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Logging In

Please sign on and we'll send you right along.

Username

You'll receive an email from My Livingston to activate

your My Livingston account. Once you've activated,

Someone@somewhere.com

Password

you can get to My Livingston using the following URL:

my.livingstonintl.com

~| Remember my username

Use your email address and the password you

created during the setup process to log in.

My Livingston Menu

Contact Us

Use the blue menu button from the top right corner
to manage your account or to select a My

Livingston feature.

Also, if you use legacy solutions, such as Insight
Compliance Center, Insight Docs or Proforma
Express, these will appear in the My Solutions

menu and are accessed through single sign-on.

Access the Training Guide or Video Demo menu

items to learn how to use My Livingston.

Users with the role of Client Admin have a menu item called Team.

Team is used to clone, cancel, or add access for other members

of your team.

To create a new user the only required fields are: First Name, Last
Name, Company Name, Email and Phone. As Client Admin you can
‘SELECT ALL’ or a subset of client numbers that you have the rights

to, in order to assign those rights to others on your team.

If the team member only needs access for a short period of time, you

can add an expiry date at time of setup.

Select Submit and your request will be processed immediately. An
activation email from My Livingston is sent to you as well as the new

user you created.

Forgot Password

Shipmert Tracker & Patnica Scott
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Country/Client Chooser

The list of client numbers that you have been granted

BVE1 Clients Seiected

access to will appear in this box.

NI IS SIS

You can select your country, Select All/Deselect All, or
use the checkboxes to select client numbers and

account captions. Click on the plus sign to view the list
of 3-digit account captions tied to your 6-digit client v

number.

« & B K] & [

You can also use Search to type in a client number or

client name. Type at least four digits or letter characters. “

The first 100 matches will be shown.

Dashboard Widgets

Multiple widgets are available on the Dashboard to provide an overview of the status of your shipments.
The client number chooser can be used to change selections. You can make a Period Selection within each

widget. Widget Drill Downs are also available. See “Dashboard Drill Down” on page 6 of this document.

Shipments in-progress
Displays shipment count for past 12 months plus current month, including any activity within the last 30 minutes.
Documents Received — Livingston has some or all of the shipment documentation but the release request has
not been sent to Customs.
Released By Customs — Shipments that have been given the OK to enter the country, but full accounting of the
entry has not been submitted to Customs.

Entry Summary Sent — Livingston has sent the full accounting and Customs has accepted.

Total shipment value

Value of the goods imported by month for the time period selected. Data is displayed for full months only.

Vendors/manufacturers by shipment value
Value of the goods imported by vendor (for Canadian imports), and value of goods by manufacturer (for U.S.
imports) for the time period selected (e.g., Last year, Current month, Prior month).
You may see the same name listed more than once in the Top 5 list.
The list is compiled by manufacturer ID so duplicate names will appear when vendors or manufacturers have the
same name but different manufacturer IDs. Click on the black arrow in the bottom corner of the widget to see more

details and a listing of all your vendors/manufacturers.



Map of shipments by country of origin
Value of the goods imported by country of origin for the time period selected. Hover over the countries with

your mouse and the dollar value and rank will appear in a pop-up box.

Shipments by MOT (mode of transport)
This is a count of shipments by mode of transport for the time period selected.
This widget only displays air, ocean, rail and truck modes.

Click on the black arrow to view the Drill Down report and get a list of shipments for all modes.

Shipments in-progress Total shipment value [ Montn over mentn -]

2014 @ 2015 2016

Documents Received
O $500M
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$400M

Released By Customs $350M
6 4 6 $300M
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$200M
Entry Summary Sent $150M
2 $100M
162,368
$0.0
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Top 5 customs offices | Lastyear - Vendors by shipment value | Lastyear -
Rank Vendor Name Value
Brampton
1 $1,202,980,086.09
Toronte - Pla
2 $ 470,963,744.31
Sarnia
3 $166,049,175.711

Lacolle
. 4 $52,298,100.98
Windsor-ambassador 8.. . 5 $ 43,655,159.18

$00 $106 $206 Other $3,013,406,387.86
*values in CAD

Map of shipments by country of origin Lost year - ] Shipments by MOT

|’ Last year - ‘
Rank  Country ‘ ’
China + /
| s ‘ (%) 22,048
2 M Multiple Countries P
- : ()

3 Mexico '@/J 26,119

4 W Japan _

5 [l United Kingdom ' 1,840

(®) 53,818



Dashboard Drill Down

Total shipment value Click the black arrow to get to
20u @ 205 @ 200 the widget Drill Down or

5126 Report pop-out.
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More details are available on the

il Hsmbar QLT *  Countryaf Grigin ¥ Value #f Shipments = Cwarter Over Guarter =

Drill Down. You can still use the

Period Selection, and you can

display the data by Value of I l . .
Shipments or by Count of ; . .
Shipments. o o

Totsks $8,484,242.53491 302908

il Hsmbar QLT *  Countryaf Grigin ¥ Value #f Shipments = Cwarter Over Guarter =

You can also sort and filter columns

by using the triangle and the
magnifying box. Clear your I I .
selection with the red X. .

Totsks $8,484,242.53491 302908

Select a bar on the graph and filter o] )

=

results based on that time period.




Other Drill Downs are based on a pivot table. You You can select one of the blocks on the tree map and

can re-order the Drill Down by dragging and filter results for the Country of Origin.

dropping the headings in the first column.

Mode Of Transport * | Vendor L

Year ToDate  ~

Country of Origin = || Vendor » |

Jan-2006

Mode of Transport =

Shipment Count Value for Duty (SUSD)

© AT-AUSTRIA 1 $21506.52
O CA-CANADA 5 $595. 1205
© CN-CHINA 13 451062027
© DE-GERMANY s FWOADEET
© DK-DENMARK 2 §193430
© FR-FRANCE 2 $56.25334
© GE-UNITED KINGDOM 5 $14.004 14
© IN-INDIA 2 $3823 88
O IT4TALY 1 S0ETENT
© MOCMEXCO 4

1437044



View Images

Select STND ENTRY (Standard
Entry) or CLVS ENTRY (Consist Low-
value Shipment Entry) to see your
customs brokerage entry packages
and FTA/NAFTA to see your Free
Trade Agreement Certificates of

Origin or Manufacturer Affidavit.

Search for Images based on a

reference number.

You can enter all or a part of a
reference number (e.g., container
number, entry number, purchase
order number, and more) and the
Search Results will return any entry
associated to that reference

number.

Search for Images

based on a Filter.

Search for Images based on Vendor
Name, Carrier No, Permit No and

more, using More Filters.
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Select images by checking boxes

You can view the list of documents associated with a shipment, select individual documents, or view details

of documents. You can also group the results grid on screen, by using the Group By function.

Use the View Selected, Compare Selected, Print Selected, or Download Selected buttons from the Search

Results screen.

Search Results

10 Documents selected

Group By I Document Type

View Selected

[ Compare Selected

B Print Selected @ Download Selected

Supplier Code

Supplier

Compare Images

®@ ® @ © @

Use the down arrows to switch between Entries or Images. Controls within the PDF

view are available for use (e.g., full screen, print/download).
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Download and Print Images

You can download a single merged PDF with all documents included, or a ZIP File with the documents grouped into
a single PDF or maintained as separate PDFs. You can select group by and sort options.

There are four ways you can print and download images:

From the Search Results screen, you can select the little down arrow to download images related to a single entry.

Search Results

Group By { Document Type

-«

10 Documents selected View Selected Compare Selected
Supplier Code Supplier

v Cj)

£ ®

v [©]

]

g (o}

You can select multiple entries and multiple document types and create a Single Merged PDF — this will be one
PDF with all the images, sorted based on your specification.

Single Merged PDF

Supplier A Ascending A Client Name hd Ascending hd

You can select multiple entries and multiple document types and create a ZIP File with individual PDFs for each

image by clicking on the ZIP File tab and then selecting the “Do not group the files” checkbox.

You can select multiple entries and multiple document types and create a ZIP Fle with merged PDFs based on your
group by selection (e.g., Entry No, Document Type, Client No, etc.). Once you’ve selected the criteria for grouping

your files, the display on screen will change to show what will be included in each PDF.



Please provide your
feedback and suggestions
for new features on our
Feedback page.

Just click on ‘Feedback’ from
the main menu.
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