
Port Costs Job Aid 
 

Business Purpose  
Use this job aid to: 

• Access Port Costs 

• Search for Port Costs 

• Add additional Port Costs 
 

1. Access Port Costs  
a. Click on SOF on the Veloz Landing Page. 

 

  

b. Click on the Port Cost tab to open the statement of facts. 

 
 

2. Search for Port Costs 

a. Search for port costs by agency, port, vessel, port call ID or date range. 

 
b. Click the Search button for results. 

 



c. To open the Statement of Facts (SOF), click the calculator icon.  

3. Add Port Costs 

a. Click on the Retrieve Quantities button.  

b. Click Vessel Cost (Time Charter) to open the vessel costs. 

 
c. Review the charges displayed.  

d. To hide values, un-check the OK checkbox. 

 
e. To delete the values, click on the minus button. 

 
f. To change the quantity and rate, click in the appropriate box and begin typing. 

 
g. To change the currency, select the drop-down box and choose the appropriate currency. 

 
h. To add additional charges, select a Tariff from the drop-down list. Select Add. NOTE: to filter 

the list, select a Cost Type. 

 

i. To add a new cost item, click the Add Other Costs button.  

j. Complete the Cost Type, Supplier, Quantity, Rate and Currency fields. 

 
 

 



k. Select Cargo Cost to open the section. 

 
l. A list of all cargo costs will appear. To delete a cost, select the minus button next to the cost 

type.  

m. To add the cost, select the OK checkbox.  

 
n. Enter the quantity and rate. 

 
o. Click the Save button. 

 
p. Once all costs have been added and reviewed, review the total Vessel Cost, Cargo Cost and 

Grand Total Cost to ensure its accuracy. 

 
q. Select the Finalize button to finalize the statement of facts. 

 


