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1. Navis Smart Access  
 

There are two ways to start a pre-advice, a mobile app, and a website.  

In this manual we will go through how to pre-advice via the website Smart Access.  

➢ “Terminal Visits”, a mobile app.  

Available to download on Apple store and Google play for free 

 

➢ ”Smart Access”, a website. 

 https://smartaccess.navis-prod.com/ 
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Login to Smart Access: 

Use the link below and enter the username and password assigned to you via the activation link 

you previously received.  

https://smartaccess.navis-prod.com/ 

 

 

    

 

 

 

 

 

 

 

 

 

    

Press Next and then Log In. 

 

 

 

 

 

 

 

Enter your registration number in the Truck License field. 

Before continuing, verify that all other information is 

correct. Press Continue. 

 

 

 

https://smartaccess.navis-prod.com/


 
 Pre-advice,  

Smart Access web version 
Sida 

5 av 53 

Utfärdat av Dokumentnamn Datum Version 

Helsingborgs Hamn Pre-advice. Smart Access web version 2023-05-09 1.0 
Uppdaterad av Kommentar Uppdaterad datum  

Veronica Persson Translated by AB 2023-09-05  

 
You have now successfully logged in to Smart Access and can begin to pre-advice  

 

 

 

 

 

 

 

 

For questions about your login credentials, contact your haulage company. 

 

 

 

 

 

Note! 

It is important that you use the same truck that you are logged in as in the pre-advice. Should you 

change truck, you must log out of the pre-advice and then log in again with the desired registration 

number. If you choose another registration number, it looks like it works, but it doesn't. The pre-

advice will hang in the air and will not be visible in the system.   
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2. Smart Access menu 
 

 Pre-advice a truck visit. 

 

 

    Pre-advice a drop off export.  

 

 

    Pre-advice a pick up import. 

 

 

    Pre-advice a drop off empty. 

 

 

    Pre-advice a pick up empty. 

 

Pre-advice an import unit that enters and 

exits the port the same day to get 

delivered to the customer by truck. 

 

 

Pre-advice an export unit that entered the 

port but due to change in the 

cargo/cancellation will get picked up 

again. 

 

Pre-advice a visit to CONTEAM or units 

that are picked up at other locations that 

will remain on chassis.  
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The front page at login:  

 

 

At the top of the front page, some information can be seen in the various fields such as carrier and 

registration number. 

On the front page, in the bottom left corner, a list of all scheduled vessel calls to Port of 

Helsingborg is displayed.  

The status of the vessel can also be viewed. 
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3. Truck visit Appointment 
 

Create a Truck Visit Appointment by selecting the truck symbol in the top left corner.  

 

 

Press the green symbol down in the right corner.  

 

     

    

  

 

 

 

 

 

 

 

A menu will open with various alternatives. 

Choose Truck Visit Appointment. 
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Press the tab Trucking Company, choose HHTC and press Next. 

      

  

 

 

   

 

     

  

 

 

 

 

 

 

 

Choose a desired date and time for your pre-advice. 

Press Next. 
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The truck license number will automatically be filled in. Be sure to check so the information 

provided is correct before clicking on Create. 

 

 

 

 

 

 

 

 

You have sucessfully created a Truck Visit Appointment. 

 

 

Your pre-advised truck will be visible in the main menu (home) together with your appointment 

number.  

 

 

 

 

 

 

 

 

Note! You can only create one truck visit appointment when entering the port. If you have several 

visits planned, you need to link them together for the system to work correctly. 
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4. Drop off Export. 
 

Press the green symbol down in the right corner to open the Smart Access alternatives.  

Press Drop off Export.  

 

 

 

 

 

 

 

 

 

 

 

 

Before continuing, verify that the Truck License Number is correct.  

Press Next. 
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Choose a desired date and time for your pre-advice. 

Press Next. 

 

 

 

 

 

 

 

 

 

 

 

Enter the Container Id. The booking number will automatically be filled in when pressing Next.  

 

Before continuing, verify that the information is correct and enter the seal number if the field is 

empty. 
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Press on Create & Combine. 

 You have successfully created a pre-advised drop off export.  

In this step you are also able to link together any other previously pre-advised truck visit 

appointments.  

 

 

 

 

 

 

 

 

 

 

 

 

Choose your truck visit number that matches your previously pre-advised truck visit appointment 

in the drop-down list. Select and press Yes, combine to link them together. 

(You can create a new appointment number simply by leaving the field empty and pressing Create 

& Combine.)  
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Your truck visit appointments are now linked together.  

Press OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your pre-adviced truck visit appointment will now be visible at the front page.  

To view more detailed information press on the arrow to the left side.  

The information at the right side informs you about the amount of units that are linked to your 

pre-adviced truck visit appointment. Press on the blue icon to view more detailed information 
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Press on the blue icon to view more detailed information. 

 

 

Note! You need to manually handle any pre-adviced ADR unit for drop off export.  

See Chapter 5 Drop off Export (ADR)  
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5. Drop off Export (ADR) 
 

Note!  

When you have come so far that it is time to hand in the ADR container, it is very important that the 

ADR papers are available. Either in the form of paper documents that you hand in during the day to 

those sitting in the gate, etc. that you mail them in earlier to the address given. 

After working hours, the ADR papers must be emailed in as we do not handle anything manually 

after closing. 

If you mail them in earlier, they will register the UN number and IMO class directly on the container 

and you do not have to stop at the gate but can pass through the gate directly when you arrive. 

Address: IMO@port.helsingborg.se 

 

 

Press the green symbol down in the right corner to open the Smart Access alternatives. 

Press Drop off Export. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:IMO@port.helsingborg.se
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Before continuing, verify that the Truck License Number is correct. 

Press Next. 

 

 

 

 

 

 

 

 

 

 

 

 

Choose a desired date and time for your pre-advice . 

Press Next. 
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Enter the Container Id. The booking number will automatically be filled in when pressing Next.  

 

Before continuing, verify that the information is correct. Enter the seal number if the field is empty. 

Press Create. 
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Press Create & Combine. 

 You have successfully created a pre-advice drop off export.  

In this step you are also able to link together any other previously pre-advice truck visit 

appointments. 

   

 

 

 

 

 

 

 

 

 

 

 Choose your truck visit number that matches your previously pre-advice truck visit appointment in 

the drop-down list. Select and press Yes, combine to link them together. 

(You can create a new appointment number simply by leaving the field empty and pressing Create 

& Combine.) 
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 Your truck visit appointments are now linked together.  

Press OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your pre-adviced truck visit appointment will now be visible at the front page.  

To view more detailed information press on the arrow to the left side. 

The information at the right side informs you about the amount of units that are linked to your 

pre-adviced truck visit appointment. Press on the blue icon to view more detailed information. 
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In this view, you get access to more detailed information about your booking.  

As of now your pre-advice unit is not ready to enter the port due to it not being ADR registered. To 

correct this, contact the personnel in the gate.  

 

When your pre-advice unit is correctly registered with ADR this symbol will appear in the right 

down corner.    

 

This is the indication that the information has reached the gate personnel. You now have 

permission to enter the port via the gate.  
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6. Drop off Export (OOG) 
 

Press the green symbol down in the right corner to open the Smart Access alternatives.  

Press Drop off Export t.  

 

 

 

 

 

 

 

 

 

 

 

 

Before continuing, verify that the Truck License Number is correct.  

Press Next. 
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Choose a desired date and time for your pre-advice. 

Press Next. 

 

 

 

 

 

 

 

 

 

 

 

Enter the Container Id. The booking number will automatically be filled in when pressing Next.  

 

Before continuing, verify that the information is correct and enter the seal number if you have one. 
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Press Create & Combine. 

 You have successfully created a pre-advice drop off export.  

In this step you are also able to link together any other previously pre-advice truck visit 

appointments. 
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Choose your truck visit number that matches your previously pre-advice truck visit appointment in 

the drop-down list. Select and press Yes, combine to link them together. 

( You can create a new appointment number simply by leaving the field empty and pressing Create 

& Combine).   

 

 

 

 

 

 

 

 

 

 

 

Your truck visit appointments are now linked together.  

Press OK. 
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Your pre-adviced truck visit appointment will now be visible at the front page.  

To view more detailed information press on the arrow to the left side.  

The information at the right side informs you about the amount of units that are linked to your 

pre-adviced truck visit appointment. Press on the blue icon to view more detailed information. 
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Note! 

When you are going to deliver over dimension goods and can´t pass through the gate, you pre-

announce just as usual in the pre-notification and then you drive away to the gate at the Skåne 

terminal and contact Gaten on telephone number 042-106326.  

 

You enter your registration number and the container number that you announced so that Gaten 

can register the device through the gate and state where to leave and pick up the next unit that is 

pre-announced, this screen does not see the driver if they drive in that way.  

 

When you come to the inspection, you as a driver must know what dimensions your unit has and 

be able to state this to the person who works there, (if not, you must check this with your client). 

The staff in the inspection registers this in the system and checks that the correct information you 

enter matches. Once this is done, you are ready to drive in. 
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7. Dray off  
 

An export unit that entered the port but due to change in the cargo/cancellation will get picked up 

again. 

Press the green symbol down in the right corner to open the Smart Access alternatives.  

Press Dray Off.  

 

 

 

 

 

 

 

 

 

 

Before continuing, verify that the Truck License Number is correct.  

Press Next. 
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Choose a desired date and time for your pre-advice. 

Press Next. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter the Container Id and specify a desired Door Direction.  
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Your pre-adviced truck visit appointment will now be visible at the front page. 

To view more detailed information press on the arrow to the left side.  

The information at the right side informs you about the amount of units that are linked to your 

pre-adviced truck visit appointment. Press on the blue icon to view more detailed information. 

   

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

Ska man göra en omlastning och sen komma med containern i retur till hamnen lämnas den in 

som en helt vanlig Export. 

 

Should you do a transshipment and then bring the unit back to the port, it should be pre-

advice as a Export In. 
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8. Pick up Import 
 

 Press the green symbol down in the right corner to open the Smart Access alternatives. 

Press Pick Up Import.  

 

 

 

 

 

 

 

 

 

 

 

Before continuing, verify that the Truck License Number is correct  

Press Next. 
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Choose a desired date and time for your pre-advice. 

Press Next. 

 

 

 

 

 

 

 

 

 

 

 

Enter the Container Id for the unit that you want to pick up. 

 

 

 

  

 

 

 

 

 

 

 

 

State if the unit you are picking up is part of a Import Delivery Order. This option is used when units 

are stacked in the same yard block and can be delivered on the same reference.  

For more information see separate sheet . 

 



 
 Pre-advice,  

Smart Access web version 

Sida 
33 av 

53 

Utfärdat av Dokumentnamn Datum Version 

Helsingborgs Hamn Pre-advice. Smart Access web version 2023-05-09 1.0 
Uppdaterad av Kommentar Uppdaterad datum  

Veronica Persson Translated by AB 2023-09-05  

 
The other two fields let you further specify how you want the unit loaded on the chassi 

• Pos on truck: 

Specify how you want the unit to be loaded on the chassi.  

1 = Forward, 20” 

2 = Middle , 40” (State 2 if you want to place a 20DV in the middle of the chassi.)  

3 = Rear, 20” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Door Direction 

Specify a desired Door Direction 

 
AFT = Doors facing the rear 

 
Forward = Doors facing the front 
 

Any/ Unknown = Doors automatically facing the rear 
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In the next step you can link together any other previously pre-advice truck visit appointments. 

 

 

 

 

  

 

 

 

 

 

 

 

 

Choose your truck visit number that matches your previously pre-advice truck visit appointment in 

the drop-down list.  

 

Press Create & Combine to link them together. 
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OBS!  

A error message will appear if the unit isn’t customs clear and still is positioned on the vessel 

waiting to be unloaded. 

Contact your transport manager to inform that the unit isn’t customs clear.  

 

 

If you press Cancel an error will be indicated on the unit in the main menu. This error will dissapear 

when the unit is cleared by the customs.  
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Your pre-adviced truck visit appointment will now be visible at the front page.  

 To view more detailed information press on the arrow to the left side. 

The information at the right side informs you about the amount of units that are linked to your          

pre-adviced truck visit appointment. 
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9. Dray In  
 

Pre-advice an import unit that enters and exits the port the same day to get delivered to the 

customer by truck. 

 

 Press the green symbol down in the right corner to open the Smart Access alternatives. 

Press Dray In.  

 

 

 

 

 

 

 

 

Before continuing, verify that the Truck License Number is correct. 

Press Next. 
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Choose a desired date and time for your pre-advice. 

Press Next. 

 

 

 

 

 

 

 

 

 

 

 

 Enter the Container Id for the unit that you want to pre-advice as a Dray In. 
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Your pre-adviced truck visit appointment will now be visible at the front page. 

 To view more detailed information press on the arrow to the left side. 

 The information at the right side informs you about the amount of units that are linked to your 

pre-adviced truck visit appointment. Press on the blue icon to view more detailed information. 
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10. Drop of empty. 
 

Press the green symbol down in the right corner to open the Smart Access alternatives.  

 

Press Drop of empty  

 

 

 

 

 

 

 

 

 

 

 

2. Before continuing, verify that the Truck License Number is correct. 

Press Next. 
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Choose a desired date and time for your pre-advice. 

Press Next. 

 

 

 

 

 

 

 

 

 

 

 

Enter the Container Id. The booking number and container equipment type will automatically be 

filled in. 

 

Before continuing, verify that the information is correct. If not, enter the information you received 

from your client. 

 

 

Press Create. 
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In this step you are also able to link together any other previously pre-advice truck visit 

appointments.  Choose your truck visit number that matches your previously pre-advice truck visit 

appointment in the drop-down list.  

 

 

Press Create & Combine  

  

 

 

 

 

 

 

 

 

 

 

Your truck visit appointments are now linked together.  

Press OK. 
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11. Pick up Empty. 
 

 Press the green symbol down in the right corner to open the Smart Access alternatives. 

Press Pick up empty.  

 

 

 

 

 

 

 

 

 

 

 

Before continuing, verify that the Truck License Number is correct. 

Press Next. 
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Choose a desired date and time for your pre-advice. 

Press Next. 

 

 

 

 

 

 

 

 

 

 

 

 

Enter Booking number and Container Id.  

See which reference to use in separate sheet. 

 

 

 

 

 

 

 

 

 

 

 

 

If you are picking up a number booked unit state this in the Container Id field.  
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The other two fields let you further specify how you want the unit loaded on the chassi 

• Pos on truck: 

Specify how you want the unit to be loaded on the chassis.  

1 = Forward, 20” 

2 = Middle , 40” (State 2 if you want to place a 20DV in the middle of the chassi)  

3 = Rear, 20”  

      
       

  

 

 

 

 

 

 

 

 

 

 

 

 

• Door Direction 

Specify a desired Door Direction 
 

AFT = Doors facing the rear 
 
Forward = Doors facing the front 

 
Any/ Unknown = Doors automatically facing the rear 

 

Press Create 
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In the next step you can link together any other previously pre-advice truck visit appointments. 

 

. 

 

  

 

 

 

 

 

 

 

 

 

 

Press Create & Combine to link them together. 

Press OK. 
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12. Conteam / Through (Transit) Containers  
 

 Press the green symbol down in the right corner to open the Smart Access alternatives. 

Press Through.  

 

 

 

 

 

 

 

 

 

 

 

Before continuing, verify that the Truck License Number is correct. 

Press Next. 
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Choose a desired date and time for your pre-advice. 

• Press Next. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter the Container Id on the unit that is being pre-advice as a Through (Conteam). 

Note! Enter the Container Id if the unit is loaded at GDL and will remain on the chassis during your 

visit in the port. Our system will use this as a reference.  
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 In this step you are also able to link together any other previously pre-advice truck visit 

appointments.  Choose your truck visit number that matches your previously pre-advice truck visit 

appointment in the drop-down list. 

 

 

  

 

 

 

 

 

 

 

 

Press Create & Combine. 

 Your truck visit appointments are now linked together.  

Press OK. 
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13. Damaged unit, IN  

 
When a unit arrives to the port with a damage you need to report this to the personnel in the 

inspection area.   

➢ If the damage is discovered during inspecion a damage notice will be done in the system. 

➢ The unit will receive a new ticket position. 

➢ The inspection personnel will inform the truck driver about the new ticket position. 

 

When the unit arrives before a damage is reported. 

  

 

When the unit arrives with a damage report. 

 

 

The inspection personnel recieves the new information. 

➢ A new Ticket position in the yard. 

➢ A new Ticket transfer Zone where the truck driver will unload the unit.  

Inform the truck driver about the new Ticket transfer zone! 
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14. Damaged unit, OUT 
 

If a damage is discovered on the unit during pick up and loading on truck: 

➢ If you are picking up an empty unit, deny it and inform the personnel about the damage. 

Request a new unit. 

➢ If the unit has cargo in it, you need to verify the extend of the damage and drive it to the 

inspection area. The damage will be reported in our system and a container damage report 

will be printed out. If needed call a supervisor to help assess the damage. 
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15. Gate IN  
 

In the new Gate IN you will see a overview of all your pre-advice units. Whether they are inbound or 

outbound, and the assigned delivery location. 

In the example below a Drop Off Empty has been pre-advice. The assigned delivery location is 

Transfer Zone 3.  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Here you see an example when you get assigned a pickup location. The units will be picked up at 

Transfer Zone 4 and Transfer Zone 8B. 
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If an error message appears contact the gate personnel. If possible, they will correct the error 

immediately, if not, you will be referred to the ”Trouble Line”. Drive through the barriers, park and 

wait for further help. 

 

 

 

 

 

 

 

 

 

 

 

 

16. Crop protection  
 

No changes are done. Contact the personal at the gate and follow the instructions. 

 

 

 


