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How to use this book
This guide walks you through the Osebo Freight Forwarding Suite — the half of Osebo’s 
logistics product built for a forwarder or clearing agent. It is for a company that moves other 
people’s cargo and clears it: job files, boxes, free days, customs entries, and the money each 
one is worth. It is not the haulage product. If you own the trucks and the shed, the book you 
want is The Osebo Transport & Logistics Book.

Work through Part 1 once, in order, before you file anything in earnest — the rate card and the 
tariff decide what every later shipment is worth, and a file opened before them is priced at 
nothing. After that you will live in Part 2, which is the working day, and Part 8, which is how you 
find out whether the desk is still making money.

Every figure in this book comes from one real workspace — Tema Clearing & Forwarding, 
code TMC. It has been used: 24 shipment files on the register, 30 customs entries, 42 air 
waybills settled with 3 carriers, and 50 mail receptacles consolidated onto 12 carrier 
waybills. Where this book quotes a number, that number is on the screen beside it.

The big picture — four moves
Whatever your desk runs on today — a job file in a ring binder, a spreadsheet per client, a 
WhatsApp group with the terminal — this product does four things, and the menu is organised 
around them:

•  Open a file and keep it. The shipment register, the parties, the transport document and 
who on your desk owns it. Part 2.

•  Watch what the box is costing you. Containers, free days and the demurrage clock. Part 
3.

•  Get it through customs. Declarations, duties and how long the office is taking. Part 4.

•  Know what it earned. The client portal, the analytics, and two desks that settle with 
carriers directly — GSA cargo and the mail desk. Parts 5 to 8.

The one idea to hold on to: the file is the unit, and the money 
hangs off it
A forwarding desk’s natural unit is not the invoice and not the container. It is the file — one job, 
one client, one movement, from the booking to the last charge. Everything else in this product 
hangs off one.

That is why a shipment carries a job folder. On Tema Clearing & Forwarding all 24 files carry 
one, and each folder holds the client’s own reference — the bill of lading or the air waybill they 
quote when they ring up — the party being billed, and the person on your desk who owns it. 
Type the B/L onto the shipment and the folder learns it; you do not type it twice.
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  IMPORTANT★

This is the difference between a system and a filing cabinet. A filing cabinet holds the documents. 
A file that knows its own client, its own reference and its own owner can answer “where is my 
container” to the person asking, without anybody walking to a desk.

The second idea: a transport document is named by the 
mode, not the direction
An air shipment carries an air waybill. A sea shipment carries a bill of lading. A truck carries a 
consignment note and a train a rail waybill. That is true whichever way the cargo is going — a 
vessel issues a bill of lading on an export exactly as it does on an import.

It sounds obvious written down. It is worth saying because the industry’s shorthand — “imports 
are sea, exports are air” — is true of a lot of desks and false of this one. Tema Clearing & 
Forwarding runs 18 sea files and 6 air, across 13 imports and 11 exports; the two splits do 
not line up, and a desk that assumes they do will label a quarter of its paperwork wrongly.

  WATCH OUT▲

If a field on a form is asking for an “AWB/BL”, look at what it is actually going to print. This product 
names the document from the mode on the file. Change the mode and the label changes with it.

How to read a figure
Screenshots in this book are of the real workspace named above, on the day they were taken. 
Two things follow from that:

•  A count on a screen is a count of what that screen is filtered to, not of everything. A 
register showing 9 files in progress is not saying you have 9 files.

•  A report opens on its own default period, which is a decision the report makes and not 
one you made. Where this book quotes a report, it quotes the figure the screen shows on 
its default — and says which period that is.

What this product does not do
Worth knowing before you start, so you are not looking for something that is not there:

•  It does not own trucks. There is no dispatch board, no driver roster and no warehouse 
here. That is the Transport & Logistics half, sold separately, and a workspace can hold 
both.
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•  It does not file to ICUMS for you. The customs part records the declaration, the duty and 
the turnaround. Lodging is still done where it is done.

•  It does not replace your accounts. It raises what a job is worth and hands it to the ledger. 
The books are the Finance & Accounting product’s job.
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Part 1  Setting up the desk
Six steps, once, in order. The last three decide what every file you open afterwards is worth — 
do them before you file anything in earnest.

Step 1.  Read the Freight desk before you change anything
The Freight desk is this product’s front door and the only screen that reads the whole book of 
work at once. Open it first, before you have filed anything, and again every morning 
afterwards.

Do this now

1.  Sign in. The suite opens on the Freight desk.

2.  Read the figures across the top: what is running, what is due to land this week, what has 
already passed its date, and what it is costing you.

3.  Read the lanes below them. Each one is a route with its own count and its own clock.

4.  Read the exposure strip last. That is money the desk is on the hook for, not money it has 
earned.
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Figure 1 — The Freight desk for Tema Clearing & Forwarding. What is running, what lands this week, what has already 
passed its date, and what the desk is exposed to — composed entirely from the other screens, which is why it is the 

first thing to read and never a thing to set.

  GOOD TO KNOW◆

Nothing on this screen is a setting. It is composed entirely from what the other screens hold, 
which is why it is worth reading before you change anything — it tells you what the change will be 
measured against.
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Step 2.  The workspace
One screen about the company rather than about cargo: the name that prints on every 
document, the currency every figure is stated in, and the address a client writes to.

Do this now

1.  Open Admin  Workspace→ .

2.  Set the trading name, the currency and the timezone.

3.  Save.
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Figure 2 — Workspace — the one screen about the company rather than about cargo. The currency set here is the 
currency every figure in the product is stated in.

  WATCH OUT▲

Set the currency before you file anything with a charge on it. Changing it later does not convert 
what is already recorded — it re-labels it, which is worse than leaving it alone.

Step 3.  The staff register, and who owns a file
The people on your desk. Most of them will never hold a login: a clerk who is named as 
owning a file has to exist in the app so the file can be owned, and nothing more is required of 
them.

Do this now

1.  Open Admin  Staff register→ .

2.  Add each person who will own, clear or account for a shipment. A first name, a last name 
and a start date is enough.

3.  Open Admin  People & seats→  for the ones who actually sign in, and invite them.
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Figure 3 — The staff register: 29 people, of whom 25 hold logins. Being on the register costs nothing and is what lets 
a file be owned by somebody.

  GOOD TO KNOW◆

On Tema Clearing & Forwarding there are 29 people on the register and 25 with logins. The gap 
is the point: being on the register costs nothing and lets the work be attributed to somebody.
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Step 4.  Your operators, and what each may handle
An operator is a member of staff who may be put on a shipment. They are scoped: some 
handle imports, some exports, some both — and the scope is what stops an export file being 
handed to somebody who has never cleared one.

Do this now

1.  Open Shipments and use the operators panel.

2.  Add each clerk who will carry files, and set what they may handle.

3.  Save. They can now be assigned, and only to what they are scoped for.
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Figure 4 — Operators, scoped to what each may handle. A member of staff with no operator record cannot be 
assigned at all — an open default would put every employee on every shipment.

  WATCH OUT▲

A member of staff with no operator record is not “unrestricted” — they cannot be assigned at all. 
That is deliberate: an open default would let every employee in the company be put on every 
shipment until somebody remembered to restrict them one at a time.

Step 5.  The tariff — what you charge
The published price list for your own services: documentation, handling, delivery order, 
agency. It is what turns a file into an invoice, and until it exists every file you open is worth 
nothing.

Do this now

1.  Open Freight Forwarding  Tariffs→ .

2.  Add each charge you raise, with what it is called on a client’s invoice and what it costs.

3.  Save.
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Figure 5 — Tariffs — the published price list for the desk’s own services. Charges are frozen onto a file when it is 
priced, so editing this re-prices the next file and leaves every existing one alone.

  IMPORTANT★

Charges are frozen onto a file when it is priced. Editing the tariff afterwards changes what the 
next file is worth and leaves every existing one exactly as it was — which is the behaviour you want, 
because an invoice already sent must not restate itself.
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Step 6.  Carrier rates — what it costs you
The other side of the same arithmetic: what the shipping line or the airline charges you, per 
lane. The difference between this and the tariff is the desk’s margin, and it is the figure Part 8 
reads back to you.

Do this now

1.  Open Freight Forwarding  Carrier rates→ .

2.  Add a rate per carrier and lane.

3.  Save.
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Figure 6 — Carrier rates — what the line or the airline charges you, per lane. The difference between this and the tariff 
is the margin the profitability screen reads back.

  TIP✓

Do this even if you only have two lanes. The profitability screen cannot tell you which lane earns 
until it knows what each one costs, and a lane with no rate reads as pure margin — flattering and 
wrong.
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Part 2  The shipment file
This is the working day. Five steps, and you will repeat the last three of them for every job the 
desk takes on.

Step 7.  The shipment register
Every file the desk holds, in one list, and the screen you will have open most of the week. It 
leads with the transport document — the AWB or B/L the client quotes — because that is what 
somebody says on the phone before they say anything else.

Do this now

1.  Open Freight Forwarding  Shipments→ .

2.  Read the chips across the top. Each one is a state with a count, and each one is also the 
way into exactly the files it counted.

3.  Read a row. The document number leads; your own file number sits small underneath it.

4.  Read the clock column. It is the date the file is due, and it changes colour as that date 
approaches and passes.
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Figure 7 — The shipment register: 24 files. The transport document leads each row because that is what a client says 
on the phone; the desk’s own file number sits small underneath. The chips across the top are states, and each one is 

also the way into exactly the files it counted.

  GOOD TO KNOW◆

On Tema Clearing & Forwarding the register holds 24 files: 9 in progress, 5 completed, 4 open, 3 
waiting to be accepted, 2 on hold and 1 cancelled. The chips add up to the register, which is 
worth checking on your own desk — a state nothing is ever in is a state worth removing.
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Step 8.  Open a file
One form, and the three facts that matter are the direction, the mode and the parties. 
Everything else can follow later.

Do this now

1.  From Shipments, choose New import or New export.

2.  Set the mode — sea, air, road or rail. The transport document is named from this, so set it 
before you type the number.

3.  Pick the shipper and the consignee, and say which of them is billed.

4.  Type the transport document number if you have it. Save.



20

Figure 8 — Opening a file. The mode is set before the document number, because the document is named from it — a 
vessel issues a bill of lading and an aircraft an air waybill, whichever way the cargo is going.

  WATCH OUT▲

The direction cannot be changed afterwards and is deliberately not on the edit form. Flipping an 
import to an export would leave a history describing a journey that never happened and a 
document checklist for the wrong customs regime. A wrong direction is a new file.



21

Step 9.  Give the file to somebody
A file nobody owns is a file nobody chases. Assignment is how a shipment gets a name against 
it, and the register prints that name on the row so the desk can see at a glance what is 
nobody’s.

Do this now

1.  Open the shipment.

2.  Assign an operator, and mark one of them the lead.

3.  Add support operators if more than one person is on it.

Figure 9 — One shipment, end to end. The lead operator is named on it, and the job folder behind it takes its 
manager from whoever that is.

  IMPORTANT★

The lead is who the desk chases when a client rings, and there is exactly one. Promoting a second 
demotes the first rather than failing, because the intent of the click is unambiguous. The job folder 
takes its manager from whoever holds it.
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Step 10.  Move it along
A file has milestones — booked, collected, loaded, sailed, arrived, cleared, delivered — and the 
register reads the last one reached. They are the difference between “in progress” and 
knowing where it actually is.

Do this now

1.  Open the shipment and record each milestone as it happens.

2.  Watch the register’s progress column move with it.

3.  Where a milestone slips, say so in an update rather than leaving the date to speak for itself.

Figure 10 — Milestones. The register reads the last one reached, which is the difference between “in progress” and 
knowing where the cargo actually is.

  TIP✓

The milestone names differ between an import and an export, because the journey does. The 
form knows which you are on and offers the right list.
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Step 11.  The job folder behind it
If your workspace also holds the Finance & Accounting product, every shipment can carry a 
job folder — and it is the folder, not the shipment, that all the money hangs off.

Do this now

1.  Open the shipment and link it to a job, or open one from the folder screen.

2.  Check the folder: it should carry the client’s own reference, the party billed and the person 
who owns the file.

3.  Raise the client’s invoice and the carrier’s bill against the folder.

Figure 11 — The job folder behind a shipment — 24 of them on this desk, each carrying the client’s own reference, the 
billed party and the file’s owner. None of those three is typed here: the shipment fills them.

  GOOD TO KNOW◆

You do not type those three into the folder. The shipment fills them: the transport document 
becomes the client’s reference, the billed party becomes the client, and the lead operator 
becomes the manager. Correct a B/L on the shipment and the folder follows — but a reference 
somebody typed by hand is left alone, because it is theirs.
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Part 3  Boxes, free days and demurrage
The part of a forwarding desk that costs money while nobody is looking. Three steps, and the 
third one is the reason this part exists.

Step 12.  The container register
Every box the desk is responsible for, with the vessel it came on, the terminal it is sitting in and 
the day its free time runs out.

Do this now

1.  Open Freight Forwarding  Containers→ .

2.  Add each container against its shipment: number, size, terminal and the discharge date.

3.  Set the free days the line has given you.

Figure 12 — The container register: every box the desk is answerable for, with the terminal it is in and the day its free 
time runs out. Free days are counted from discharge, not arrival.

  WATCH OUT▲
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Free days are counted from discharge, not from arrival, and the two are rarely the same day. 
Recording the arrival as the discharge is how a desk discovers it has been paying demurrage for 
three days it thought it had.

Step 13.  The demurrage clock
One screen that answers a single question: what is the desk on the hook for today if nothing 
moves. It is not income and it is not a bill — it is exposure, and it is the number worth reading 
before lunch.

Do this now

1.  Open Freight Forwarding  Demurrage exposure→ .

2.  Read the total at the top. That is what today costs if nothing changes.

3.  Read the rows underneath, soonest to run out first.

4.  Act on the top three. That is the whole job of this screen.
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Figure 13 — The demurrage clock — six live exposures, soonest to run out first. Stated as exposure rather than as cost, 
because a box cleared this afternoon costs nothing.

  IMPORTANT★

Tema Clearing & Forwarding carries 6 live exposures. The figure is deliberately stated as 
exposure rather than as a cost: a box cleared this afternoon costs nothing, and a screen that had 
already booked it as spent would be lying in the expensive direction.
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Step 14.  The procedure
What your desk does, in order, written down once. It is the screen a new clerk is pointed at, 
and it is the only place in this product where the answer is yours rather than the software’s.

Do this now

1.  Open Freight Forwarding  Procedure→ .

2.  Write the steps your desk actually follows, import and export.

3.  Save, and point every new clerk at it in their first week.
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Figure 14 — The procedure: what this desk does, in order. The one screen in the product where the answer is the 
desk’s rather than the software’s.

  TIP✓

Write it as the desk works, not as the desk should work. A procedure describing an aspiration is 
one nobody follows, and then the file that goes wrong is the one nobody can reconstruct.
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Part 4  Clearance
Getting it through customs, and knowing how long the office is taking. Four steps.

Step 15.  The clearance desk
Every entry the desk has in front of customs, standing at the stage it has reached. A clearance 
queue is not a pipeline — the useful question is not “where do files go” but “which of them is 
stuck, and for how long”.

Do this now

1.  Open Customs & Clearance  Clearance desk→ .

2.  Read the two sides: what is with you, and what is with the office.

3.  Read the age on each entry. That is the number that decides what you chase.
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Figure 15 — The clearance desk. Thirty entries, each standing at a stage with its own clock — because a count of nine 
says nothing about whether the oldest arrived this morning or in August.

  GOOD TO KNOW◆

Tema Clearing & Forwarding holds 30 customs entries. A count on its own says nothing about 
whether the oldest arrived this morning or in August, which is why every entry on this screen 
carries its own clock.
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Step 16.  Declarations
The entry itself: the regime, the office, the entry number and the classification the duty is 
computed from.

Do this now

1.  Open Customs & Clearance  Declarations→ .

2.  Raise one against the shipment. The entry number, the country and the office come from 
the file where they are known.

3.  Lodge it where you lodge it, and record the response here.
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Figure 16 — A declaration. The entry number, the country and the office come from the file where they are known. 
This records the entry; it does not lodge it.

  WATCH OUT▲

This product records the declaration; it does not file it. Recording one here and assuming it has 
been lodged is the single most expensive misreading available on this screen.

Step 17.  Duties
What was assessed, what was paid, and the gap between them.

Do this now

1.  Open Customs & Clearance  Duties→ .

2.  Record the assessment against the declaration.

3.  Record the payment when it is made.
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Figure 17 — Duties — what was assessed, what was paid, and the gap between them. The gap is what the turnaround 
screen measures.

  TIP✓

Record the assessment even when payment is immediate. The gap between assessed and paid is 
what the turnaround screen measures, and a desk that only ever records the payment cannot see 
where its money is waiting.

Step 18.  Turnaround
How long clearance is actually taking you, by office and by regime — the screen you take to a 
meeting about why a client’s cargo sat for nine days.
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Do this now

1.  Open Customs & Clearance  Turnaround→ .

2.  Read the median rather than the average. One catastrophic entry moves an average and 
does not move a median.

3.  Compare offices. A difference between two offices is a fact about the offices, not about 
your clerks.

Figure 18 — Turnaround by office and regime. Read the median, not the average: one catastrophic entry moves an 
average and does not move a median.
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Part 5  Selling airline space — GSA Operations
A different desk with a different contract, sold as part of this product. If you are a general sales 
agent for an airline, this is where the money is. Five steps.

Step 19.  The cargo desk
A GSA sells space on somebody else’s aircraft, and every waybill carries three figures pointing 
in different directions: a receivable from the client, a payable to the carrier, and the sliver 
between them that is yours.

The one thing this desk must never do is add two of them together. So the console states the 
arithmetic that is allowed, as an equation, in full view — and a figure that cannot be reached 
from that equation does not belong on the row.

Do this now

1.  Open GSA Operations  Cargo desk→ .

2.  Read one carrier lane. Billed, paid, kept — in that order, and never summed across carriers.

3.  Read the lane’s state: idle, unpriced, blocked or ready. That is whether its month can close.
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Figure 19 — The cargo desk. Every waybill carries three figures pointing in different directions — a receivable from the 
client, a payable to the carrier, and the sliver between. The equation is stated in full view so that nothing on the row 

can be added to anything else.

  IMPORTANT★

Tema Clearing & Forwarding settles 42 waybills across 3 carriers. Each lane is stated in its own 
settlement currency and the desk never totals across them: a bank account holds one currency, 
and a figure adding two is a number with no meaning.
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Step 20.  Carriers and their rate cards
One airline, one agreement, one rate card. Commission and fees are negotiated per carrier, 
which is why the card lives on the carrier rather than on the company.

Do this now

1.  Open GSA Operations  Carriers→ .

2.  Add the airline, its settlement currency and its account details.

3.  Build the rate card: the components you bill, the commission you keep, and the ledger 
account each one posts to.

Figure 20 — A carrier and its rate card. Commission and fees are negotiated per airline, which is why the card lives on 
the carrier and not on the company. Until one exists, waybills against it calculate to nothing.

  WATCH OUT▲

Until a carrier has a rate card, waybills filed against it calculate to nothing. The desk will let you file 
them; it simply has nothing to price them with.
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Step 21.  File a waybill
The air waybill itself, priced from the carrier’s card the moment it is saved.

Do this now

1.  Open GSA Operations  Waybill register→  and file one.

2.  Pick the carrier and the client, and enter the weight and the route.

3.  Save. The charges are folded on from the card and frozen onto the waybill.

Figure 21 — Filing an air waybill. The charges are folded on from the carrier’s card and frozen onto the waybill, so 
editing the card afterwards re-prices the next one and leaves this alone.



40

  GOOD TO KNOW◆

Frozen is the important word. Editing the rate card afterwards re-prices the next waybill and 
leaves this one alone, so an invoice already sent never restates itself. Re-running the card over a 
waybill deliberately is a separate action, and it asks first.

Step 22.  Close the month with a carrier
A settlement period: everything filed against one carrier between two dates, totalled, and 
handed to somebody else to approve.

Do this now

1.  Open GSA Operations  Settlements→  and close a period.

2.  Read the four figures: billed, paid, commission, kept.

3.  Send it for review.
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Figure 22 — A settlement period: 42 waybills across three carriers, closed a month at a time. Billed, paid, commission, 
kept — and never totalled across carriers, because each settles in its own currency.

  IMPORTANT★

The person who closed a period does not approve it. That is deliberate and it is not configurable 
— a settlement is what an airline is paid, and one pair of hands from close to ledger is how a desk 
loses the ability to say who agreed a figure.
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Step 23.  Post it to the books
Approval releases the figures; posting writes them. Both need the Finance & Accounting 
product, because a posting needs a ledger to post to.

Do this now

1.  Have a second person open the batch and approve it.

2.  Open GSA Operations  Posting settings→  and check every rate-card component has a 
ledger account.

3.  Post.

Figure 23 — Posting settings. Every rate-card component needs a ledger account; one without refuses the whole 
batch, and the desk says which before anything is pressed.



43

  WATCH OUT▲

A component with no ledger account refuses the whole batch. The desk tells you which ones 
before you press anything — on the batch, on the register row, and on the console — because a 
refusal is a worse way to learn it than a warning.
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Part 6  The mail desk
Mails & Courier is the third desk in this product and the least like the other two: international 
postal mail, settled with an airline under a different contract from your cargo agreement. Five 
steps.

Step 24.  What the mail desk actually does
Receptacles — sacks and bags — arrive from a postal operator against their own paperwork. 
You consolidate them onto a carrier waybill, invoice the operator, and settle with the airline. 
Different rate book, different SLA, different department from GSA cargo, which is why it is a 
different desk and not a tab on the last one.

Do this now

1.  Open Mails & Courier  Mail desk→ .

2.  Read the three boards: what is at the hub, what is priced and unsettled, and what is past its 
transit allowance.

3.  Read the cash strip at the bottom. That is the month so far.
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Figure 24 — The mail desk. Fifty receptacles on twelve carrier waybills over seven lanes — a different contract, rate 
book and SLA from the cargo agreement beside it.

  GOOD TO KNOW◆

Tema Clearing & Forwarding runs 50 receptacles on 12 carrier waybills over 7 lanes.
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Step 25.  The rate book
One card per destination: what you charge the operator per kilo, what the carrier charges you, 
and how many days the mail is allowed to sit in transit.

Do this now

1.  Open Mails & Courier  Rate book→ .

2.  Add a lane with its currency, its rates and its transit allowance.

3.  Set the date the card takes effect.

Figure 25 — The rate book. A card carries an effective date, and a bag is priced against the card in force the day it was 
received — not against today’s.
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  WATCH OUT▲

A card carries an effective date, and a bag is priced against the card in force on the day it was 
received — not against today’s card. A lane whose only card starts next month cannot price a bag 
booked this month, and the desk will say so rather than offering a button that fails.

Step 26.  Receive the mail
Booking bags in against the operator’s paperwork. It is step one of two, and the register says 
so in its own menu.

Do this now

1.  Open Mails & Courier  1 · Receive mail→ .

2.  Record each receptacle: its number, its destination, its weight and the day it arrived.

3.  Price it, once the lane has a card in force for that day.
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Figure 26 — Receiving mail. A bag can be booked in before its lane has a rate: the mail arrives whether or not the 
agreement has been signed, and the register shows it unpriced rather than refusing it.

  TIP✓

A bag can be booked in before its lane has a rate. That is deliberate — the mail arrives whether or 
not the commercial agreement has been signed — and the register shows it as unpriced rather 
than refusing it.
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Step 27.  Consolidate onto a waybill
Bags go onto a carrier waybill, and the waybill is what the airline is settled against.

Do this now

1.  Open Mails & Courier  2 · Update & track→ , and move the bags along.

2.  Open Waybills and raise one, putting the bags onto it.

3.  Read the lane breakdown: a carrier argues a settlement lane by lane, and a total with no 
lanes under it is a figure nobody can check.
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Figure 27 — Consolidating bags onto a carrier waybill, with the lane breakdown underneath. A carrier argues a 
settlement lane by lane, and a total with no lanes under it is a figure nobody can check.

Step 28.  Settle the month
The same shape as the cargo desk, and the same rule about who may approve it.

Do this now

1.  Open Mails & Courier  Settlements→  and close a window.

2.  Have somebody else review and approve it.

3.  Post it, if you hold the Finance product.

Figure 28 — Closing the mail month. One currency per window — a window holding two is refused and both are 
named, rather than added together and labelled with one of them.

  IMPORTANT★

A settlement window is one currency. If it holds waybills in two, the desk refuses and names both, 
rather than adding them together and labelling the result with one of them.
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Part 7  What the client sees, and staying legal
Two things a forwarding desk is judged on that are not about cargo at all. Four steps.

Step 29.  The client portal
A way for a client to see their own shipments without ringing your desk. They see what you let 
them see, and nothing else.

Do this now

1.  Open Client Portal  Portal access→  and give a client access.

2.  Choose which of their shipments they may see.

3.  Read Client requests — that is them asking you for something, in writing, with a date on it.
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Figure 29 — The client portal: 56 records across the shipments shared, the accesses granted and the requests raised. 
A request that arrives here is one nobody has to remember.

  GOOD TO KNOW◆

Tema Clearing & Forwarding carries 56 portal records: the shipments shared, the accesses 
granted and the requests raised. A request that arrives here is a request nobody has to 
remember.
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Step 30.  Compliance and the licences you trade on
Every permission your desk needs to operate — a customs agency licence, a freight forwarder 
registration, an insurance certificate — with the date each one expires.

Do this now

1.  Open Compliance & HSE  Licences→ .

2.  Record each permission with its expiry.

3.  Open Requirements and record what the business is obliged to hold.
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Figure 30 — Licences and the dates they expire. This is the one screen in the product where the consequence of 
ignoring it is that the desk should stop trading.

  IMPORTANT★

A licence that expires is not a paperwork problem, it is a trading problem: the desk is operating 
without a permission it is required to hold. This is the one screen in the product where the 
consequence of ignoring it is that you should stop working.

Step 31.  Incidents
What has gone wrong, recorded on the same engine the rest of Osebo uses.

Do this now

1.  Open Compliance & HSE  Compliance register→ .

2.  Record the incident, what was done about it, and who is investigating.

3.  Close it when it is closed.
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Figure 31 — The compliance register — five incidents on this desk, three closed, one under investigation and one 
open.

  GOOD TO KNOW◆

Tema Clearing & Forwarding carries 5 incidents — a forklift into racking, brake fade on the Kumasi 
run, a seal broken at the gate, a dropped parcel and a spilled drum. Three are closed, one is 
under investigation and one is open.
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Step 32.  Who can do what
The seats that ship with this product, and what each may reach:

Do this now

1.  Open Admin  People & seats→ .

2.  Check the seat each person holds against the list below.

3.  Change anybody who is on the wrong one — it takes effect immediately and does not need 
a re-invitation.

•  Freight Manager — the whole desk, including closing a settlement.

•  Freight Clerk — opens and works files, cannot close a month.

•  Customs Clerk — declarations, duties and turnaround.

•  Finance Reviewer — approves and posts what somebody else closed, and nothing else.

•  Client — the portal only, and only their own shipments.
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Figure 32 — People and seats. The role decides what somebody may reach; a Tenant Owner passes every check by 
design, which is why testing a seat means signing in as one.

  WATCH OUT▲

A Tenant Owner passes every permission check in Osebo by design. That means the owner’s own 
login is the one account that cannot show you what a clerk sees — if you want to know whether a 
seat works, sign in as one.
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Part 8  Reading the desk, and what it costs
Four screens that read the work back to you, and one short section on the commercial 
mechanism.

Step 33.  The operating picture
The whole desk at once: what is moving, what is late, what is earning.

Do this now

1.  Open Analytics  Operating picture→ .

2.  Read it weekly, not daily. It is a trend screen and a day is noise.
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Figure 33 — The operating picture — the whole desk at once. A trend screen, so read it weekly; a day is noise.

Step 34.  The SLA monitor
Whether you are keeping the promises you made — by lane, by client and by mode.

Do this now

1.  Open Analytics  SLA monitor→ .

2.  Read the breaches first. The kept promises need no action.

3.  Where a lane breaches repeatedly, the lane is the problem, not the file.
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Figure 34 — The SLA monitor. Read the breaches first, and where a lane breaches repeatedly the lane is the problem 
rather than the file.

Step 35.  Profitability
What each lane and each client actually earned, after what the carrier charged you.

Do this now

1.  Open Analytics  Profitability→ .

2.  Read by lane first, then by client.
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3.  A lane with no carrier rate reads as pure margin. That is the screen telling you to finish Step 
6, not telling you about a good lane.

Figure 35 — Profitability by lane and by client, after what the carrier charged. A lane with no carrier rate reads as pure 
margin — that is the screen asking for a rate, not reporting a good lane.

  TIP✓

Take this screen to the conversation about which clients to keep. It is the only place in the product 
where “this client is busy” and “this client is worth having” are separated.

Step 36.  The activity stream, and reports
Who did what, and the reports that put a period’s worth of it on paper.

Do this now

1.  Open Analytics  Activity stream→  to see the desk’s own history.

2.  Open Reports for anything you need to send somebody.

3.  Press Run report. A report opens unrun, and an unrun report is not a figure.
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Figure 36 — Reports. Every one opens on its own default period and unrun; press Run report, then read the period 
before reading the number.

  WATCH OUT▲

Every report opens on its own default period, which is the report’s decision and not yours. Read 
the period before you read the number — a figure that is right for the last 30 days and wrong for 
the quarter is the commonest way a correct screen is quoted wrongly.

What you actually pay for
You buy the Freight Forwarding Suite as a product, once, for the whole desk. It is one of the 
two halves the logistics suite is sold in — this one for a forwarder or clearing agent, the other 
for an operator who owns trucks and a shed — and a company that does both can hold the 
bundle instead, which costs less than buying the two.

Every desk in this book is included: freight, customs, GSA cargo, the mail desk, the client 
portal, compliance and the analytics. There is no per-desk charge and no per-module 
upgrade inside the product.

  WATCH OUT▲
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The figures are on this product’s page on the Osebo site, where they are kept current. They are 
deliberately not printed here: a book outlives a price list, and a number set in a document nobody 
can reissue is worse than no number at all. What does not change is the mechanism — you buy the 
half your desk actually is, the bundle costs less than both halves, and nothing inside either half is 
charged for separately.
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Glossary
•  AWB — air waybill. The transport document an airline issues.

•  B/L — bill of lading. The transport document a shipping line issues, on an import and on an 
export alike.

•  CN38 — the postal operator’s own document accompanying a despatch of mail.

•  Demurrage — what the line charges for a container held beyond its free days.

•  File — one job: one client, one movement, from booking to last charge.

•  Free days — the days a line allows before demurrage starts, counted from discharge.

•  GSA — general sales agent. A company that sells cargo space on an airline’s behalf.

•  Lane — a route, priced as a unit.

•  Receptacle — a sack or bag of postal mail.

•  Settlement period — everything filed against one carrier between two dates, closed and 
agreed as one.
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Setup checklist
Once, in this order, before the desk files anything in earnest:

1.  Workspace: name, currency, timezone.

2.  Staff register, and logins for the people who need them.

3.  Operators, scoped to what each may handle.

4.  Tariff — what you charge.

5.  Carrier rates — what it costs you.

6.  Carriers and rate cards, if you run a GSA desk.

7.  Rate book and transit allowances, if you run the mail desk.

8.  Licences and their expiry dates.
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The routine
What a working desk actually does, and how often:

•  Every morning — the Freight desk, then the demurrage clock. Act on the top three 
exposures.

•  Every day — the shipment register: anything unassigned, anything past its date.

•  Every week — the SLA monitor and the operating picture.

•  Every month — close each carrier’s settlement, have somebody else approve it, post it.

•  Every quarter — profitability by lane and by client, and the licences coming up for renewal.
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Where to go next
If your company also owns trucks, a shed or riders, the other half of this product is The Osebo 
Transport & Logistics Book — the dispatch board, the warehouse and the last mile. A 
workspace can hold both, and the two share their compliance, their analytics and their client 
portal rather than duplicating them.

If you want the money side — the ledger every job folder posts into, the invoices and the bills — 
that is The Osebo Finance & Accounting 360 Book.
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