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Cross-Easy — Quick Reference Guide

This Manual will provide a step-by-step guide of how to use the Cross-

Easy system. Operators can refer to the manual to assist with the following

processes:

Registering on the system (creating a Login profile)
Creating / Opening an Operator Account
Applying for a Permit

Paying for a Permit

Viewing Account Balances

Appointing a Consultant

Accepting to be a Consultant

Registering your Vehicle Fleet

How to apply for Permit Renewals, Duplicates, Vehicle Renewals, etc
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1. Registration & Login

Before you can use the Cross-Easy System, as an Operator you need to create a Login Profile by
registering on the system. Once you have done that, you can Login to the system and commence with
the transactions you need to perform.

Step 1

Create your Login Profile by clicking “Register”
and put in all your registration information on the
form.

= Step 2

I(:oss-munu gr2§§ .Easy - =

When you have registered, you will receive an
activation link by SMS or eMail, click on this link
- “ to activate your login account. See example of
----- email activation below.

-

Subject; ICBMSActivate Account A

Dear C-BRTA Customer

Thank you for registering on the CrossEasy system, Please click on the following link to Activate your Registration:

Kind Regards
C-BRTA Team

Hobe: Pleasa be aware thal this amail has bean sent 1o you automaltscally from an unmonibored amaill alias, 50 please do not reply 1o this messagea
\mrecrly Instead. if you do experience any problems, kindly contact the Agency as per the contact detalls above /

Step 3

Now you can log in to your profile! If the
comes up, just click what it is asking
you to select.
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2. Operator Account

This section details how to create/open an Operator Account. After Registration and Login, you must
create an Account before you can apply for a permit. An Operator can have more than one (1) account

& each account may have a number of permits.

CROSS-BORDER

B My Acesunts Inforsnation

—— — —— - ExEa

After you successfully login, the system will present a screen with three options:
1. create a new account, or

2. import an existing account.

New Account

If you are a new Operator and have never opened an Account before with C-BRTA, you need to create a new

account from scratch. Please follow instructions from Step 2 below.

Existing Operator

If you are an existing Operator, you need to import your information that comes from the previous system
(CBRTS). To do this, click on the Existing button and enter your Account number. The system will retrieve your

account information and you must click Import if the information is correct.

The system is going to require you to populate all mandatory information that was not populated in the
previous system and you will also need to attach supporting documents.

Please follow instructions from Step 2 below.

NB: If you have more than one account with C-BRTA, you must import all of them at this stage. Older accounts you no

longer need will remain in the previous system for archive purposes.

Consultant

After creating a profile as a consultant, you are not going to do anything until you receive a request from an
Operator(s), requesting you to link to their Account(s). After receiving a request and confirming to link to their
account, you must click the View Accounts — Confirm Account Operator Link menu. Enter the OTP that
you will receive from the system. If the OTP is correct, the system will Link you to the relevant Operator. When
you click View Accounts menu you will now have access to the Operator Account(s). Repeat this for each

request that you receive from each Operator.
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How to appoint a Consultant

From the Main Menu, select “My Account(s)”. From the Dropdown, select “Link Consultant” . The below
screen will appear.

(W My Account : Consulart Maragement

Gorr b Marme: [ir
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Now enter the email details of the Consultant you wish to appoint. NB: Please make sure the Consultant is
registered on Cross-Easy). The system will prompt you to choose the role you want to assign to the Consultant,
please select the Consultant Role. The system will now send a One Time Password (OTP) via SMS or Email
to the Consultant, inviting them to confirm the appointment. The Consultant must now Login the Cross-Easy
Profile and from the My Account(s) Menu, select “Confirm Operator Account Link”. At this point, another
email will be sent to the Operator, confirming that an OTP has been sent to the Consultant.

After the Consultant enters the correct OTP, they will be linked to the Operator Account. From the Main Menu,

the Consultant can select "My Account(s) — View Account, and they will have access to the Account of the
Operator”.

Step 2
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On the Carrier Information Screen, you need to provide all the information which is relevant to each field.
If you are an existing Operator, most information will come pre-populated, please complete the outstanding
information.
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Step 3
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On the next screen, Supporting Documents, you are going to attach all the necessary documentation
pertinent to your Carrier Type e.g. One Man Business. Click the “Choose File” button in order to select the

document you want to attach.

Step 4
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On the Confirmation Screen, you just confirm that all the information you have put in is correct. To edit
anything, just click the “Back” button on the bottom of the screen. If all the information is correct, tick the
Declaration tick-box and click “Submit.” Your application is now going to be reviewed and you will receive

either an SMS or eMail notification confirming this.
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Now go to “My Accounts — View Accounts” menu to find the relevant account and then under Select, click

"My Applications” to start.

Step 2
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Click the blue button to add your new permit application. As you proceed click “Save & Continue” to move

forward and save your application.
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Step 3

. rosseEas ﬁ

L#Mew Application for Freeway Lid,
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Select your specific Permit (Freight or Passanger) and specify whether is it a Temporary or Long-term permit.
After this select the duration of the permit, and then select the Permit Type.

Click Save and Continue.
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Step 1

( )

CROSS-BORDER M Wﬁ
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Click on the blue button on that says “Add Vehicle” to add your vehicle and wait for the pop-up. You can also
filter using the “search fields” if you have many vehicles listed.

Step 2

Lrgran Mamikar®

LDt Ll

Faggri rateon Taas” Lnras Er Dwtw
BB 14 F e T

- TS ]
B (18- 3 Prnsmagery
b e

T b
rEsafw

el s -

Select the country that your vehicle is registered in first, then enter your VIN number, the system will now
autocomplete the other fields from eNatis. If not a South African vehicle, please add all the required details.
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Step 3
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Next, still in the pop-up, select your vehicle type from the dropdown menu. Next select if your vehicle is

leased or not. If leased, please complete details. Now you are ready to Add your vehicle to the application.

Step 4
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Use the little tick-box to select the vehicle you would like to add to the permit, then click Add Selected to
Permit.

Step 5

You can add as many vehicles as you wish on the application. The next time you apply for a permit, the vehicles

you added will be available and you only need to select the ones you need to attach to your application.

Click Save and Continue.
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Add a Route

You need to indicate where you are travelling to by specifying a route.

Step 1
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Select your Route from the dropdown menu e.g. South Africa to Kenya. For Passanger permits, you can edit

the route but for Freight permit, the route is not editable however you can specify the details of the route in
the next screen called Motivation.

Click Save and Continue.

Step 2

rossaommen  SLOSSEAS ﬁ&g

I Crags st TPaerrl infe L EL T m Buplsets & Conle matan

LELEEE D8 ]

T T e P Mt iwalion *
Pasan mal asteibe resdferibe partiodaranrvica i)™
Iy Ferraig
& B h = T |- mE R0
‘ahicm Musgemani Faell =
2 v . El S K a- B

After your route, provide your Motivation. Here you will just provide the motivation relating to your permit.
You can also use this section to expand on your route details, for freight routes.

Click Save and Continue.



CROSS-BORDER ROAD TRANSPORT AGENCY CROSS-EASY USER MANUAL @

Step 3
(3 I Cronts Aocount 1 Permit Infe £ Vehicles 3 Routes & Motivation m & Uploads ‘I Cenfirmation )
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IA Pretoria Loading point ] [ 311] 0945 004500 00:15:00
IA Middelburg Refreshment stop 138 39 1200 04500 00:30:00
1A Ilebediela Refuelling stop ns 130 1500 0Z:30:00 00:30:00
IW Beitbridge Border crossing 88 1830 w3 033000 01:00:00
IW Gweru Refreshment stop 475 0Z00 # 0230 D&:30:00 D0:30:00
IW Harare Destination point me 0400 03:3000
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K
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For a long-term bus permit, populate your Timetable. Please note, once you have populated your Timetable
details, you need to click Make Return Route to add the details of your return route.

Click Save and Continue.

Step 4

Now you can attach all the necessary documents. Operators can use a scanner to scan their required
documents to attach. Choose the documents you need to attach. Please note that mandatory documents
must be attached before the system can allow you to continue to the next section.

Click Save and Continue.
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Almost Done

[#Mew Application for Freeway Lid.
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Now you can attach all the necessary documents. Carriers can use a scanner to scan their required documents

to attach.
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Step 5
Review & Confirm

On the Confirmation Screen, you just confirm that all the information you have captured is correct. To edit
anything, click the “Back” button on the bottom of the screen. If all is correct, click the Declaration tick-box.

(= \
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On the Confirmation Screen, you just check that all the information you have put in is correct. To edit
anything, click the “Back” button on the bottom of the screen. If all is correct, click the Declaration tick-box
and “Submit.”

You have now completed the steps of Registering & Logging In, creating an Operator Account as well as
performing a Permit Application.

If you have funds in your account, you can select the option “Confirm and Pay with Account Credit”. If you
do not have funds in your account, you must select the option “Confirm and Pay with EFT or Cash”. If you
pay by account credit, your application will be submitted for review and you will receive a notification by email
or SMS to confirm your permit submission.

If you selected the option to pay by EFT or Cash, you need to either do an EFT or bank deposit and use
the Account ID as a reference number. You must wait until your funds reflect in your account before you can
complete and submit your application.

If you are a walk-in Operator, at this stage you go to the Cashiers and they will credit your account. If your
application is done remotely, our back-office will allocate funds and you must just constantly check on the
Cross-Easy portal to see if funds reflect.

After your account is credited, you must login again to the portal and choose “My Applications” and select
the option, “Complete Payment”. This will take you to the confirmation screen and you must click “Confirm
and Pay with Account Credit” to submit. Your application will be submitted for review. You will receive a
notification by email or SMS to confirm your permit submission.

It is important to note that an Operator's permit application cannot be approved if their Carrier Account is not
yet approved.
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How to get Reference Number to use for Bank or EFT Deposit

From the Main Menu, select “My Account(s)”. From the Dropdown, select “Account Statement” and use
the number written “Account ID” as your reference for Deposits. You must ALWAYS use this number when

making deposits to your Account. See screen shot of where to get Reference Number — Account Id.

Ve

ACCOUNT STATEMENT

B count Details Filbers

(.ﬁu:l.wzu ELEL )
Acosent Hared  Balamalis Bus Sereces Gtz Fram @ 2060001 7] @
Caplagl Peraars Tiriasaks Skicran Dot T AT A0
Emal Address:  trissaaloshilowsicbriacora & @

Bccount Balanos: KDL

[lale FReferance Murmbar D moriaficn Traresaticn Type Trarscalian Toksl
\ J




In the following pages we will cover:

J Vehicle Replacement

. Amend a Route

. Permit Duplication

. Permit Renewal

. Error Corrections

o How to Process a Cash Payment
. J
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Step 1
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From the menu, Click “View Accounts” to take you to the Account Listing and select the relevant account.

Then click “My Permits” from the dropdown menu to access the permits in that account.

Step 2
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Find the relevant permit and from the dropdown menu, click on “Vehicle Replacement”.
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Add the replacement vehicle through the normal process of adding a vehicle. If the vehicle is already listed,
select it from the listing by clicking in the relevant tick-box. Then click “Add selected to permit”.
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Your replacement vehicle is now added to your permit. “Save & Continue” through the rest of the screens
and Confirm once you have completed the process. Don't forget to click the declaration & payment option.
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5.

Route Amendment

This part of the process addresses the steps required if an Operator wishes to “Amend a Route” of a
permit. This change can be made to permits that have the status “Permit Printed / Issued”.

Step 1
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Click “"View Accounts” to take you to the Account Listing and select relevant account. Then click “My

Permits” from the dropdown menu to access the permits in that account.

Step 2
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Find the relevant permit and from the dropdown menu, click on “Amend Route”.
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ﬂ Famendment Application for ISHTIAQ TRADING CC. Permit: OTH-AMD - 1551334 \
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From the dropdown menu, select the route you would prefer, and click on it. Check that all the description
details are correct and click Save & Continue. Follow the steps as prompted by the system.

Step 4
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Your revised route is now added to your permit. “Save & Continue” through the rest of the screens and

confirm once you have completed the process.
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6. Permit Duplication

This part of the process addresses the steps required if an Operator wishes to Duplicate a permit. This
change can be made to permits that have the status “Permit Printed / Issued”.

Step 1
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Click “View Accounts” to take you to the Account Listing and select relevant account. Then click “My
Permits” from the dropdown menu to access the permits in that account.

Step 2
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Select the relevant permit and on the dropdown menu, select “Duplicate Permit”.
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CROS5-BORDER CYOSS @ Easy
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You will now be taken through the various screens containing details pertinent to that particular permit. Click
"Save & Continue” to move through the various screens.

m FDuplicate Application for Tamuka Goaches PTY LTD. Permit: OTH-DUP - 1551347
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When you have proceeded to click Submit at the bottom of the Confirmation Screen, the duplicate permit has

now been applied for.
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7. Permit Renewal

These are the steps that apply should an Operator wish to Renew their permit. This change can be

made to permits that have the status “Permit Printed / Issued”.

Step 1
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Click "View Accounts” to take you to the Account Listing and select relevant account. Then click “My

Permits” from the dropdown menu to access the permits in that account.

Step 2
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Select the relevant permit and on the dropdown menu, select “Apply for Duplicate”.
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Step 3
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You will be asked by the system to confirm that you would like to renew this permit. Click “Yes” to continue.

Step 4

You will now be taken through the various screens containing details pertinent to that particular permit. Click
"Save & Continue” to move through the various screens, and submit when you get to the Confirmation

Screen.
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8.

Correcting Errors

These are the steps that apply should an Operator wish to correct their details of their permit. This

change can be made to permits that have the status “Permit Printed / Issued”.

Step 1
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Click “View Accounts” to take you to the Account Listing and select relevant account. Then click “Error
Correction” from the dropdown menu to open that account for editing.

Step 2
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You are now able to make the relevant changes that you require. When this is complete, proceed through
the rest of the screens and make edits as needed, and submit when you get to the Confirmation screen to
complete the process.
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