: LF1123




