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Logging into and out of WebAccess  

WebAccess has a security feature that limits unwanted entry into 
the system. Accessing the application requires a valid user ID and 
password provided by PHA.  

To log in:   
1. Open Internet Explorer.  You must have version 6.0 or 

later. 
2. Go to File>Open and type in the URL: 

http://expressweb.poha.com/express/. 
3. Click the Login button at the top right of the WebAccess 

screen.  
4. Under User ID, enter your user name. 
5. Enter your password and click Log In.  

Note : If you don't know your password, click Password 
Lookup underneath the login box. Your password will be 
e-mailed to you immediately. 

 

 

WebAccess automatically logs you out if you have not requested a 
web page from WebAccess for over thirty minutes. If you do not 
want anyone to use your WebAccess account while you are away from 
your computer, you can log out of WebAccess to force an end to 
your session.  

To log out:   

• Click on the Logout button at the top right of the 
WebAccess screen. 
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Managing your user profile 

You can manage your user profile by:  

• Viewing your current list of privileges and company access. 
• Requesting additional privileges and extra company access. 
• Changing your profile information. 
• Changing your password. 
• Changing the language that displays when you login. 

Viewing your user profi le  

You can always check your user profile to see what privileges you 
have, or to change your contact information or password.  

To view your user profi le:   

• Select Today>My Profile. Your profile screen appears.  
o To view which functions you can perform, select the 

Privileges tab. For every menu command, there may be 
multiple privileges that enable the full use of the 
command.  

o To view which company data you can access, select the 
Access tab. 

  

Note : You can request additional privileges and access 
through Today>Request for Privilege or Today>Request for 
Access.  

Requesting privileges or company access  

A privilege is the ability to use a particular WebAccess function. 
For every menu command, there may be multiple privileges that 
enable the full use of the command.  
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Access is the ability to view a particular company's data. What 
you see in WebAccess is determined by how PHA has configured your 
user privileges and company access. However, you can request to 
have more privileges or more company access.  

To request  more privileges:   

1. Select Today>Request for Privilege. 
2. From the Privilege ID drop-down, select the privilege you 

want. 
3. Click Submit.  PHA will review your request. You will receive 

an email that indicates whether the privilege was added or 
declined. 

 

To request  more access:   

1. Select Today>Request for Access. 
2. From the Access Type ID drop-down, select whether you want 

access for a line agent, line operator, rail road, or 
trucking line. 

3. In the Company Access text box, enter the company ID or name 
of the company. To request multiple companies, enter each 
company ID/name separated by commas. 

4. Click Submit.  PHA will review your request. You will receive 
an email that indicates whether the access was added or 
declined. 
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Finding information  

A Search for box appears on the left side of each WebAccess page.  

 

Use this box to locate a specific equipment, booking, or gate 
transaction record. 

Searching with a part ial  ID  

You can search with a partial ID using the `*' wildcard. For 
example, you can type APL* to find all equipment that begins with 
`APL'.  
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Requesting event notification  

The Notify button located at the top of the WebAccess screen 
enables you request notification of any container movement, change 
of status, or service. You can receive notification by e-mail. Use 
this feature to closely track certain container events, such as 
the discharge of a high priority container.  

To request  event notification:   

1. Select Today>Notify.  
2. Enter a valid equipment ID in the Container field. 
3. Select a container event from the Notify Me When field. 
4. Select email from the Notify Me By field. 
5. Enter your e-mail in the Email or Fax Address field. 
6. Click Submit. 

 

To view pending and recent events:   

• Select Today>Notify.  
o The Pending table appears below, listing all events for 

which you are waiting for notification. 
o The Recent table includes all completed events for which 

notification was already sent. 
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Creating and viewing guarantees 
Instead of sending faxes to PHA, brokers should use WebAccess to 
make guarantees (declaration of payment). 

To create a guarantee:  

1. Select Containers>Create Guarantees.  
2. Enter a valid equipment ID in the Container Nbr field. 
3. Select a service from the Terminal Service field. 
4. Enter reference information in the Reference field. 
5. Click Submit. 
6. Click Done. 

 

Note : You cannot delete a guarantee.  In the event of a mistake 
and the guarantee needs to be deleted, call PHA for assistance.  

To view recent guarantees:  
 

1. Select Containers>View Guarantees.  
• The table below the Submit button lists all guarantees 

which you have created. 

 

Note: You will not be billed for containers with guarantees 
unless service has been performed. 
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Viewing vessel schedules  

The vessel schedule screen enables you to generate a report of all 
vessels scheduled at the terminal at a specified period of time. 
You can view vessels that have already arrived and departed, 
vessels that have arrived but have not yet embarked, and vessels 
that have not yet arrived.  

To view vessel  schedules:   

1. Select Ships>Schedule from the navigation bar. 
2. Enter the date range for vessels you want to view, and click 

Submit. The Vessel Schedule table appears. 

 

Field  Description  

Vessel Name  Vessel name as defined in Express.  

Agency  The party authorized to manage the 
vessel activity for the shipping line.  

Service  The port rotation for a vessel.  

Terminal  Code for the terminal.  

Berth  Berth where the vessel arrives at the 
port.  

Voyage  Voyage number for arriving vessel.  

Arrive  Expected date and time of arrival.  

Begin  First free day in the terminal.  

Import  

Delivery  

Last 
Free  

Last day of free demurrage at terminal 
after which demurrage is applied.  

Voyage  The voyage number for the departing 
vessel.  

Depart  Expected date and time of departure.  

Begin  Date and time when gate can begin 
receiving containers for this voyage.  

Export  

Receival  

End  Cut-off time for receiving containers 
into the yard for this voyage.  
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Reporting  

WebAccess enables you to generate queries and view information 
about vessels, containers, and truck transactions.  This 
information is displayed in tables referred to as reports.  

All reports can be viewed in one of three ways:  

• View a report online. 
• Print a report with the Printer Friendly  button in the top 

right corner. 
• Download a report to Excel or PDF.  

Printing reports   

You can print out any reports you generate in WebAccess.  

To print out a report:  

• Once the report results have displayed online, click on the 
Printer Friendly  button above the navigation bar.  

Downloading reports   

You can download any report to your hard drive and in the process 
convert it to Excel or PDF.  

To download a report and convert it to Excel:  

• Once the report results have displayed online, click the 
Convert to Excel  button in the top right corner of every 
table or report. 

To download a report and convert it to PDF: 

• Once the report results have displayed online, click the 
Convert to PDF  button in the top right corner of every 
table or report.  
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Checking container availability  

You can check to see if a container will be available for pickup 
on a particular date.  

To check container availabil i ty:  
 

1. Select Containers>Availability Inquiry from the navigation 
bar. 

2. Enter one or more container numbers in the Equipment ID box.  
Enter multiple containers in a list as follows.  You can 
enter up to 20 containers.  Do not separate the container 
numbers with either commas or semi-colons.  

 

 
3. Select a trucking company from the Trucking Company drop-down 

list.  The company name may already be selected.  
4. Indicate the date you intend to pick up the container, and 

click Submit. 
5. The containers you query appear in a table below.  In the 

first column: 

indicates the container is available 
indicates the container is not available  

 

 
 

To see why a container is unavailable, click on the container 
number.  The hold information displays at the top of the page. 
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Viewing container details  

You can view extensive real-time container details through the 
Container Details command.  

To view real-t ime container details:  

1. Select Containers>Container Details from the navigation bar. 
2. Enter the equipment/container ID and click Submit. An 

Equipment Detail table appears providing available container 
information. 

Equipment Detail report field descriptions 
 

Field  Description  

Category  Container category. Values may include:  
I - Import  
E - Export  
D - Domestic  
M - Empty Storage  
S - Stay-on-Board  
T - Transship  

Status  Indicates the general status of the container's 
contents. Values may include:  
F - Full container load  
L - Less than container load  
E- Empty container  

Group  A code for a grouping of import delivery containers.  

I/B Carrier  Inbound carrier.  

O/B Carrier  Outbound carrier.  

Line Operator  Shipping line operator.  

Reefer  If the container is a reefer, this value is the 
required temperature.  

Hazardous  IMO class code for hazardous materials.  

Current 
Position  

Location/location ID/exact position.  
Values for location:  
C - Community  
T - Truck  
V - Vessel  
Y - Yard  
R - Rail  

Chassis  Chassis ID.  

Accessory  Accessory ID.  

BKG/EDO  Booking or equipment delivery order number.  

Height  Equipment height.  

Length  Equipment length.  
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Type  Equipment type.  

Weight  Equipment weight.  

POL  Port of loading.  

POD  Port of discharge.  

Destination  Final destination of goods.  

Damaged  Damage code.  
 
 


