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Create a Booking 
 

1. Create a Booking 
To create a booking, first navigate to the Bookings page and click  button. 

1.1 Select a Timeslot & Assign a Truck 
1. Select the date and then select the desired timeslot 

 

2. Type the licence plate into the truck field. Saved trucks will be displayed in the list. Select the 

desired truck when it appears 

3. If the truck doesn’t exist already then an Add New Truck pop-up will be displayed. Enter a 

Truck Name and License Plate and click the Add Truck button. Click OK on the confirmation 

message 

 

4. Once the truck has been selected, click  to move to the next section 
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1.2 Add Units 
1. From the drop down menu, select Yes or No to indicate if the unit number is known 

a. Selecting Yes will then ask for the unit number to be entered. See 1.2.1 Unit Number 

Known for more detail. 

b. Selecting No will ask for an EDO number to be entered (for collecting an empty unit 

from the port). See 1.2.2 Unit Number Not Known for more detail 

2. If the unit number has more than one entry the VBS will prompt the user to select from a list 

of moves 

3. If the EDO number has more than one entry for different Shipping Lines, the VBS will prompt 

the user to select from a list of moves 

4. After entering a valid EDO or unit number, the Assigned Move Type will auto-populate 

5. When adding a unit for collection, the VBS will ask the user to enter a PIN when the unit 

number is known. If an EDO number has been entered then select the desired Quantity from 

the drop down menu 

6. Click the  button 

7. If additional units are required, click the  button. Answer the Unit Number Known 

question popup and repeat steps 2-6 

 

8. Once all the units have been added, check the details on the right hand side are correct 

a. The top section contains the timeslot details 

 

b. The bottom section contains the unit details 



PD Ports VBS  Create a Booking  Last Updated: May 2026 
 

Page | 5 
 

 

9. Click the  button 

1.2.1 Unit Number Known 
If the unit number is known, the VBS will ask for the unit number to be entered. 

 

1. Enter the unit number 

a. If a message is displayed saying the unit could not be found, this means that it has 

not been Pre-Advised and the relevant Shipping Line needs to be informed 

2. If the unit has more than one record, the VBS will prompt the user to select the desired 

move type those available 

 

3. After entering a valid unit number, click  

4. The Assigned Move Type will auto-populate 

5. When collecting an import, the user will be required to enter the PIN 
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6. Click  

1.2.2 Unit Number Not Known 
Answering No in the Unit Number Known question will prompt the VBS to ask for an EDO number to 

be entered (for collecting an empty unit from the port). 

 

1. Enter a valid EDO number. If the EDO number has more than one entry for different Shipping 

Lines, the VBS will prompt the user to select from a list available EDOs. Select the one for the 

desired Shipping Line. 

 

2. Click the  button. If you wish to remove the EDO and start again, click  

 

3. The Assigned Move Type will auto-populate (Pickup). 

4. Select the desired quantity. 
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5. If additional units are required, click the  button. Answer the Unit Number Known 

question popup and repeat steps 2-6. 

1.3 Booking Summary 
The final section to be displayed is the Booking Summary. 

This page displays the Truck Appointment Number as well as the timeslot details in the top section. 

The booking can also be cancelled from here as well as changing the timeslot or truck. 

 

The bottom section contains the unit details. These can also be changed from here. 

 

1.4 Correct an Issue 
If there was an issue with any of the added units, these will be displayed in a red banner at the top 

of the Booking Summary. 
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In the example above the PIN is incorrect. To correct this, scroll down to the unit details section and 

in the Pincode Supplied field, type in the correct PIN. 

 

Click . If no errors are now displayed, click . 

Once the booking has been successfully created in full, the Truck Appointment will be displayed and 

the unit details will show the status as Booking Placed. 

To correct the PIN, 

click here and type 

in the new PIN 
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2. Cancel or Edit a Booking 
From the bookings page, click the pencil icon on the right hand side of the relevant booking in the 

bookings list. 

 

This will open the Booking Summary page. 

From the top section of the page the user can cancel the appointment, change the timeslot or assign 

a different truck. 
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From the bottom section of the page, the user can amend the units on the booking. 

 

2.1 Cancel Booking 

To cancel a booking, click the  button. 

To confirm, click the  button in the popup window. 

 

Select a reason for the cancellation and click . 
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A confirmation message will be displayed at the top of the Bookings page. 

 

2.2 Edit Booking 
When editing a booking, click the relevant button and enter the new details. The changes will save 

automatically upon confirmation of the new details. 


