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Roles 

Role Can do 

Exporter 
Admin 

Everything: vehicles, shipments, buyers, team 
management, settings 

Exporter Staff 
Same day-to-day work as Admin, except Team 
Management 

Buyer 
Read-only view of their own vehicles, shipments, and 
ledger 
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Getting Started 

Log in 

1. Go to app.useautoport.com. 
2. Enter your email. 
3. Enter your password. 
4. Click Forgot password? if you don't remember it. 
5. Use the language dropdown (top right) to change the UI language before or after signing in. 
6. Buyers without an account yet can click Create one. 

  

 

 

Reset a forgotten password 

1. On the login page, click Forgot password?. 
2. Enter your email and click Send reset link. 
3. Check your email for the reset link and set a new password. 
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Switch language 

The app supports English, 日本語,  العربية ,اردو . 

1. Click the language button (top right of the header, or top right of the login page). 
2. Pick a language from the list. 

The page reloads in the selected language. Your choice is saved to your account, so it stays the same next time you log 
in. 
 

 

Note: this only changes what language you see the app in. It does not change the language of automated emails (e.g. 
shipment notifications) sent to buyers — see Profile for that setting. 
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Dashboard Overview 

What you see on /dashboard depends on your role. 

Exporter (Admin / Staff) view 

1. Sidebar — Jump to Vehicles, Shipments, Ledgers, Settings. 
2. Stat tiles — Active Vehicles, Outstanding Balance, Needing Attention, In Transit, Upcoming Arrivals (next 14 

days). 
3. Vehicles panel — your most recent vehicles, with search/filter. Click View All for the full list. 
4. Action Required panel — vehicles with missing documents, unpaid balances, or not yet booked. Click a row to 

jump straight to it. 
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Buyer view 

Buyers see a Buyer Dashboard scoped to only their own vehicles/shipments/balance. 

1. Exporter switcher — if you're linked to more than one exporter, switch which one's data you're viewing. 
2. Stat tiles — your vehicle count, balance due, in-transit and arriving-soon counts (scoped to you). 
3. Vehicles panel — your vehicles only. 
4. Shipments panel — shipments carrying your vehicles. 

 

New buyers with no exporter linked yet see an empty state here instead — see Buyer Onboarding. 
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Vehicles 

Admin/Staff only for creating and editing. Buyers see a read-only version of this list scoped to their own vehicles. 

Vehicle list 

1. Add Vehicle button — opens the create form. 
2. Status tabs — All Vehicles / Needs Attention / In Transit / Arrived / Delivered. 
3. Search + filters — by chassis, buyer, vehicle name, status, or "Missing docs" issues. 

Click any row to open that vehicle's detail page. 
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Add a vehicle 

1. Click Add Vehicle on the Vehicles list. 
2. Buyer — pick an existing buyer, or click + Add New to create one inline (see Buyers & Ledgers). 
3. Make — searchable list. 
4. Model — free text. 
5. Chassis Number — must be unique. 
6. Destination country. 

 

Once a buyer is picked, another field appears: 

1. Agreed Price — in the buyer's currency. 

Additional Details are Optional — expand for Current Status, Year, Month, Engine CC, Color, Drive (MT/AT). Also set 
Requires Inspection (Yes/No) — this changes which documents are required later. If the buyer has an email on file, a 
Notify Buyer checkbox appears at the bottom; check it to email them about the new vehicle immediately (off by 
default). 

Click Add Vehicle to save. You're taken straight to the new vehicle's detail page. 
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Vehicle detail page 

1. Edit Case — edit fields from the create form. 
2. Update Status — move the vehicle to its next milestone. 
3. Assign Shipment — attach this vehicle to a shipment (or create one — see Shipments). 
4. Status Timeline — full milestone history, current stage highlighted. 
5. Documents — required documents for this vehicle each with Upload/Download/Delete. 
6. Media — upload photos/videos (up to 30). 
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Shipments 

Admin/Staff only for creating and editing. 

Shipment list 

1. Add Shipment button. 
2. Live map — tracked vessel positions. Click a shipment to highlight its route. 
3. Active Shipments table — search, "Show Closed", "Arriving soon", status filter. 
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Add a shipment (5-step wizard) 

Step 1 — Type. Choose Container (sealed container, tracked by container number) or RoRo (drive-aboard, single 
vehicle, no container). 

 

Step 2 — Details. Booking Number (required), Container Number (optional — must match ISO 6346 format if filled), 
Release Method (Surrender BL / Sea Waybill), Vessel Name, Voyage Number, Port of Loading/Discharge, ETD/ETA. 

Entering a booking number may auto-fill vessel, voyage, ports and dates. You can still edit any of it by hand. 
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Step 3 — Vehicles. Search and select one or more unassigned vehicles to add to this shipment (RoRo allows only one). 

 

 

Step 4 — Costs. Freight amount + currency, loading charges. Optional — click Skip for now to add later. 
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Step 5 — Review. Confirm everything, optionally set a starting status and loaded date, then click Create Shipment. 
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Shipment detail page 

1. Edit Shipment Details — edit booking/vessel/ports/dates/costs. 
2. Update Status — advance the shipment (and all its vehicles) to the next milestone. 
3. Live vessel tracking — populated automatically once system has data for the booking/container number. 
4. Shipping Details — read-out of everything entered in the wizard. 
5. Status timeline — Booked → Loaded → Shipped → BL Issued → BL Surrendered → Arrived. 

Further down the page (not shown here): a Documents panel and a Gallery panel, same pattern as the vehicle detail 
page — see Documents. 
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Buyers & Ledgers 

Admin/Staff only. One ledger = one buyer's running balance. 

Buyer management lives entirely under Ledgers in the sidebar — there is no separate "Buyers" page. 

Add a buyer 

1. Go to Ledgers → click Add Buyer. 
2. Fill in Buyer Name (required), Contact Person, Email, Phone — and Dealing Currency (required, locked once set). 

Email is optional — you can create a "shell" buyer with no email and add one later easily, when available. 
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Invite a buyer (send them a login) 

Creating a buyer does not email them automatically — sending the invite is a separate, explicit step: 

1. On the Ledgers list, find the buyer's row and click the ⋮ menu. 
2. Click Send Onboarding Link. 

This emails the buyer an invite link. Clicking it lets them set a password and log in — they'll land on their own Buyer 
Dashboard. 

• If the buyer has no email yet, add one first (edit their ledger) — the option won't work without it. 
• Already has an account but forgot their password? Use Send Password Reset from the same menu instead. 
• Shortcut: when adding a vehicle for this buyer, ticking Notify Buyer on that form triggers the same invite. 

 

A buyer can also self-signup at /auth/signup without being invited. If their email matches a buyer you've already 
created, their account links automatically; otherwise they land on an empty dashboard until you link them (e.g. by 
creating a vehicle under their email). 
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Buyer ledger page 

Click any buyer's row on the Ledgers list to open their ledger. 

1. Log Payment — record a payment received (amount, date, method). 
2. Set Opening Balance — set a starting balance when onboarding a buyer with existing debt. 
3. Add Line Item — add an extra charge ("part") with its own invoice document, optionally linked to a shipment. 

The Overview tab shows running balance, total charges, total paid, and unallocated credit. Switch to Statement for the 
full transaction history. 

 

 
  



Page 19 of 28 

 

Documents & Media 

Documents live on both the vehicle detail page and the shipment detail page, in the same pattern. 

Required documents (per vehicle) 

Always required:  

Bill of Lading, Export Certificate, Invoice.  

Conditionally required: 

• Inspection Certificate — only if the vehicle has "Requires Inspection" set to Yes. 
• Surrendered BL — required once the buyer's balance is cleared (or staff mark it manually), unless the shipment's 

release method is "Sea Waybill". 

Each document row has Upload / Download / Delete. You can also add free-form extra documents beyond the required 
list. 
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Photos & videos 

Click Manage under Media to view, add, or delete photos/video (up to 30 photos per vehicle). Add uploads more; All Zip 
downloads everything at once. 

 

The shipment detail page has its own Documents and Gallery panels, working the same way — useful for shipment-wide 
paperwork (e.g. the container's own bill of lading) rather than a single vehicle's. 
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Team Management 

Admin only. Go to Settings → Team. 

Invite a staff member 

1. Click Invite Member. 
2. Enter Full Name and Email, pick a Role (Staff or Admin). 
3. Click Send Invite. 
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Manage existing members 

Each member row shows their role and buyer-access scope. 

1. Invite Member button. 
2. Buyer access scope — click to restrict a staff member to only specific buyers ("All buyers" vs a chosen subset). 

Useful when different staff handle different accounts. 

Admins can also change a member's role or remove them from this list. Only Admins can access this tab — Staff can see 
everything else in Settings except Team. 
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Settings 

Go to Settings in the sidebar. Buyers see a simplified, notification-only version of this page. 

General 

1. Tabs — General / Team / Notifications. 

Edit Company Name and Default Language. Primary Currency is locked at account creation. 

 

Team 

See Team Management — invite staff, manage roles and buyer-access scope. Admin only. 
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Notifications 

Configure exactly which milestone emails each buyer receives. 

1. Select Buyer — pick which buyer's preferences you're editing. 
2. Toggle per milestone: Shipment Booked, Loaded, Shipped (ETD), B/L Issued, ETA − 10 Days, Arrived at Port, New 

Document Uploaded, All Required Documents Ready, New Vehicle Assigned. 
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Profile 

Go to your avatar (top right) → Profile, or on mobile use the Profile tab. 

1. Display Picture — upload PNG/JPG/WEBP, saves automatically. 
2. Language — your UI language. Same as the header language switcher. 
3. Change Password — enter current + new password. 
4. Send Password Reset Link — use instead if you don't remember your current password. 

Full Name and Phone are also editable here; Email is read-only. Click Save Profile after editing name/phone/language. 
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Notifications & Activity 

Notification bell 

1. Click the bell icon (header, next to the language switcher) for a quick list of recent events. 
2. Click View all activity to open the full Activity page. 
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Activity page 

Not in the sidebar — only reachable via the bell dropdown, or directly at /dashboard/activity. 

1. Filter tabs — All / Cases / Documents / People. 
2. Search — by chassis number or actor name. Sort Newest/Oldest. 

Every vehicle, document, payment, and shipment event across your account shows up here, newest first. 
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Buyer Onboarding 

For buyers, or exporter staff explaining the process to a buyer. 

There are two ways a buyer gets access: 

Path A — Invited by the exporter (typical) 

1. Exporter staff create a buyer profile and click Send Onboarding Link (see Buyers & Ledgers). 
2. Buyer receives an email with an invite link. 
3. Clicking it takes to set a password. 
4. Then buyer is logged in and land on Buyer Dashboard, scoped to that exporter. 

Path B — Self-signup 

1. Goes to app.useautoport.com → Clicking on Create one on the login page (or /auth/signup directly). 
2. Fill in Full Name, Email, and a Password meeting the listed requirements. 

 

3. If the email matches a buyer an exporter already created, then the account links to them automatically. 
4. If not, buyer lands on an empty dashboard with no vehicles until an exporter links (e.g. by creating a vehicle 

under that email). 

What a buyer sees day to day 

Once linked, the dashboard shows vehicles, shipments, and ledger balance. If linked to more than one exporter, 
switching between them with the exporter selector in the header. See Dashboard Overview. 

 


