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1. Menu Navigation 
Log in to PortTruckPass Community portal application. 

 

 

 

 

 

 

 

 

 

When the user enters Port Truck Pass (PTP) they will see the User Profile screen. This is the 
default screen: 
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2. Add Reservations from Main Menu 
From the green menu button in the upper left-hand corner of the screen, click Reservations 
to see the options. Select the ADD RESERVATION option to display that screen. 

 

From the Add Reservation screen, users can toggle between the Multi Visit/Add Visit 
buttons at the top of the page.  
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a. Multi Visit Option 

From the multi visit screen, the user will select the Trucking company, Terminal, Move Type 
and enter one or more containers (Example- for Pick Full move type). 

 

The user will click the Next button, and the system will obtain container details, which are 
then displayed on the 2nd page. 
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The system will authenticate any additional details entered by the user when navigating to 
the 3rd page of the reservation process, provided there are no critical errors on the page. 

On the 3rd step, the system will populate the list of time slots and preselect the first one 
available. 

 

 

When the user clicks on the SUBMIT button the system will do final checks, save the 
reservation information, and redirect them to the 4th final confirmation page. 
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b. Single Visit Option 

Users can toggle the SINGLE VISIT view for reservation creation from the Add Reservation 
screen. 

 

On the SINGLE VISIT screen, the user will add Truck Plate: 
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Then in the Reservation section, click on the "Select Type" dropdown and then choose 
which move type will be completed (example - Pick Full). 

 

Then in the PICK/DROP Information section, enter a container number in the Unit Number 
or bookings in Reference Number. The system will check the information, then populate 
the Line and Equip Size for containers on file. If information does not populate, it can be 
added manually. 
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Under the RESERVATION TIME section, the user will click Find Reservation, then the system 
will provide a list of time slots for selection. Once selected, the user can click submit. 

The user will then see their Successful Reservation. 
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3. Add Reservation from Container Watchlist 
Navigate to the TIPS page from the PortTruckPass left-side menu. Select CONTAINERS from 
within the dropdown menu. 

 

 

 

 

 

 

 

 

 

 

 

 

Select one or multiple import containers, using the left side check boxes, select the 
Actions drop-down menu at the top, and click Add Reservation. 
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Users will be redirected to the Add Reservations page, to work through the Multi Visit or 
Single Visit Reservation process.  

 

The user will then see their Successful Reservation. 
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4. Edit Reservations 
Navigate to the My Reservations page from the RESERVATIONS dropdown in the left side 
menu. 

 

 

Search for the Reservation with the Ticket number or container number and click on the 
check box next to the reservation to select it. 
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Select the Actions drop-down menu at the top and click Edit. Users will be brought to the 
Edit Visit screen. 

 

Users can edit the required information(s), add additional move(s) to the existing 
reservation, or change the time slot. Users may then exit out of the page or Add Another 
Visit using the button in the bottom left corner of the page 
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5. Viewing Archived Reservations 
Note: This menu option is only available to existing users of PTP, new users of the system 
will not need the archived reservations. 

The Archived Reservation Moves and Visits, allow existing users to have read only access to 
their historical reservations and visits to PLBA prior to new appointment screen launch. 

 

 


