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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:

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

e 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.

e 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.



% 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.

A WATCH OouT

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:

e 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.

e Areport 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.



* 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.



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.



Freight Forwarding

What is running, what lands

® Tema Clearing & Forwar...

veek, and what is about to cost you. Every figure is worked

out from the job files, the terminal records and the exposure register on this request —

nothing h

correcting a date corrects the board.

OSEBO FREIGHT FORWARDING SUITE

@ 364d left o 0

SHIPMENTS RUNNING

15 4

24 on the register in total

(© Asat 30 Sep 2026, 14:35

ETA ALREADY PASSED

¢ New import

Still running, and the date they were due is behind us

N

New export

4

0 of them taday

& Clearance desk

LANDING WITHIN 7 DAYS MONEY AT RISK

@ Free days & demurrage © Containers

Imports

9

RUNNING - 2 PAST ETA - 2 LANDING

/s Needs you

) Nobody has accepted these yet

3

A client raised them and no one inside the business has taken them on. They cost no demurrage;

they lose accounts.

235-41230685
EXP-TMC-202609-003

HLCU240097542
EXP-TMC-202609-009

CMDU240092123
IMP-TMC-202609-010

Northern Shea Collective
trade@northernshea.com.gh

Export

Akwaaba Foods
accounts@akwaabafoods.com.gh

Export

Northern Shea Collective

trade@northemshea.com.gh

Import

5] Client not updated in 7 days

raised 2¢

raised 2¢

A shipment nobody has reported on. The cargo may be fine; the relationship is what this costs.

MAEU240054190
EXP-TMC-202609-005

MSCU240086704
EXP-TMC-202609-008

MSCU240032514
IMP-TMC-202609-004

ONEY240021676
IMP-TMC-202609-003

ONEY240075866
EXP-TMC-202609-007

071-41232055
IMP-TMC-202689-0089

and 1 more in this group.

Takoradi Timber Company Export
shipping@takoraditimber.com.gh
Takoradi Timber Company ~ Export
shipping@takoraditimber.com.gh
Akwaaba Foods Import
accounts@akwaabafoods.com.gh
Takoradi Timber Company Import
shipping@takoraditimber.com.gh

Volta Retail Group Export

payables@voltaretail.com.gh

Ashanti Cocoa Exporters Import

exports@ashanticocoa.com.gh

las

las

last 16 S

last 21

Exports

6

RUNNING - 2 PAST ETA - 2 LANDING

@ ETA passed, still running

a Demo Administrator

GHS 4,725.00

6 running, 0 past free time

The date these were due is behind us and nothing has been recorded as arrived.

M5CU240086704
EXP-TMC-202609-008

M5CU2408032514
IMP-TMC-202609-004

ONEY240021676
IMP-TMC-202609-003

MAEU240054190
EXP-TMC-202609-005

Takoradi Timber Company Dubai 9¢
shipping@takoraditimber.cam.gh

Akwaaba Foods Tema 6
accounts@akwaabafoods.com.gh

Takoradi Timber Company ~ Tema 3c
shipping@takoraditimber.com.gh

Takoradi Timber Company Dubai 1c

shipping@takoraditimber.com.gh

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

+ GOOD TO KNOW

first thing to read and never a thing to set.

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.



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. Setthe trading name, the currency and the timezone.

3. Save.

ra Demo Administrator
© ® Tema Clearing & Forwar,, | OSEBO FREIGHT FORWARDING SUITE @ 364d left e, 0 m

Tema Clearing & Forwarding - what you are called, whei e, and what you are paying for

@ Control tower 2% People & seats © Billing

[ Company

Company name Timezone
Tema Clearing & Forwarding Africa/Accra v
(@ This is what your colleagues see on the desk and in the invitations you send. @ Your response targets and business hours are measured in this.

Industry Contact email
Logistics L2z hello@osebofreight.com

B Industry benchmarks compare you with other Osebo companies in this industry.

Phone Website
+233 30 274 1180 https://osebofreight.com
Address

Tema Industrial Area, Heavy Industrial Zone

Your logo

Upload a logo

ChooseFile  Nofile chosen

- Looking for something else?

Wheo can sign in Your plan and invoices
People & seats. Billing.
2026 © Osebo Freight Forwarding Suite. Designed & Developed By Marvalinks Digital



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.

A 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.

10



. A Demo Administrator
[ ® Tema Clearing & Forwar,, OSEBO FREIGHT FORWARDING SUITE (@ 364d left o Jal a

BO FF HT

Staff register

Terna Clearing & Forwarding - the people wh

O Theapp 2, People & seats & Departm: @ Import from a spreadsheet & Billing

2. Add somebody to the register

First name Last name Email — only if they will clock in themselves Staff no.
Department — optional Started — defaults to today
Not set v dd/mm/yyyy [m]

E Onthe register 29

Abena Tetteh
EMPLOYEE

LOG-DEMO-020 DISPATCH CONTROL 30 Jan 2026 0 Themselves & Edit || 2 Takeoff
abena tetteh.20@osebo-logi _

Active
Abena Nyarko < Invitetoclockin || & Edit
No login ) L )
DEMO-TMC-EMP-005 Not set - A supervisor records it
na.nya sebofreight
A abena.nyarko@osebofreigh o

Take off

Abena Tetteh B )
LOG-DEMO-010 DISPATCH CONTROL 30 Jan 2026 0 Themselves & Edit || 2 Takeoff

1 @ o
Active abenatetteh.10@osebo-logi

Adjoa Asiedu
EMPLOYEE

LOG-DEMO-008 FLEET COMPLIANCE 30 Jan 2026 0 Themselves & Edit | 2 Take off
adjoa asiedu.8@osebo-logis. \ \ J

Active
Adjoa Asiedu
EMPLOYEE
LOG-DEMO-018 WAREHOUSE OPERATIONS 30 Jan 2026 0 Themselves o Edit || 2 Takeoff
Active adjoa asiedu.18@osebo-logi | |

Akua Sarpong o p o ;
LOG-DEMO-015 DISPATCH CONTROL 30 Jan 2026 0 Themselves & Edit || 2 Takeoff
akua.sarpong.15@osebo-log. ot e N R

Active
Ama Mensah < Invite to clockin || & Edit
No login ! JAN )
DEMO-TMC-EMP-001 Not set . = A supervisor records it 4
v ama.mensah@osebofreight.t 2 Takeoff
Ama Asante
EMPLOYEE (
LOG-DEMO-002 DISPATCH CONTROL 30 Jan 2026 0 Themselves & Edit | 2 Takeoff
A ama.dispatch.demo@osebo \ J
ctive
Efua Owusu
EMPLOYEE
LOG-DEMO-004 FLEET COMPLIANCE 30 Jan 2026 0 Themselves & Edit | 2 Takeoff
Active efua.compliance.demo@ose. P )

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.

11



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.

© . Tema‘Clean‘ng & Forwar...

> FREIGHT G

Shipment Register

OSEBO FREIGHT FORWARDING SUITE

Every file this desk is running, both directions. A forwarder does not run a promise to a

r — it runs a file against a clocl owns,

document the outside world quotes and ends with whateve|

ach row leads with the

@ 364d left o 0

a Demo Administrator

(@ Asat 30 Sep 2026, 14:35

2 Find a shipment

BILL OF LADING, AIR WAYBILL, ENTRY, CONTAINER OR CARGO

2 Part of any of them is enough. A client quotes a transport document and a terminal
quotes a container number — neither of them knows our own reference.

m @ Demurrage running (0)

@ Free time nearly out (0)

« Book animport 2 Bookan

DIRECTION

Both directions

© Not a label on one list. An import clears customs
atthe end and an export before it leaves, so the two
carry different journeys and different paperwork.

& Landed, nothing counting (0)

= The register
THE DOCUMENT BILLED TO LANE WHERE THE FILE IS PROGRESS
GHTKD - .-
235-41230137 - Departed ‘
AIR WAYBILL (AWB) i 6 of 8 Main carriage 0%
EXP-TMC-202609-001 Tema Pharma Logistics BEANR oo
finance@temapharma.com.gh Takoradi —+ A 0 of 8 recorded
2 EXPORT Shipper, billed e from the file’s dates, no
: o P stage recorded Nothing recorded yet
Air freigh
02 A falght Incoterm In Progress
agreed
GHTEM
HLCU240016257 -.-------
BILL OF LADING (B/L) = Delivered
EXP-TMC-202603-002 Ashanti Cocoa Exporters DEHAM Hath Disinaon e
EXPORT exports@ashanticocoa.com.gh Tema handling - 18 Sep 0%
2 - "
Shipper, billed Hamburg "r“’" ':‘” ”’;’f‘“' no 0 of 8 recorded
£ Sea freight No stage recarde
@ 1box Incoterm Completed
agreed
GHTEM
235-41230685 - ‘
AIR WAYBILL (AWB! . Booked only
Tty Northern Shea Collective USNYC Y 0%
EXP-TMC-202609-003 Nothing recorded on
trade@northernshea.com.gh Tema — the journey yet. 0 of 8 recorded
2 EXPORT Shipper, billed New York BT
Pending Accept:
== Air freight No ending Acceptance
Incoterm
agreed
GHACC
HLCU240043352 = O e
BILL OF LADING (B/L) =K Departed ‘
A 5 o
EXP-TMC-202609-004 Volta Retail Group GBLON g;ga Main caniane 0%
2 EXPORT payables@voltaretail. com.gh Accra —» ,‘mmcﬁ‘e s 0 of 8 recorded
Shipper, billed "
& Sea freight RESE ;‘:d”” stage recorded Nothing recorded yet
@ 1box Incoterm In Progress
agreed
GHACC
MAEU240054190 eSSl
BILL OF LADING (8/L) o Departed ‘
EXP-TMC-202609-005 Takoradi Timber Company AFDYR St 87 Maincaniage 0%

12

B} PastETA(4)

export @& Free time & demurrage 2 GSA settlements
MODE STATUS
Any mode ¥ Any status ¥

) Sea, air, road or rail — how the
cargo physically travels.

B No job folder (0)

© Where the FILE is in its life —
not where the cargo is. That is the
journey on the row.

£ GSA legs (0)

THE CLOCK

03 Oct 2026
expected - Sat
3daystogo

18 Sep 2026

arrived - Fri
Landed Fri 18 Sep
2026

14 Oct 2026
expected - Wed
14 days to go

16 Oct 2026
expected - Fri
16 days to go

[ 29 sep 2026

WHO HAS IT

Ama Mensah
ama.mensah@osebofreight test

Lead

Nobody assigned

Efua Boateng
efuaboateng@osebofreight test
Lead +1more

Yaw Darko
yaw.darko@osebofreight.test
Lead

Ama Mensah



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.

A 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. Itis 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.

13



] 1;e‘ma ‘C‘lean‘n‘g & Forwar,,  OSEBO FREIGHT FORWARDING SUITE (@ 364d left & Jay E_)err?o Adm\ms(rator

Air Cargo Tariffs

The airline rate sheet as the airline publishes it — a minimum charge, a normal rate and the
weight-break ladder, per destination. Blank breaks stay blank: where a carrier publishe:
break, the next lighter rate appl

DESTINATIONS ON THIS SHEET ACTIVE LANES PRICED TO SELL CURRENCY
0 0 Oof 0 -
GC - Export 0 withdrawn Carrier tariff only — margin is unknown, not zero Rates are per kg; M is a whole-consignment floor
© Asat 30 Sep 2026, 14:35 & Upload a sheet & Download 0 rows ® Carrier rate cards 23 Freight board
0 Which sheet

CARRIER DIRECTION CARGO TYPE

e s v v v

Africa World Airlines (AW) — O rates Export GC — General cargo

@ The airline whose tariff this is. Carriers come from the shared carrier @ Export and import are different numbers for the @ Each type is its own sheet. Pharmaceuticals and pallets are published with a minimum
register. same lane. and a 45kg rate only — that is the tariff, not missing data.
DESTINATION COUNTRY

SR AycoHnty: ’ - ¥ Aclveanhy
D Code, city or country — "Kenya” finds NBO and MBA.

9 Only countries that appear on this sheet are listed.

% Not priced to sell (0} © Priced to sell (0)

7 What would this consignment cost?

DESTINATION CHARGEABLE WEIGHT (KG)

200
Choose a destination.. v 1

@ Any lane on this sheet. ) Chargeable, not gross — volumetric weight is
worked out on the shipment, not here.

) Two sides to every cell: what the airline charges us, and what we charge the client. The upper figure is the carrier tariff, the lower one is the selling rate, and the line beneath is the margin per kg at that weight — worked out
through the ladder, so a single selling rate still shows its margin at every break. An em dash on the carrier side means the airline publishes no break there and the next lighter rate still applies; not priced on the selling side means
nobody has set one, which is not a margin of zero, To say “nothing here’, leave the box empty. Type 0 only for carriage that is genuinely free; it is labelled as such so the two can never be confused.

This sheet publishes 3 breaks: M - N - 45. A weight above the heaviest published break still prices at that break — the airline publishes no further one.

[ Africa World Airlines - GC - Export

DESTINATION H i 45 CURRENCY VALIDITY STATUS
MIN - CARRIER / SELL IKG - CARRIER / SELL /KG - CARRIER / SELL

No GC export sheet for Africa World Airlines

Nothing has been imported for this carrier, direction and cargo type. Another sheet may exist — the buttons above list every one on file.

2, Upload this sheet

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.

14



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.

1] ® Tema‘Clean‘ng & Forwar,,  OSEBO FREIGHT FORWARDING SUITE @ 364d left ! 0 a Dz.an?t.:‘.ﬁdrrums(rator

Rates by Lane

Which rate applies to which lane, and until when. The amounts come from the carrier rate
card the settlement engine already - K a ond that drifts from it — and are
changed ther

CARRIERS RATE LINES EXPIRED, STILL CHARGED IN FORCE TODAY
On the register Across the whole book Past expiry and still active — GSA reads active alone Inside their window and active
© Asat 30 Sep 2026, 14:35 £ Air cargo tariffs 83 Freight board

) These rates are shared with the GSA settlement engine, which bills real carrier accounts from them. This screen READS them and records which lane and which contract period each line belongs to. Amounts, bases and
retirement are changed on the carrier's own rate-card screen, so a rate that money is already reconciled against cannot be altered from a forwarding desk.

“% Where the rate book stands 13
In force taday Expired charged Mot yet in force Retired

INSIDE THEIR WINDOW AND ACTIVE PAST EXPIRY, AND "ACTIVE® A WINDOW THAT STARTS LATER INACTIVE — THE ENGINE IGNORES THESE

@ In force today

@ Find a carrier

AIRLINE NAME, IATA CODE OR AWB PREFIX

@ Part of any of them is enough. A carrier quotes its prefix on every air waybill; nobody quotes our own id for it

£ Withan expired ine (0}

=+ Carriers 3
CARRIER RATE LINES STANDING SETTLEMENT

Africa World Airlines 4 « Card in force GHS - DEMO-TMC-AW

AW - AWB 394 4 in force

Brussels Airlines Cargo 5 ~ Cardinforce EUR - DEMO-TMC-SN

SN - AWB 082 Sinforce

Ethioplan Alrlines 4 ~ Card in force USD - DEMO-TMG-ET

ET - AWB 071 4 in force

15



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.

v 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.

16



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

=

. Open Freight Forwarding — Shipments.

N

. 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. Itis the date the file is due, and it changes colour as that date

approaches and passes.

17



1] ® 'fe‘ma‘Clean‘ng & Forwar,,  OSEBO FREIGHT FORWARDING SUITE @ 364d left ! 0 a Dz.an?t.:‘.ﬁdn;ums(rator

> FREIGHT G

Shipment Register

Every file this desk is running, both directions. A forwarder does not run a promi
r — it runs a file against a clocl mebod: ch row leads with the
document the outside world quotes and ends with whatever i unting against it.

(O Asat 30 Sep 2026, 14:36 « Book animport 2 Book an export @ Free time & demurrage ¥ GSA settlements

. Find a shipment

BILL OF LADING, AIR WAYBILL, ENTRY, CONTAINER OR CARGO DIRECTION MODE STATUS
MAEU123456, CSQU3054383, IMP-OSB-202608 - v v v
T i e Both directions Any mode Any status
2 Part of any of them is enough. A client quotes a transport document and a terminal © Not a label on one list. An import clears customs ) Sea, air, road or rail —howthe  © Where the FILE is in its life —
quotes a container number — neither of them knows our own reference. atthe end and an export before it leaves, so the two  cargo physically travels. not where the cargo is. That is the
carry different journeys and different paperwork. journey on the row.
m @ Demurrage running (0) @ Free time nearly out (0) & Landed, nothing counting (0) E} PastETA(4) B No job folder (0) 2= GSA legs (0)
= The register 24
THE DOCUMENT BILLED TO LANE WHERE THE FILE IS PROGRESS. THE CLOCK WHO HAS IT
GHTKD - .-
235-41230137 - Departed ‘
AIR WAYBILL (AWB) sy ¢ 2,
BTG 305600 001 Tema Pharma Logistics BEANR gfégt Main carriage 0% 03 Oct 2026 Ama Mensah
finance@temapharma.com.gh Takoradi —+ i n[lhe T— 0 of 8 recorded expected - Sat ama mensah@osebofreight test
EXPORT i i i G
El Shipper, billed :r;twmp stage recorded Hothing meoeea et 3 days to go Lead
Air freigh
02 A falght Incoterm In Progress
agreed
GHTEM
HLCU240016257 ;L' -d-----
BILL OF LADING (8/L) =+ etivere
EXP-TMC-202609-002 Ashanti Cocoa Exporters DEHAM 8 of 8 - Destination ‘ 18 SEP 2026
: handling - 18 Sep 0% arrived - Fri Nobody assigned
7 EXPORT exports@ashanticocoa.com.gh Tema — 5 h lobody assigne
from the file's dates, no Landed Fri 18 Sep
Shipper, billed Hamburg 0 of 8 recorded
& Sea freight e stage recorded 2026
@ 1box Incoterm Completed
agreed
GHTEM
235-41230685 - ‘
AIR WAYBILL (AWB! . Booked only
! ! Northern Shea Collective USNYC d 0% 14 Oct 2026 Efua Boateng
EXP-TMC-202609-003 Nothing recorded on e 5 -
trade@northernshea.com.gh Tema — the journey yet 0 of 8 recorded expected - Wed efua.boateng@osebofreight.test
2 EXPORT Shipper, billed New York g e 14 days to go Lead  +1more
Perriin Peee ot lothing recorded yet
== Air freight No ending Acceptance
Incoterm
agreed
GHACC
HLCU240043352 =
BILL OF LADING (B/L) - Departed ‘
EXPTMC202509-004  yiolta Retal Group GBLON  Sof8-Mancariage. 0% 160ct2026  YawDarko
2 EXPORT payables@voltaretail.com gh ACEra — ’:5 SCDH — 0 of 8 recorded expected - Fri yaw.darko@osebofreight.test
Shipper, billed London Tom tie fes caesng 16 days to go Lead
£ Sea freight No stage recorded Nothing recorded yet
@ 1box Incoterm In Progress
agreed
GHACC
MAEU240054190 o 40 e 0
BILL OF LADING (8/L) o Departed ‘
EXP-TMC-202609-005  Takoradi Timber Company AFDXR St 8 Malncarriage 0% 29 Sep 2026 Ama Mensah

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. Setthe mode — sea, air, road or rail. The transport document is named from this, so set it

before you type the number.

w

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

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

New Import

The shipment itself: who is sending, who is receiving, which b itisin and where it is

going. Milestones, documents and free-day exposure are recorded on the file once it exist:

&« Back to register

¥ THE JOURNEY AN IMPORT RUNS — 7 STAGES

1.Booking confirmed 2 Shipped 3. Arrived (4. Customs entry lodged ) (5. Duty paid )

(6. Customs released ) 7. Delivered

Customs is cleared at the END, after the goods have landed and duty is payable — which is also when free time starts

running at the terminal

3 Thefile
SHIPMENT NUMBER DIRECTION
IMP-TMC-202609-014 Import

Allocated when you save, inside the transaction, so two clerks
opening a file in the same second can never be handed the same one.
This is what it would be right now.

2, The parties
SHIPPER CONSIGNEE
v
+ New + New

Who is sending the goods Who is receiving them.

= Carriage

BILL OF LADING (B/L) CARRIER

) The number the carrier issued. Searchable on the register — a client

rings quoting this and never our own reference.

ORIGIN

Search the register — code, city or country. Somewhere not on it can still be typed in full

DESTINATION — OUR END

2 Where the cargo lands — our end of this lane, and the terminal whose free days start counting the day

the box is discharged. It is also what a carrier rate is quoted TO.

ETD

dd/mm/yyyy

Estimated departure from origin. Useful for chasing the supplier; it is not what the late list measures.

® Tema Clearing & Forwar...

@ Set once, and it cannot be corrected later — a wrong directionis a
new file. It decides the numbering series, the 7 stages above, the
import entry below and which end of the lane is ours.

) The line, airline or haulier actually carrying it

OSEBO FREIGHT FORWARDING SUITE @ 364d left i)

a Demo Administrator

@ PAPERWORK CUSTOMS WILL STOP IT FOR

B Commercial invoice B Packing list B Transport document

@ Import declaration

Attach these on the file once it exists. Nothing here blocks the booking — the shipment
page lists what is still outstanding, and the register shows the cost of waiting.

TRANSPORT MODE *

Sea freight

How the cargo travels — and what the carrier's document is called
A vessel issues a bill of lading, an aircraft an air waybill, a truck a CMR
note. The field below renames itself when you change this.

WHO IS BILLED

Consignee
) Routinely not the party the desk telephones about the cargo. On an
import it is normally the consignee — our client is the one receiving —
but only normally, and this is the one a quote and an invoice go to.

VESSEL / FLIGHT VOYAGE

) Name or number as the carrier The voyage or rotation

states it number.

ORIGIN COUNTRY ORIGIN LOCODE

© UN/LOCODE, e.g. CNSHA. The same vocabulary
carrier rate lanes use,

) 1SO two-letter code, e.g. CN. Filled for you when
the origin is picked.

DESTINATION COUNTRY DESTINATION LOCODE

@ ISO two-letter code, e.g. GH. Filled for you when © UN/LOCODE, e.g. GHTEM for Tema.

the destination s picked

ETA — THE DATE THIS FILE RUNS TO

t

=] dd/mm/yyyy

Estimated arrival at our terminal. The late list is measured against it — and the free-day countdown starts
from the day the box is actually discharged, not from this

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.

A WATCH OouT

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.
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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.

1] ® fe‘m.cleaﬂng & Forwar,, OSEBO FREIGHT FORWARDING SUITE @ 364d left ! 0 a Dz.an?t.:‘.ﬁdn;ums(rator

STI

EXP-TMC-202609-001

Sawn timber, kiln dried - Takoradi = Antwerp

JOURNEY RECORDED ETA OPEN HOLDS DOCUMENTS OUTSTANDING CLIENT LAST TOLD
o,
0% 03 Oct 2026 0 4 1d ago
Nothing recorded yet On the promised date Nothing holding this file Of the set this direction requires Goes on the quiet list after 7 days
£: Air Waybill (AWB) 235-41230137 - EXP-TMC-202609-001 - In Progress & Edit the file @ Raise free-time exposure & Close shipment ¢ Register

J @ Raise against JOB-0002
Raising quotes, invoices and purchase requests needs the matching ESS permission. The lists below still show what has been raised

@ What this file needs 3tolookat

Nothing has been recorded on the journey
The file says the cargo is due 3 Oct 2026 and no step has been marked. Nobody reading this can say where it actually is.

Record a milestone -

4 required documents are missing or expired
Customs will not take an expired document any more than a missing one, so both are counted here. Optional paperwork Open the checklist

isnot.

Nothing has been quoted or committed on this job
Nobody in this organisation has offered a quote or committed spend against this job. A shipment being worked with no Raise a quote -
commercial record behind it is how a job finishes unbilled

2 Quotes

© What has been offered on this job. Scoped the way the quote register scopes it, 5o this is what you may see — not necessarily every quote on the job.

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.

1] ® fe‘m.cleaﬂng & Forwar,, OSEBO FREIGHT FORWARDING SUITE @ 364d left ! 0 a Dz.an?t.:‘.ﬁdn;ums(rator

STI

EXP-TMC-202609-001

Sawn timber, kiln dried - Takoradi = Antwerp

JOURNEY RECORDED ETA OPEN HOLDS DOCUMENTS OUTSTANDING CLIENT LAST TOLD
o,
0% 03 Oct 2026 0 4 1d ago
Nothing recorded yet On the promised date Nothing holding this file Of the set this direction requires Goes on the quiet list after 7 days
£: Air Waybill (AWB) 235-41230137 - EXP-TMC-202609-001 - In Progress & Edit the file @ Raise free-time exposure & Close shipment ¢ Register

J @ Raise against JOB-0002
Raising quotes, invoices and purchase requests needs the matching ESS permission. The lists below still show what has been raised

@ What this file needs 3tolookat

Nothing has been recorded on the journey
The file says the cargo is due 3 Oct 2026 and no step has been marked. Nobody reading this can say where it actually is.

Record a milestone -

4 required documents are missing or expired
Customs will not take an expired document any more than a missing one, so both are counted here. Optional paperwork Open the checklist

isnot.

Nothing has been quoted or committed on this job
Nobody in this organisation has offered a quote or committed spend against this job. A shipment being worked with no Raise a quote -
commercial record behind it is how a job finishes unbilled

2 Quotes

© What has been offered on this job. Scoped the way the quote register scopes it, 5o this is what you may see — not necessarily every quote on the job.

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

knowing where the cargo actually is.

v 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.

ﬂg ® 404 - PAGE NOT FOUND

We couldn’t find that page

The page or record you're looking for may have been moved,
renamed, deleted, or never existed. Check the address, or head
back to your dashboard to continue working.

08 Go to dashboard € Go back

30 Sep 2026, 14:36 - Reference | 56C736438C

2026 © Osebo Workforce Cloud - Need a hand? Return to your workspace

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.

R P Demo Administrator
1] ® Tema Clearing & Forwar.. | OSEBO FREIGHT FORWARDING SUITE @ 364d left bial 4y e

2 Lo

Container Register

Every box on the where the termin: s itis, and what is holding it. Read-only: the
nal writes these records, and a forwarder reads them to answer one question — is this

till costing me money.

CONTAINERS IN TERMINAL UNDER HOLD NO TERMINAL RECORD

On the register Yard, hold, released or ready AAn active hold stops collection ©n our register, not on a terminal's

(O Asat 30 Sep 2026, 14:36 @ Free days & demurrage £ Shipment register 95 Freight board
2. Find a box

CONTAINER NUMBER, I1SO CODE OR OWNER TERMINAL STATE

Any state v

2 Part of any of them is enough. A terminal quotes the container number and nothing else. ) The terminal’'s own state for the box. A forwarder reads it; nothing on this page writes it.
@ # Under hold (0) B No terminal record (0) % Reefer ¢ Hazardous

© Boxes ]
CONTAINER SHIPMENT BILLED TO TERMINAL STATE DWELL FLAGS

No containers recorded

Container records come from the terminal side of the platform. A forwarder who does not run a terminal still tracks boxes by number on the shipment itself,

2026 © Osebo Freight Forwarding Suite. Designed & Developed By Marvalinks Digital
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.

A 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

=

. 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.
a4

. Act on the top three. That is the whole job of this screen.
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1] ® fe‘mah‘leaﬁng & Forwar,,  OSEBO FREIGHT FORWARDING SUITE @ 364d left ! 0 E_)z.an?o Adn;ums(rator .

whose free time is running, counted down from the day the clock started.
Demurrage is the most predictable cost in forwarding and the one most often paid anyw

sually discovered from the terminal’s invoice rather than from a register.

RUNNING PAST LAST FREE DAY DUE WITHIN 3D EXPOSURE
6 0 0 GHG 4,725.00
Not cleared or waived Charges accruing now Roughly what clearing takes Projected where rated, estimated otherwise
© Asat 30 Sep 2026, 14:36 + Raise © Contai £: Shipt register g Freight board
@ 6 exposures have no free-time start date, so no last free day can be worked out for them. It is not low risk — it is unmeasured, and it surfaces on the terminal's invoice rather than on this page. Set the discharge or gate-in
each and the countdown starts
2 How the countdown stands 6
Past free time Free time nearly gone Inside free time No clack set
CHARGES ACCRUING RIGHT NOW INSIDE, BUT NOT FOR MUCH LONGER ROOM BEFORE THE CLOCK RUNS OUT CANMOT BE COUNTED DOWN AT ALL
@ No clock set

@ The running book split four ways, so the four add up to it. Cleared and waived rows are not here — they are history, and history is reached from the status filter below rather than folded into a countdown that has
already stopped.

1. Find an exposure

NUMBER, SHIPMENT REFERENCE, CLIENT OR OWNER CHARGE TYPE STATUS
SHP-202608-001 v 4
‘ Any type Any status
@ The free-text shipment reference is still searchable — it is whatthe ~ © Demurrage is billed by the terminal, detention by the line. Chasing @ Cleared and waived stay on the register — this quarter's bill is next
terminal quotes, and the only handle on rows raised before shipments  the wrong counterparty costs a week. quarter's negotiation.
could be linked.
m & Still running (6) & Past free time (0) @ Nearly gone (0) @ No clock set (6)
(: Exposures 6
ON BILLED TO FREE TIME COUNTDOWN cosT STATUS
SHP-202609-001
DLY-LOG-00L Tema Pharma Loglstics 7 free days @® Cannot be counted GHE 475.00 Monitoring — inside free time
Demurrage — box stillin the terminal 2 Kwame Boateng No start date set Typed estimate — no daily rate set

Not linked to a shipment

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.

N ra Demo Administrator
© ® Tema Clearing & Forwar,, OSEBO FREIGHT FORWARDING SUITE @ 364d left o Jay it

Shipment procedure

The stages your shipments move through and the paperwork they must carry. Every
forwarder runs a different procedure — this is yours.

¥ Import 2 Export 4y Incoterms & checklists
2 Import timeline 7
ORDER STAGE WHAT IT MEANS PHASE ON THE TIMELINE
Booking confirmed . N R N
10 Shipment booked with the supplier or carrie Qrigin handling (] Save
booked
Shipped
20 PP Left the origin. This sets the actual departun Main carriage Save
shipped stamps actual departure
Arrived
30 Landed at the destination port or airport. Main carriage Save
arrived stamps actual arrival
Customs entry lodged
40 L Declaration filed for clearance. Import customs Save
entry_lodged
Duty paid
50 Assessed duty and taxes settled. Import customs ] Save
duty_paid
Customs released y
60 Cleared to leave the port, Import customs Save
customs_released
Delivered
70 Confirmed received by the consignee. Destination han Save
delivered
ADD A STAGE WHAT IT MEANS AFTER
i At the end ¥
+ Add stage
) Import paperwork 9
ORDER DOCUMENT WHAT IT IS REQUIRED EXPIRES ON THE LIST
Commercial invoice o
10 The seller's invoice for the goods. Customs value: [ -] (] Save
commercial_invoice
Packing list L " "
20 What is in each package, and what it weighs. n (] Save
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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.

v 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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1] ® Tema‘Clean‘ng & Forwar,,  OSEBO FREIGHT FORWARDING SUITE @ 364d left ! 0 a Dz.an?t.:‘.ﬁdrrums(rator

TE

Customs Clearance Register

Every declaration this desk is running, findable by the number the caller is holding. The entry

itself is filed with Ghana Customs — what live: re is our own workflow around it: wh
preparing it, a ed, what has been paid, what was queried, and when the c.

was releas

(O Asat 30 Sep 2026, 14:36 + New declaration & Duty & charges @ Turnaround report & Forwarding desk 88 Customs desk

Q. Find a declaration

REFERENCE, ENTRY NUMBER, PERMIT OR BROKER STAGE REGIME
AR Any stage e Any regime v
) Part of any of them is enough. An agent rings quoting the customs entry, never our © Where the file has got to in our workflow — not an ICUMS status © What the entry was filed under. An import for
own reference. code. home use and one for warehousing attract different
duty,

{> Still being worked 25 < Lodged, not released 19 @ Underquery 5 @ Over7days 15 t® Dutyunpaid 5

& Where these 30 have got to
Draft & Submitted 5 Assessment Payment pending 5 Examination 4 Query 5 Released 2 Completed 3

= The register 30
DECLARATION BILLED TO STAGE AT THIS STAGE DUTY OUTSTANDING SHIPMENT OUR AGENT NEXT

- - Nobod:
GH-2026-077123 Northern Shea Collective Submitted ¢ IMPORT - Y
DEMO-TMC-CUS- \edednsitheshia.comah 20d lodged Not assessed |MP.TMG:202609- assigned & Release
024 AFCFTA Trade Desk Waiting on customs 013 Takoradi
Import (home use) e Collection
Sg;gurz’ﬁ;uzzgoo Tema Pharma Logistics GHS 0.00 7 EXPORT Nobody
b i o finance@temapharma.com.gh Completed 2d to release Sk 5anian assessed EXP-TMC-202609- assigned &) Open
Export SoConBroerg AR 001 Tema Collection
GH-2026-077101 " 2 EXPORT Nobod:
DEOTHCCUS. g ceeaman P g GHS 1020635 cssgned e

ant X EXP-TMC-202609- i

Essml Terna Clearance Partners Cursoimaye LOFocZS asemet - o KIA Collection payment
S;;iorz’:;nzzim Northern Shea Collective P A EXPORT Nobody
Export AfCFTA Trade Desk il 003 Aflao Frontier

- - Nobaod
Sg'Mé"f:COzsgos Volta Retail Group e 7 EXPORT Ny

St payables@voltaretail.com.gh 19d lodged Not assessed EXP-TMC.-202609- assigned & Release

o4 Gold Coast Brokers Waiting on customs 004 Takoradi
Export 0 Collection
GH-2026-077104 " g
DEMO-TMC-CUS- Takoradi Timber Company Examination GHS 0.00 Robocly Record
oo shipping@takoraditimber.com.gh deasm of 15,265.00 assessed  EXP-TMC-202609- assigned outcome
i Terna Clearance Partners Waiting on customs ’ 00! Tema Collection

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.

1] ® Tema‘Clean‘ng & Forwar,,  OSEBO FREIGHT FORWARDING SUITE @ 364d left ! 0 a Dz.an?t.:‘.ﬁdrrums(rator

EBO L SUITE

Customs Clearance Register

Every declaration this desk is running, findable by the number the caller is holding. The entry

itself is filed with Ghana Customs — what lives here is our own workflow around it: wh
preparing it, what was assessed, what has been paid, what was queried, and when the
d.

(O Asat 30 Sep 2026, 14:36 + New declaration & Duty & charges @ Turnaround report & Forwarding desk 88 Customs desk

Q. Find a declaration

REFERENCE, ENTRY NUMBER, PERMIT OR BROKER STAGE REGIME
e e e Any stage v Any regime Y
) Part of any of them is enough. An agent rings quoting the customs entry, never our © Where the file has got to in our workflow — not an ICUMS status © What the entry was filed under. An import for
own reference. code. home use and one for warehousing attract different
duty,

{> Still being worked 25 < Lodged, not released 19 @ Underquery 5 @ Over7days 15 t® Dutyunpaid 5

& Where these 30 have got to
Draft & Submitted 5 Assessment Payment pending 5 Examination 4 Query 5 Released 2 Completed 3

= The register 30
DECLARATION BILLED TO STAGE AT THIS STAGE DUTY OUTSTANDING SHIPMENT OUR AGENT NEXT

- - Nobod:
GH-2026-077123 Northern Shea Collective Submitted ¢ IMPORT - Y
DEMO-TMC-CUS- Viadedrohothshes comigh 20d lodged Not assessed |MP.TMG:202609- assigned & Release
024 AfCFTA Trade Desk Waiting on customs 013 Takoradi
Import (home use) e Collection
Sg;gurz’ﬁ;uzzgoo Tema Pharma Logistics GHS 0.00 7 EXPORT Nobody
el finance@temapharma.com.gh Completed 2d to release of 8,520.00 assessed EXP-TMC-202609- assigned 8 Open
Export S0 cot By AR 001 Tema Collection
GH-2026-077101 " 2 EXPORT Nobod:
DEMO-TMC-CUS- Ashant C?foa Exporters . Payment pending SR GHS 10,206.25 ik & Record
e exports@ashanticocoa.com.g S of 10,206.25 assessed  EXP-TMC-202609- assigned payment

Tema Clearance Partners 00! KIA Collection

Export
S;;iorz’:;nzzim Northern Shea Collective P A EXPORT Nobody
Export AIGFTA Trade Desk RIS 003 Aflao Frontier

- - Nobaod
GH-2026-077103 13 et Group o » exonr o

St payables@voltaretail.com.gh 19d lodged Not assessed EXP-TMC.-202609- fesang & Release

o4 Gold Coast Brokers Waiting on customs 004 Takoradi
Export 0 Collection
GH-2026-077104 ) T
DEMO-TMC-CUS- Takoradi Timber Company Examination GHS 0.00 Robocly Record
o shipping@takoraditimber.com.gh 16d selected 115,265.00 d EXP-TMC-202609- assigned "
Export Tema Clearance Partners Waiting on customs of 13, assesser 00 Terna Collection outcome
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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.

A 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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SRGANIZ " e Demo Administrator
® ® Tema Clearing & Forwar,,  OSEBO FREIGHT FORWARDING SUITE | © 364d left = Q a Frant Biime

TE

Duty & Charges

What customs hi e be nd what Il owed.
These are the desk' vn figures — a duty becomes a cost of a job by going through a
purchase request, and th &L is read from the ledger, never from here.

(O Asat 30 Sep 2026, 14:36 + New declaration @ Turnaround report & Forwarding desk = Clearance register 85 Customs desk

% Narrow it down

CURRENCY SHOW
. v ) " v

All currencies Still outstanding

© Figures are never summed across currencies, so picking one is how @ Settled entries stay readable — they are just not what this page is % Cl
lear

you get a total you can act on. for.

5 GHS 135,343.75 outstanding 5

X Purchase Requests is not installed, so duty cash cannot be requested from these declarations. The amounts below still record what was assessed and paid.

[ Assessed declarations 5
DECLARATION BILLED TO STAGE ASSESSED & PAID OUTSTANDING VOUCHER JOB MARGIN NEXT

GH-2026-077116

TMC-CUS- Accounting not
DEMO-TMC-CUS-017 Ashanti Cocoa Exporters G GHS 35,500.00 GHS 35,500.00 B Nothing raised ]

IMP-TMC-202609-006 exports@ashanticocoa.com.gh 0.00 paid installed
assessed Sep 26, 2026

panee: -

DEMO-TMC-CUS-012 Akwaaba Foods Payment pending GHS 27,068.75 GHS 27,068.75 B Nothing raised Aecounting ot s
IMP-TMC-202609-001 accounts@akwaabafoods.com.gh 0,00 paid installed

assessed Sep 20, 2026

GH-2026-077106

DEMO-TMC-CUS-007 Volta Retail Group Payment pending GHS 18,637.50 GHS 18,637.50 & Nothing raised Accountiignot
EXP-TMC-202609-007 payables@voltaretail com gh 000 paid installed

assessed Sep 15, 2026

GH-2026-077101

DEMO-TMC-CUS-002 Ashanti Cocoa Exporters BrmTan)  GHS1020625  mmenerer 8 Nothing raised | o o9 Nt
EXP-TMC-202609-002 - exports@ashanticocoa com.gh 0,00 paid installed

assessed Sep 10, 2026

GH-2026-077121

DEMO-TMC-CUS-022 Tema Pharma Logistics Paymast: paqtiung GHS 43,931.25 GHS 43,931.25 B Nothing raised Accounting not
IMP-TMC-202609-011 finance@temapharma.com.gh 000 paid installed

assessed Sep 10, 2026

2026 © Osebo Freight Forwarding Suite. Designed & Developed By Marvalinks Digital

Figure 17 — Duties — what was assessed, what was paid, and the gap between them. The gap is what the turnaround

SCreen measures.

v 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.

N ra Demo Administrator
a] ® Tema Clearing & Forwar,, OSEBO FREIGHT FORWARDING SUITE (@ 364d left e Jay ar B

UITE

Clearance Turnaround

Days from lodging an entry to the cargo being released. This is the number a forwarder
and judged on, and every figure here i mputed from the two timestamps — nothing is

stored, 50 correcting a date corrects the report.

(@ Asat 30 Sep 2026, 14:36 + New declaration @& Duty & charges & Forwarding desk = Clearance register 85 Customs desk
£ Window
FROM
TO
01/10/2025 a
30/09/2026 =]
2 Measured on the RELEASE date, 5o a clearance counts in the month x Reset
it finished. Defaults to today and twelve months back. ese

H What a clearance costs this desk

) Of 4 clearances released in this window, a typical one took 5.5d and the average was 5d. The quickest cleared in 2d and the slowest took 7d.
< Still open, averaging 13.4d so far 15 @ Open longer than 7 days 15 ) Of those, under query 5

) The two ageing figures are counted as at today and are not affected by the window — a file still open has no release date to place it in a month. The averages are counted on the RELEASE date, 5o a clearance belongs
to the month it finished in rather than the month it started.

~ How long a clearance took, month by month

6.0d i Month by month 12

55d MONTH RELEASED AVERAGE

5.0d Oct 2025 0 Naothing released

45d Now 2025 0 Nothing released
Dec 2025 0 Nothing released

4.0d

Oct 2025 Nov 2025 Dec 2025 Jan 2026 Feb 2026 Mar 2026 Apr 2026 May 2026 Jun 2026 Jul 2026 Aug 2026 Sep 2026
Jan 2026 o] Nothing released
Feb 2026 0] Nothing released
Mar 2026 0 Nothing released
Apr 2026 0 Nothing released
May 2026 0 Nothing released
Jun 2026 0 Nothing released
Jul 2026 0 Nothing released
Aug 2026 0 Nothing released
Sep 2026 4 5d

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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1] ® Tema‘Clean‘ng & Forwar,,  OSEBO FREIGHT FORWARDING SUITE @ 364d left ! 0 a Dz.an?t.:‘.ﬁdrrums(rator

ENUE & SETTLEME

Cargo Desk

This desk sells space on somebody else’s aircraft. Ever ybill carries a receivable from the

client, a payable to the carrier, and the sliver between them — which is the only part the
company keeps. What follows is where each carrier's month stands, and what opping it

closing.

= Register O Settlements #+ Carriers © Reports [ File Waybill ]

& The settlement position 3

The equation covers everything not yet swept into a batch, in each carrier's own settlement currency — three currencies here, and none of them added to another. The line beneath it is about the month that closes NEXT,
because a close claims one period at a time and refuses over any waybill in it the client has not finished paying.

Africa World Airlines Rejected Brussels Airlines Cargo Pending Review
AW - settles in GHS - 4 rate card lines SN - settles in EUR - 5 rate card lines
« BILLED, BEFORE TAX » OWED TO CARRIER  COMMISSION @ DESK KEEPS « BILLED, BEFORE TAX OWED TO CARRIER  COMMISSION @ DESK KEEPS
118,967.00 _ 99,684.00 + 1,053.90 - 20,336.90 11,812.56 _ 10,557.21 4+ 14633 - 140168
GHS - 3,090.46 tax GHS - a payable GHS - on carrier GHS - margin plus EUR - no tax on this EUR - a payable EUR - on carrier EUR - margin plus
invoiced on top. freight commission card, freight commission
— —
Margin 16.2% of billed GHS 19,283.00 before commission Margin 10.6% of billed EUR 1,255.35 before commission
@ July 2026 is ready to close. All 4 waybills in it are paid in full. & August 2026 cannot close yet — 2 of its 4 waybills still owe EUR 2,195.35. Record the
payments, or ask finance to authorise this period.
Next to close: July 2026, 4 of 11 loose waybills - 83 days unremitted Next to close: August 2026, 4 of 7 loose waybills - 58 days unremitted
@ The waybills & Close Jul @ What is blocking it & Close Aug
“
Ethiopian Airlines Approved

ET - settles in USD - 4 rate card lines

© BILLED, BEFORE TAX 7 OWED TO C } COMMISSION ® DESK KEEPS
15,414.15 _ 13,7120 + 95.00 = PL797:5
USD - no tax on this USD - a payable USD - on carrier USD - margin plus
card freight commission

—_—

Margin 11.0% of billed USD 1,702.15 before commission

& August 2026 cannot close yet — 2 of its 3 waybills still owe USD 2,559.00. Record the
payments, or ask finance to authorise this period.

Next to close: August 2026, 3 of 7 loose waybills - 55 days unremitted

@ What s blocking it & Close Aug

¢ Where settlements have stopped

AWAITING FINANCE REVIEW REJECTED AND REOPENED
Closed by the desk, waiting on an accountant. Waybills released back onto the register. The period needs

EUR 943.91 of desk income held here. closing again

GHS 6,347.90 of desk income held here.
) Oldest: CRS-SN-202607 - waiting 58 days.

Oldest: CRS-AW-202607 - waiting 58 days.
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.

13} [ ] Tema Clearing & Forwar... OSEBO FREIGHT FORWARDING SUITE @ 364d left

REVENUE

Carriers

The airlines this desk s ace for. Each carries its own rate card, because commission and
fees are negotiated per agreement — not set once for the whole company. What each
agreement is worth is the column on the right.

23 Cargo Desk + Add Carrier

2] Agreements

CARRIER RATE CARD WAYBILLS BILLED REMITTED EARNED ONIT
Africa World Airlines a 14 GHS 148,464.80 GHS 124,516.00 GHS 25,264.90
AW - AWB 394 - settles in GHS 11 still loose 17.0% of billed
Brussels Airlines Cargo 5 14 EUR 26,946.80 EUR 24,033.83 EUR 3,246.58
SN - AWB 0B2 - settles in EUR 7 still loose 12.0% of billed
Ethiopian Airlines 4 14 USD 32,076.30 USD 28,576.00 USD 3,698.37
ET - AWB 071 - settles in USD 7 still loose 11.5% of billed

2026 © Osebo Freight Forwarding Suite.

e Demo Administrator
i b a "

3
LAST SETTLED STATUS
Jul 2026 e
CRS-AW-202607 - Rejected
1ul 2026 e
CRS-5N-202607 - Pending Review
Jul 2026 AT

CRS-ET-202607 - Approved

Designed & Developed By Marvalinks Digital

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.

A 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 wayhbill

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.

% ra Demo Administrator
© ® Tema Clearing & Forwar., OSEBO FREIGHT FORWARDING SUITE (@ 364d left & jay w k-

R E

Air Waybill Register
Every waybill Id. Each one carri ee figures that point in different

directions — what the client ow what th rrier is owed, and what is left over

g3 Cargo Desk ® Import + File Waybill

V' Quick views

Not yet settled 25 Stillowing 12 Chargeable below gross 4

) Counted across the search, carrier and date range currently applied — not inside one another, so a chip's figure does not move when another is clicked.

Q. Find a waybill

AWB, SHIPMENT NUMBER, CLIENT OR CARGO CARRIER CHARGE STATE
— Any — e — Any — v
Part of any of them is enough. @ Whose rate card the waybill was priced on. What the calculation produced.
SETTLED PAYMENT DATA QUALITY
—All - ¥ — Any — b —Any — 2
@ Nothing is hidden unless you ask. ) What the client has actually sent. © Rows that will not reconcile as they stand.
CLIENT LINK SHIPPED FROM SHIPPED TO
= Argy = v dd/mm/yyyy [m] dd/mm/yyyy (m]
9 A free-text client cannot be invoiced. 2 Earliest date. © Latest date

 Cear

[ What this view comes to

CURRENCY INVOICED COLLECTED OUTSTANDING REMITTED DESK INCOME
EUR 26,946.80 23,745.85 3,200.95 24,033.83 3,246.58
GHS 152,309.13 136,449.75 15,859.38 124,516.00 25,264.90
usb 32,076.30 26,958.30 5,118.00 28,576.00 3,698.37

) Totals are per currency. 3 settlement currencies are in this view, 5o there is no single total — minor units of one are never added to minor units of another. Across every waybill matching the filter above, not just this
page. Invoiced is the charges plus their tax — what the client was asked for — so collected and outstanding measure against it. Invoiced, remitted and desk income point in different directions and are never summed.

#» The register 42
WAYBILL CLIENT ROUTE WEIGHT BILLED PAID BALANCE REMITTED INCOME STATUS

394-41205617 ACC — HS GHS s s

TMC-CRS- GOLDEN EXOTICS LTD Los 145 kg " a
202609-0042 finance@goldenexotics.gh Africa World grossog 109760 GHS0.00 1,140.44 932.00 174.30 Calcutated B o
26 Sep 2026 Airlines (AW) HIRcAzEd uiposd

071-41204658 ACC— 2,960 s e

THEEhe BOMARTS FARMS DXB kg usD usb uso Calculated B o
202609-0035 ap@bomarts.com Ethiopln aedes 4,026.00 181170 221430 3,572.00 478.86 =
25 Sep 2026 Airlinas (FT) 2 QA0 1 payment part paid

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.
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¢ 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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1] ® Tema‘Clean‘ng & Forwar,,  OSEBO FREIGHT FORWARDING SUITE @ 364d left ! 0 a Dz.an?t.:‘Adrrumslrator

NUE

Settlements

Each batch is one carrier's period, closed by the desk and reviewed by finance before

anything reaches the ledger. Nobody closes and approves the same month.

g5 CargoDesk | | @ CloseaPeriod |

2 Waiting on finance

SETTLES IN BATCHES DESK INCOME HELD OLDEST HAS WAITED
EUR 1 94391 58 days

0 One row per settlement currency, and they are never added together — minor units of dollars summed with minor units of cedis is a confident figure that is not money in either.

7 Quick views

Awaiting review 1 Approved 4 Rejected 1

CARRIER

- A"y = v g

9 One airline's batches only.

2 Authorise an unpaid close
) The desk cannot close a period containing unpaid waybills. Authorising one here lets them close that carrier and that period once — your name and your reason are copied onto the settlement, and the authorisation
is spent when it is used
CARRIER * PERIOD START * PERIOD END * WHY IS THIS BEING AUTHORISED? *
v
Africa World Airlines simm/yy = el vy =2

© Recorded against the settlement with your name. This sentence is the authorisation.

CARRIER PERIOD REASON

Africa World Airlines 01 Jun 2026 - 30 Jun 2026 1 waybill still owing at month end; the carrier is remitted on its own cycle and the receivable is being chased separately.

1 Batches 6
CARRIER & PERIOD WAYBILLS BILLED REMITTED DESK KEEPS WHERE IT IS

Africa World Airlines

01Jul 2026 - 31 Jul 2026 4 GHS 37,464.10 GHS 31,448.00 GHS 6,347.90
CRS-AW-202607 Fuel surcharge on three waybills does not agree with the September car.

Rejected

Ethiopian Airlines

01Jul 2026 - 31 Jul 2026 4 USD 9,634.95 UsD 8,582.00 USD 1,112.46 Approved
CRS-ET-202607

Brussels Airlines Cargo

01Jul 2026 - 31 Jul 2026 3 EUR 7,765.88 EUR 6,918.26 EUR 943.91 Pending Review ¥ Approve
CRS-SN-202607

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.

OSEBO FREIGHT FORWARDING SUITE @ 364d left i) fal a Demo Rdminkstrator:

© ® Tema Clearing & Forwar...

Heads up
Your plan does not include this feature.

Plan Payment & Renewal Upgrade to unlockit

Tera Clearing & Forwarding - your assigned plan and everything billed with it — plan tiers and negotiated pricing are managed by the platft

SUB IPTION - PLAN ENT & REN @

v Osebo Freight Forwarding Suite Yearly billing lan set by administrator

€ My Subscription @ Billing

Osebo Freigh... 29 Sep 2027

¥ Insights & Recommendations

Plan changes are managed by your platform administrator
Your plan tier was assigned when the workspace was set up. From here you can renew and switch billing cycle — to move to a different tier, contact support@oseboworkforce.com.

What you pay for GHS 0.00 / yearly

Your plan, and the cycle it is billed on

¥ Osebo Freight Forwarding Suite Plan Core Plan GHS 0.00 / year

a2 Osebo Freight Forwarding Suite Industry Suite

Plan — billed yearly in GHS GHS 0.00 / year

One subscription, ane renewal date. What it costs is agreed with our team rather than picked from a price list — renewals and the billing cycle stay yours to change here.

Renewal opens on 26 Sep 2027. This subscription is paid up to 29 Sep 2027, so there is nothing to settle yet — paying now would buy a period you already have. Come back from 26 Sep 2027, or add

seats and pay for those at any time.

5] Osebo Freight Forwarding Suite — Monthly (2 Osebo Freight Forwarding Suite — Annual Current cycle

GHS 0 / month GHS 0 I year

3 Switching takes effect at the end of your current period (2027-09-29) — no payment @ You are on this cycle — it renews 29 Sep 2027 and bills automatically.

today

2026 © Osebo Freight Forwarding Suite. Designed & Developed By Marvalinks Digital

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.
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A 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 itis 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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© @ Temahleaﬁné & Forwar..

Mails & Courier

Mail in from the postal operator against their receptacle / Cl the carrier's AWB written

ame bags, stamped to destination, then invoiced and settled. open in the

S Update & track

(OSEBO FREIGHT FORWARDING SUITE @ 364d left i)

Iy Demo Administrator

BILLED THIS MONTH PAYABLE THIS MONTH MARGIN
1,243.36 534.70 708.66
August: B11.42 August: 549.07 August: 262.35

& 1-Receive £ 2-Update & track 2= Waybills @ Settlements @ Reports

2 Needs you

& 1 settlement awaiting approval
~" Closed and waiting on a second person. Nothing is invoiced or paid until one looks.

Q@ 4 bags past the transit SLA
Sitting at the hub longer than the lane allows. This is the leg that goes wrong on this route.

5 bags waiting more than 3 days
Received and still on no waybill. Ordinary for a day or two; worth a look after that

]

~ Where the mail is

1 2 3
=] ] s

5 5| O o) 3

Received, no waybill Has an AWB, not flown In transit

Type the carrier's AWB onto them Stamp them departed from origin Keep stamping as the carrier
in Update & Track, with the status. once the aircraft goes. reports movement.

NOT YET BILLABLE

399.51

Priced but on no waybill

@ Destinations @ Rate book

27

Arrived, unsettled
Nothing to chase — it will be

picked up by the next settlement.

@ Settings
Review -
See the bags »
Load them -
5
L
., 15
Settled

Historical. Reopen the settlement
to change anything.

@ Step 1is receiving from the postal operator against their receptacle / CN38 — one number, two names for it, Step 2 is entering the same items in the carrier's system, which issues the AWB — that number comes back

here and the bags are attached to it. After that it is stamping status until the mail arrives, which completes the shipment. Settlement is the month, not the shipment.

{1 Billed, payable and margin by month

1,500.00

1,000.00

500.00

Jul Aug

M ited [l Payable [l Margin

) Billed s per receptacle on the day it was received; payable is per waybill on the day it flew, They are different grains on purpose — the margin is the gap between two figures that are each correct in their own right,

never a single query split in two

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.

Rate book

® Tema Clearing & Forwar...

One lane, both sides of the trade. What the postal operator is invoiced per kilogram, and what

the carri

25 Overview 8 1-Receive

Open a lane

DESTINATION *

Choose

The lane this card prices.

IN FORCE FROM *

30/09/2026

9 Movements are priced at the card in force on the
day they flew, 50 a later correction never restates an

invoice already sent

+ Open the lane

[ Lanes

# DESTINATION

1 ARN
2 BOM
3 CAl

4 Dss
5 GBR
6 NRT
7 YYZ

S 2 Update & track

OPERATOR / KG

— with the minimum that floors a whole waybill.

2= Waybills

CURRENCY *
v usb

@ Both sides are priced in it

TRANSIT SLA (DAYS)

[m]

© What dwell at the hub is
measured against.

CARRIER / KG
3.0500 2.2000
7.6800 5.0000
3.8200 1.5000
3.8200 21000
4.5000 3.6000
6.1000 3.1000
45000 3.6000

s Settlements

& Reports

OPERATOR RATE / KG *

© What the postal operator is
invoiced, per receptacle.

DELIVERY SLA (DAYS)

@ Origin to destination, end to
end.

MARGIN / KG MINIMUM
0.8500 15.00
26800 20.00
2.3200 0.00
1.7200 0.00
0.9000 0.00
3.0000 0.00
0.9000 0.00

OSEBO FREIGHT FORWARDING SUITE

© 364d left

@ Destinations

CARRIER RATE / KG *

© What the airline charges, per
waybill.

SLA IN FORCE

3 01 Jan 2026

5 01Jan 2026

2 01Jan 2026

2 01 Jan 2026

3 01Jan 2026

6 01Jan 2026

4 01 Jan 2026

@ Rate book

O e

Derrrr.)‘Adn‘Hnlslratnr

@ Settings

CARRIER MINIMUM *
0

@ Floors the whole waybill. It is the carrier's term
and never reaches the operator’s invoice.

7
STATUS
In force - priced 2 Edit
In force - priced & Edit
In force - priced & Edit
In force - priced ¢ Edit
In force - priced 2 Edit
In force - priced & Edit
In force - priced 2 Edit

A lane that has priced nothing is corrected in place. A lane that has already priced mail is superseded from the date you give — the old card stays on record, so every month already settled still reprints at the figure it was

settled at.

2026 © Osebo Freight Forwarding Suite.

Designed & Developed By Marvalinks Digital

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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A 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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£ MAIL

Receptacles

Every sealed bag the postal operator has handed over, against the recepta CN38 their
system sent with it — where each one has got to, how long it has been at the hub, and

her it can be invoiced yet.

35 Overview £ 2-Update & track £ Waybills @ Settlements @ Reports & Destinations @ Rate book @ Settings

(O Asat 30 Sep 2026, 14:36 + Receive a receptacle & Stamp a batch

2. Find a receptacle

RECEPTACLE / CN38 DESTINATION

Any destination o

@ Part of the number is enough. This is the operator’s number, which is what they quote Where the mail is going. The lane decides both the price and the SI

— not the carrier's AWB. transit allowance.

50 Every bag 0 c 5 Awaiting a waybill 4 Past its allowance 4 Sitting at the hub 41 Arrived

% The register 50
THE BAG PARTIES LANE WEIGHT WHERE IT IS AT THE HUB STATUS
EMS
GHACCBARNAACN40009001961550 Shipper
15.000 ki & s o
RECEPTACLE / CN38 ET ARN epmcgs Received, nothing stamped Notatthe hub yet Awaiting a waybill
AWB not loaded yet Carrier
Received 27 Sep 2026
EMS
GHACCBYYZAACN40009002438021 Shipper
T 8.400 kg . =
RECEPTACLE / CN38 ET YYz et Received, nothing stamped ok Sl Awaiting a waybill
AWB not loaded yet Carrier
Received 26 Sep 2026
EMS
GHACCBCAIAACN40005003067668 Shipper
ECEET 23.300 kg - - i
RECEPTACLE / CN38 ET cAl e Received, nothing stamped T Awaiting a waybill
AWB not loaded yet Carrier
Received 25 Sep 2026
LETTER POST
GHACCBBOMAACN40009004096580 Shipper
RECEPTACLE / CN38 20.100 kg . -
ET BOM 2pieces  Received, nothing stamped Not at the hub yet pva g eyl
AWB not loaded yet Carrier
Received 24 Sep 2026
EMS
GHACCBARNAACN40003001588221 Shipper
RECEPTACLE / CN38 T ARN 15.000kg === 2d Priced
2 pieces Arrived at destination cleared the hub. ARN allows 3
AwB 071-31757501 Carrier
Received 23 Sep 2026
EMS
GHACCBDSSAACN40003005555928 Shipper
RECEPTACLE / CN38 19.000 kg » . - i
. 3 D53 3pieces  Received, nothing stamped Not at the hub yet. Awelmas eyl
AWB not loaded yet Carrier

Received 23 Sep 2026

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.

v 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 wayhbill

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.

© ® Tema Clearing & Forwar,, OSE8C FREIGHT FORWARDING SUITE  (© 364d left ! Jay

Dt:arrllr.)‘.f\drt\mns(ratnr

Wayhbills

‘One row per AWB the carrier issued: the bags riding on it, how far the SLOWEST of them has
got, and what each side owes. A waybill appears here as you type its number onto bags in

Update & Track — t he review, not a place to open one

28 Overview & 1-Receive £ 2-Update & track m & Settlements @ Reports @ Destinations @ Rate book @ Settings

Asat 30 Sep 2026, 14:37 S Write an AWB onto bags + Open one manually & Settlements

O, Find a waybill

AWB, FLIGHT OR DESTINATION

@ Part of any of them is enough. The carrier quotes an AWB and the operator quotes a lane; neither of them knows our cwn record id.

12 Every waybill 8 Priced, not settled 4 Settled
2= The register 12
THE WAYBILL LANE WHAT IT CARRIES WHERE THE MAIL IS THE CLOCK IN/OUT  STATE
-
= INuUsD 125.66
071-31757501  sec 5 ADD -+ ARN 3bags Arrived at transit 5/6d P
AIR WAYBILL - ET [0 25 Sep 2026 - manifested 24 iy e . 2 of 3 already departed from _— ouT usp 87.92 i
Sep g chargeable : in the air - ARN allows 6 Waiting on a month-end
FLIGHT ETS21 transit 37.74
L 309.15
071-35465219 T —— e
AIR WAYBILL - ET (S i 5 bags Anrtved at tranait 12/6d ouT 239.90 Priced
Flew 18 Sep 2026 - manifested 17 68.700 kg — usD
FLIGHT ET514 Sep ° chargeable : N 5(’”'““" deparniad from 6 days past what GBR allows i Waiting on a month-end
ransi R
INusD 278.77
71- 15261
074-0131528 ACC - ADD - NRT 4 bags S 19d out 13742
AIR WAYBILL - ET Arrived at destination H Priced
Flew 11 Sep 2026 - manifested 10 45700 kg door to door, all bags in. Lane uso
Rt ET507 Sep chargeable AL 4 bags together. allows 9. Waiting on a month-end
14135
- INusD 130.27
071-80357072  , ., ADD - DsS - - 26d h Priced
AIRWAYBILL - ET  pow 04 Sep 2026 - manifested 03 S s iThved ot destnption door to door, all bags in. Lane BUTUsE 0948
e Sep g chargeable AlL3 bags together. allows 5. sa81 Waiting on a month-end
071-92276041 INUsD 174.57
ACC - ADD - CAl 3 bags PO i 36d ; i
AIRWAYBILL - ET Py, 25 aug 2026 - manifested 24 45700 kg ftivedat destihation door to door, all bags in. Lane SEp fE N —
FLIGHT ET521 Aug chargeable All 3 bags together. allows 5 108.08 aRing an‘a monti-en
- - INusp 302.40
071-56328692  scc ., ApD - YYZ 5bags Arrived at transit 43/ 7d ouT 234.66 Priced
SR MATRIEL £ Plew 18:A00.2025 = manifasted 17, O7E00 k0 4 'l:5 already departed from 36 days past what YYZ allows s Waiting on a month-end
LIGHT Aug chargeable :
FLIGHT ET514 transit 6774
inusD 152.20
071-70423462  ,-~ ., ADD - ARN 4bags A-‘-d- d-,- ) 50d ouT 106.49 Priced
AIRWAYBILL -ET  ploy, 11 Aug 2026 - manifested 10 49900 kg hotcl at destination door to door, all bags in. Lane usD
e o chargeabls AlL 4 bags together v s Waiting on a month-end
45.71
INUSD 182,25
071-51405326  acc - ADD - GBR 3 bags - 57d ouT 14143 | Priced
AIR WAYBILL - ET Elow N4 A1in 204 . manifoctad NT ANEAN LA Arrived at destination Aane ta Aame 3l hane in | sne it } B
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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 t, if you hold the Finance product.

. e Demo Administrator
[ ® Tema Clearing & Forwar,, OSEBO FREIGHT FORWARDING SUITE (@ 364d left o 0 a et

Settlements

A month of mail, agreed with the carrier and billed to the postal operator. Every row carries
both signatures: whoever closed it, and whoever approved what the airline is paid. They are

never the same person

35 Overview B 1 Receive S 2-Update & track £ Waybills @ Reports & Destinations @ Rate book @ Settings

(O Asat 30 Sep 2026, 14:37 & Close a month X Waybills holding a month up

%/ Which months

1 Every month 1 Waiting on a second person 0 i anc 0

) Amonth closed here takes its waybills off the live desk and waits. Nothing is invoiced to the operator and nothing is paid to the carrier until somebody other than the person who closed it has looked at the figure

» Settlement periods

THE PERIOD WHAT IT TOOK IN/OUT  BOTH SIGNATURES STATE
e . N 811.42 CLOSED BY APPROVED BY
S 4 waybills T Demo Administrator Nobody yet
B ian 15 bags inside them ouT 549.07 i 2 In Review Waiting on somebody else
7 [REREE Closed 30 Sep 2026 P freight@osebodemo.test You closed it, 5o it is not yours to
- approve.
2026 © Osebo Freight Forwarding Suite. Designed & Developed By Marvalinks Digital

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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e Demo Administrator
13} ® Tema Clearing & Forwar.. OSEBO FREIGHT FORWARDING SUITE @ 364d left e Q a

SUB TION - BILLING CENTRE

Billing & History

Tera Clearing & Forwarding - what you pay for Osebo Freight Forwarding Suite, and every re

@ GHS C Osebo Freight Forwarding Suite - Active B Renews 29 Sep 2027 & 0 receipts

€ My Subscription & Marketplace

Osebo Freight...

¥ Insights & Recommendations

® Billing in good standing

No outstanding payments, grace periods or scheduled changes — next renewal 29 Sep 2027

¥ Current Plan Subscription Managed by platform administrator

ASSIGNED PLAN

Custom
Osebo Freight Forwarding Suite negotiated arrangement
Plan status, billing cadence and renewal timeline — assigned and managed by your
platform administrator.

4 Active @ Renews 29 Sep 2027

AMOUNT STATUS BILLING CYCLE %) CURRENT PERIOD BILLING CURRENCY
Custom Active Yearly 29 Sep - 29 Sep 2027 GHS

##2  Billing Controls

=) Renew / Pay Plan a} Add to your workspace go  Subscription Overview

Settle or renew your assigned Set up with our team, not from S0 your plan, modules and status

@ Plan tiers are managed by the platform administrator — contact support to change plans.
%> Marketplace add-ons 9 | + Browse Add-ons
Mallz & Courler LOGISTICS . Installed 202 &% Uninstall
GSA Operations i = Installed 5% Uninstall
Trade & Freight Operations LOGISTICS - Installed 53 Uninstall

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.

N ra Demo Administrator
© ® Tema Clearing & Forwar,, OSEBO FREIGHT FORWARDING SUITE @ 364d left o Jay it

PLIAN

Operating Licences & Permits

What this company and its vendors hold, and how long it is good for. Vehicle and driver
documents are not edited here — they belong to the fleet and crew registers, and the expiry

radar reads them where they are

(O Asat 30 Sep 2026, 14:37 + Record a licence What we must hold ® Expiry radar 28 Compliance desk

12 onth 6 In good standing 3 Renewal window open 1 Renew now 2 Operating without it 3 nobody has picked up © business-stopping only
Q. Find a licence
REFERENCE, NAME OR AUTHORITY STATUS ESCALATION HELD BY COUNTRY
' ! Any status v Any e Anyone v
Part of any of them is enough. An inspector quotes the licence @ What the document itself is - How loud the register is being ) Ours, or a vendor's document 1SO code, e.g. GH or GB
number; the desk knows it by name. valid, lapsed, suspended. about it. The chips above set this we depend on,
too
" Licence register 12
LICENCE HELD BY COUNTRY EXPIRES TIME LEFT STANDING
DEMO-TMC-LIC-001
. ;i . . Expired
Goods Vehicle Operator Licence
& Tems Claming & Forearding; iy 21 Aug 2026 40 days overdue ol & 1 own this
iness- i e company
©® Business-stopping pany nobody has picked it up
operator - DVLA
DEMO-TMC-LIC-012
Air Cargo Agent Registration Tema Clearing & Forwarding Swended i
- - Modlorinns GH = No expiry recorded Operating without it 9 lown this
£ Businesvatareing i nobody has picked it up
trade - Ghana Civil Aviation Authority
DEMO-TMC-LIC-008 Expired
Tema Clearing & Forwardini i
Cross-Border Transit Permit (Burkina) b gl 9 S GH 22 Sep 2026 8 days overdue Renen poue nobioay has & lown this
transit - ECOWAS Secretariat picked it up
DEMO-TMC-LIC-007 Expiring
Tema Clearing & Forwardin .
Cross-Border Transit Permit (Togo) Tha Company ? 9 GH 14 Oct 2026 i) Renewal window open £ liowm thie
transit - ECOWAS Secretariat nobody has picked it up
DEMO-TMC-LIC-002
¢ L . ’ Expiring
Freight Forwarding Licence Tema Clearing & Forwardini i
9 9 g PEREENGS  Gh 25 0ct 2026 25 days Renewal window open ol nhis
® Business-stopping The company P
nobody has picked it up
trade - Ghana Shippers Authority
DEMO-TMC-LIC-003
Customs House Agent Licence i i Expinng
= 2 I:""a Clearing & Forwarding GH 30 Nov 2026 61 days Renesatslerisoen & 1own this
iness-stoppli e company
SN ] ¥ nobody has picked it up
customs - Ghana Revenue Authority
DEMO-TMC-LIC-010
Fire Safety Certificate — Tema i i
Y 2 Tema Clearing & Forwarding GH 16 Nov 2026 47 days Valid
© Business-stopping The company

facility - Ghana National Fire Service

AEMA_TMAL IF_ANE
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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 itis closed.
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e Demo Administrator
13} ® Tema Clearing & Forwar.. OSEBO FREIGHT FORWARDING SUITE @ 364d left e Q a

SUB TION - BILLING CENTRE

Billing & History

Tera Clearing & Forwarding - what you pay for Osebo Freight Forwarding Suite, and every re

@ GHS C Osebo Freight Forwarding Suite - Active B Renews 29 Sep 2027 & 0 receipts

€ My Subscription & Marketplace

Osebo Freight...

¥ Insights & Recommendations

® Billing in good standing

No outstanding payments, grace periods or scheduled changes — next renewal 29 Sep 2027

¥ Current Plan Subscription Managed by platform administrator

ASSIGNED PLAN Custom
Osebo Freight Forwarding Suite negotiated arrangement
Plan status, billing cadence and renewal timeline — assigned and managed by your x Active B Renews 29 Sep 2027

platform administrator.

AMOUNT STATUS BILLING CYCLE %) CURRENT PERIOD BILLING CURRENCY
Custom Active Yearly 29 Sep - 29 Sep 2027 GHS

##2  Billing Controls

Subscription Overview

=) Renew / Pay Plan a} Add to your workspace oo

Settle or renew your assigned Set up with our team, not from S0 your plan, modules and status

@ Plan tiers are managed by the platform administrator — contact support to change plans.
%> Marketplace add-ons 9 | + Browse Add-ons
Mallz & Courler LOGISTICS . Installed 202 &% Uninstall
GSA Operations i = Installed 5% Uninstall
Trade & Freight Operations LOGISTICS - Installed 53 Uninstall

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.

56



. A Demo Administrator
[ ® Tema Clearing & Forwar,, OSEBO FREIGHT FORWARDING SUITE (@ 364d left o 0 a

(3:1e

People & seats

aring & Forwarding - who opens a shipment, who clears it, and who may ¢

@ Control tower £ My requests B Billing

2, Invite somebody

Their work email Joining as
ari \ m Logistics Operations Manager — Runs the operation endto end, and t... v <7 Send invitati
Logistics Operations Manager - uses a seat  Operations Officer - free  Clearing Agent -free  Customer Service Officer - free  Logistics Compliance Officer - free

These are Osebo Freight Forwarding Suite’s own roles. This workspace has 11 more — they are granted from the access matrix, not from here.

2, In this workspace 25

Abena Tetteh abenatetteh.20+tema-clearing-forwarding@osebo-logistics.test 2 Edit 00 Suspend 2. Remove
Abena Tetteh abena.tetteh.10+tema-clearing-forwarding@osebo-logistics test & Edit 00 Suspend 2. Remove
Adjoa Asiedu adjoa.asiedu.18+tema-clearing-forwarding@osebo-logistics.test & Edit 00 Suspend 2. Remove
Adjoa Asiedu adjoa.asiedu.8+t learing-forwardir ' tics.test & Edit 00 Suspend 2. Remove
Akua Sarpong akua.sarpong.15+t learing-forwardir logistics.test & Edit 00 Suspend 2 Remove
Ama Asante ama.dispatch.d tema-cl g o.test [ ¢ edit 00 Suspend 2. Remove
smmmman, gme "
i 1
'
'
1
]
Demo Admini i 10.test N This is you
i
1
i sh i
Efua Owusu efua.compliance.d t learing; di ebo test & Edit || 00 Suspend 2. Remove
WPLOYE - \
Esi Amponsah esi.amponsah.23+tema-clearing-forwarding@osebo-logistics.test W —— & Edit 00 Suspend 2. Remove
1 role not governed here. \ J \
Esi Amponsah esi.amponsah. 13+tema-clearing-forwarding@osebo-logistics.test & Edit 00 Suspend 2. Remove
Kefi Owiien kafi awiicin 21 itama-clearina-farwardina@acehn-Inaictics toct 2 Edit M Susoend 2 Rremave

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.

A WATCH OouT

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.

58



1] ® Tema‘Clean‘ng & Forwar,,  OSEBO FREIGHT FORWARDING SUITE @ 364d left ! 0 a Dz.an?t.:‘.ﬁdrrums(rator

Operating Picture

Every measurement this suite can make, held against the pron your own contr;
Worked out on this request from the records the other packs write — nothing is
correcting a date corrects the report. A measurement nobody has promised anything about is

shown as unjudged rather than as fine.

‘ (© 2 Jul- 30 Sep 2026, read at 14:37 @& Write down a promise & 18 still running

k= Operating picture & SLA breaches @& Targets ® Profitability £ Activity stream

@ Against the promise 14
2 breaking the promise 1 keeping the promise 11 cannot be read
Q. Claims rate e 54.2%
Promised 2% Alarm at 2.5% - bar clipped 51.7% over the line

Assurance - lower is better - 24 cargo claims

@ Clearance turnaround . e e 5d

Freight - lower is better - 4 customs declarations Promised 3d Alarm at 3.5d 15d over the line
© Demurrage exposure -— GHS 4,725.00
Freight - lower is better - 6 free-time exposures Promised GHS 25,000.00 Alam at GHS 30,000.00 GHS 25,275.00 inside it
@ Container dwell

Freight Forwarding is installed, and no container has been through the yard Nothing to measure
Freight - lower is better
B On-time delivery Transport & Haulage is not installed, so there are no transport orders, legs or proofs of Not installed

delivery to read.

Road - higher is bette

%~ POD upload lag Transport & Haulage is not installed, so there are no transport orders, legs or proofs of 2
1 tor Not installed
1 Road - lower is bette delivery to read
'
@ Fleet utilisation Transport & Haulage is not installed, so there are no transport orders, legs or proofs of
Not installed
Road - higher is better delive!

i
1@ rier on-tim ;
. Cotlriér o e Courier & Last Mile is not installed, so there are no parcels to read. Not installed
} Last mile - higher is better
'
@ Delivery variance Transport & Haulage is not installed, so there are no transport orders, legs or proofs of
Not installed
Road - lower is better delivery to read
— Release to delivery Transport & Haulage is not installed, so there are no transport orders, legs or proofs of &
Not installed

Freight - lower is better delivery to read.

Q© Parcel transit time

Courier & Last Mile is not installed, so there are no parcels to read Not installed

ast mile - lower i

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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OSEBO FREIGHT FORWARDING SUITE

@ 364d left o

Administrator

(© Asat 30 Sep 2026, 14:37

k. Operating picture

& SLA breaches

@ Targets

® Profitability

2 Activity stream

> Running and unseen

% Watching 2 promises that can name the record that broke them, over the last 120 days. 2 more are judged on the operating picture instead. 10 cannot be judged at all.

%7 Narrow the board

STATE

Open and closed

@ Open is work; closed is history. They are never counted together.

m > Still running (18)

ACKNOWLEDGED

Either

PROMISE

@ Acknowledging records that somebody has seen a breach and said

& Nobody has looked (22)

fi: Promises judged on the board, not on the record

CLAIMS RATE
Claims rate — 2%

acknowledged.

(O Promises nothing is currently measuring

COST PER KILOMETRE
Cost per kilometre — GHS 9.00

& Transport & Haulage is not installed,

so there are no transport orders, legs or
proofs of delivery to read.

DELIVERY VARIANCE

Delivery variance — 4 hours

£ Transport & Haulage is not installed,
so there are no transport orders, legs or
proofs of delivery to read.

COST PER TRIP
Cost per trip — GHS 1,800.00

£ Transport & Haulage is not installed,
50 there are no transport orders, legs or
proofs of delivery to read

FLEET UTILISATION

Fleet utilisation — 80%

£ Transport & Haulage is not installed,
o there are no transport orders, legs or
proofs of delivery to read

why. It never clears it.

P Closed late (4)

Every promise in force

DEMURRAGE EXPOSURE
Demurrage exposure — GHS 25,000.00

@ These are rates over a population. Missing one is real and it is shown on the operating picture, held against its line — but there is no single record that broke it, o no row can appear here and nothing can be

COURIER ON-TIME
Courier on-time — 92%

& Courier & Last Mile is not installed, so
there are no parcels to read

ON-TIME DELIVERY

On-time delivery — 95%

£ Transport & Haulage is not installed
50 there are no transport orders, legs or
proafs of delivery to read.

PARCEL TRANSIT TIME
Parcel transit time — 18 hours

& Courier & Last Mile is not installed, so
there are no parcels to read

POD UPLOAD LAG

POD upload lag — 60 minutes

£ Transport & Haulage is not installed,
5o there are no transport orders, legs or
proofs of delivery to read.

+ Write down a promise

RELEASE TO DELIVERY
Release to delivery — 24 hours

£ Transport & Haulage is not installed,
so there are no transport orders, legs or
proofs of delivery to read.

WAREHOUSE FILL

Warehouse fill — 85%

£ Warehouse is not installed, so there
are no storage locations or stock
movements to read

4 Which promise is doing the damage 1

Clearance turnaround

] 2 4 6 8 10 12 14 16 18 20 22
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. Alane 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.

Fa Demo Administrator
1] ® Tema Clearing & Forwar., | OSEBO FREIGHT FORWARDING SUITE @ 364d left o Q oy

® LOC

Profitability

Revenue, cost and margin on the work tf ite handled — read from the ledger through the
same service the job page uses, so the two can never disagree. Nothing here is summed from

invoices and no total is stored.

(O Asat 30 Sep 2026, 14:37 @ Perjob M Per customer @ Per lane @ Per carrier

ke Operating picture & SLA breaches @ Targets D Activity stream

i No ledger to read

Profitability cannot be shown

Jobs & Projects is not installed. client_jobs " is the spine every operational record hangs money on, so without it there is nothing to attribute revenue or cost to — this is not a zero margin, it is no job
ledger at all.

2026 © Osebo Freight Forwarding Suite. Designed & Developed By Marvalinks Digital

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.

v 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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e Demo Administrator
13} [ ] Tema Clearing & Forwar.. OSEBO FREIGHT FORWARDING SUITE @ 364d left e Q a

REPORTING - E

Reports

Tema Clearing & Forwarding - every report your role can run, in one place

€ Back to the centre

No exports yet. Run any report and choose Export — the file is produced here, kept for a limited time, and this is where you collect it.

Search 2 reports — name, question or group i= Table

Pick a group, or search for a report by name.
People & HR
Who works here, what they are owed, and whether the paperwork holds.

o  Workforce & Headcount Attendance & Absence
22 1 report 1 report

2026 © Osebo Freight Forwarding Suite. Designed & Developed By Marvalinks Digital

Figure 36 — Reports. Every one opens on its own default period and unrun; press Run report, then read the period

before reading the number.

A 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.

A 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.

©® N o o 2w DN

Workspace: name, currency, timezone.

Staff register, and logins for the people who need them.
Operators, scoped to what each may handle.

Tariff — what you charge.

Carrier rates — what it costs you.

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

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

Licences and their expiry dates.
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The routine

What a working desk actually does, and how often:

e 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.

e 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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