
Port of Tauranga Visitor Register Page 1 of 10 
Copyright © Port of Tauranga Ltd, 2009  

    

HOW TO USE THE  

PORT OF TAURANGA VISITOR REGISTER     

Contents

  

1)  Signing In ..................................................................................................................................... 2  

2)  Creating a New Arrival ................................................................................................................. 3  

3)  Creating Multiple Arrivals ............................................................................................................. 5  

4)  Viewing Specific Arrivals .............................................................................................................. 6  

5)  Deleting Shown Arrivals ............................................................................................................... 6  

6)  Changing an Arrival...................................................................................................................... 7  

7)  Deleting an Arrival ........................................................................................................................ 8  

8)  Showing Information..................................................................................................................... 9  

9)  Logging Out................................................................................................................................ 10       



Port of Tauranga Visitor Register Page 2 of 10 
Copyright © Port of Tauranga Ltd, 2009  

 
1)  Signing In

  
http://www.port-tauranga.co.nz/visitor-register/

  
The following screen appears:  

  

The user types in his User/Password (as provided by the Port of Tauranga - these are case-sensitive) 
and clicks the "Login" button:  

  

This brings up a screen showing current (today's) and future arrivals (for that Customer only):  

  

http://www.port-tauranga.co.nz/visitor-register/
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2)  Creating a New Arrival

  
Click on the "Create New Arrival" button, the following screen will show up:  

  

Put in the full name of the visitor and who he's visiting.  

  

Select the day he is visiting:  
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It then looks like the following:  

  

Click the Save Arrival button and it will save and go back to the list (note that Mark Curren is now at the 
end.  This is in date and visitor name order):  
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3)  Creating Multiple Arrivals

  
Click on the "Create Multiple Arrivals" button and put in the full name of the visitor and who he's visiting:  

  

Select the Start and End dates for the visitor:  

  

Save it, and the visitor will be set up for those days:  
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4)  Viewing Specific Arrivals

  
Put in part of the visitor's name and click the "Search" button:  

   

5)  Deleting Shown Arrivals

  

Click the "Delete Shown" button, a confirmation dialog is shown:  

  

If "OK" is chosen, the shown arrivals are deleted:  
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6)  Changing an Arrival

  
Click on the "Edit" link to the right of the name (they have to be done individually):  

 

Change what is needed (in this case I misspelled Mark Curran's name):  

  

And click the "Save Arrival" button:  

 

Note that Mark Curran has had his name corrected. 
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7)  Deleting an Arrival

  
Click on the "Delete" link to the right of the name:  

 

It comes up with a confirmation:  

  

If you choose "OK" it deletes the person and re-shows the list:  

  

*NOTE: If someone has already arrived or they would have been in yesterday, they can no longer be 
deleted or changed:  
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8)  Showing Information

  
Click on the "Show" link in the "Actions" column:  

  

You see more information about that user (Mark Birmingham has arrived but not yet departed):  
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9)  Logging Out

  
Click on the "Logout" link at the top:  

  

You then go back to the login screen:  

   


