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“How To”?

Plug into your Agents and Vice Versa...

In the May Newsletter we explained in detail how to add your own agents and other 
Magaya Users from the "Magaya Community" in to your system to communicate with them. 
In this month's newsletter we teach you how to send those agents transactions 
electronically through The Magaya Network. In this “How To” section we will be sending 
shipments from an agent at origin to an agent at destination. It is important to note 
however, that with Magaya you may send any of your transactions electronically via The 
Magaya Network... 

Section 1:  SENDING SHIPMENTS FROM ORIGIN TO DESTINATION
1.  To send a shipment, you should �rst select the Master of that shipment. Do so, 
 by looking for your shipment at the left hand side under your “Outgoing   
 Shipments” entry.

2.  Once you select the Master Shipment, you will click the "Send" button on the Main  
 Toolbar or shipment toolbar. Fig. 1

Fig. 1

Fig. 2

3. When you click on the send button, a window will appear with "Send To..." at the  
 top. This window will list for you any and all companies whom you have initiated  
 contact with through The Magaya Network. Choose your agent at destination that  
 you want to send your consolidation to, and click on the "Send" button in this  
 window. Fig. 2
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“How To”?

Plug into your Agents and Vice Versa... (cont.)

4. If your shipment's status is not in transit yet, it will prompt you to set it in transit at  
 this time. Go ahead and proceed with setting it in transit.

What happens at destination immediately after?
Essentially this is an "Import" shipment to your agent. To see any and all import shipments on 
Magaya, you must go to the "Incoming Shipments" entry on the Magaya folder structure.  In 
this entry your agent will immediately see the consolidation you sent him. Fig. 3 The status of 
this shipment will be In Transit, and it is speci�ed now on his computer as "Incoming" to re�ect 
its "Import" direction. Your agent is now free to edit this shipment as he sees �t, and to print 
out the documentation that he may need.

Fig. 3

Section 2:  RECEIVING SHIPMENTS AT DESTINATION 

The next phase of this interchange will take place on your agent’s computer, in his database. 
It must be noted that they now have a copy of your shipment on their database, but they 
cannot edit your shipment on your database. 
When the cargo arrived to your agent’s warehouse he will carry on his regular receiving 
process for import shipments. As he carries that process out on his system at destination, the 
shipment you sent him via the Magaya Network will have its status updated on your system in 
real time. 

 Here is how it works:
1. Your agent will �rst go to the shipment under the "Incoming Shipments" Entry, and  
 select the Master of that consolidation.
2. Click once on the down arrow next to "Actions". Then click on where it says   
 "Reception" to proceed with the receiving process.
3. A window will appear with several options. In the list that the agent sees, they will  
 most likely have just one item; a container. If you want to receive each house into 
 a separate warehouse receipt you must place a check mark at the top right where 
 it says "Create a W/R per House Shipment". Once you check mark that, you will see 
 all of the items packed inside that container being stripped down into individual  
 commodities.
4. Click the "Receive" Button at the right now, and all of your commodities will be used  
 on separate Warehouse receipts. Fig. 4
5.  The status will now change to "Received", which re�ects the status of this   
 consolidation after it was stripped down at your agent's warehouse, for the later  
 distribution to its �nal destination.



“How To”?

Plug into your Agents and Vice Versa... (cont.)

Section 3:  RELEASING CARGO TO ITS FINAL CONSIGNEE
Your agent at origin will now see the status of this shipment change to "Received". This automati-
cally re�ects, without any additional work on his part, the agent’s reception at destination. At 
destination the "release" process can be carried out in much the same way as the “reception” 
process. The di�erence is that now you will carry out your release process per house shipment 
when you are ready to release them, as opposed to carrying it out from your master.

1. Your agent must now select the house he wants to release and at the right hand 
 side he will click the arrow next to “Actions” and choose “Release”.
2. The agent will see a very similar screen to the reception window appear. He will   
 select the entity to release it to, and then click on "Release".
3. This will set the status of the house shipment to loaded and create a "Cargo Release"  
 for you. You can now click on the commodity, and click the button that says “Go to  
 CR” to view your new cargo release Fig. 5

Fig. 4

Fig. 5
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4. Notice that the status of this cargo release is at the moment as "Loaded". This is to show  
 that wherever that piece of cargo is destined to, it’s not in transit yet but loaded at your  
 warehouse door.
5. If at this moment you are ready to set it in transit, you may do so from the cargo release.  
 Go to the cargo release, and click on the arrow next to actions.
6. Then choose the appropriate status that the cargo release should be in (In-Transit when  
 the cargo is in his way and Delivered when the cargo was delivered to the �nal   
 consignee.)
Once all of your houses have been delivered to their �nal consignee through the Cargo Release 
process you can consider the entire logistical process complete, from A to Z. At origin the agent 
will then see upon completion the status of his shipments change to “Delivered” to re�ect that 
the cargo has been delivered to its �nal consignee. The status of your export shipment as an 
agent at origin is automatically updated from your agents system at destination. This will re�ect 
on your customer’s tracking at origin, and it will do so with no extra work on your part.
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