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Enterprise Resource Planning 
Software for the Port of Astoria 

    

Software Demo Script EXAMPLE 

Presentation for All Staff – 60 Minutes 
 

Scenario 1: Purchase Order for Recology 
Use Case: Manager creates a recurring purchase order for garbage service, then 
updates it for summer needs. 

1. From a department manager account, create a recurring (monthly) purchase 
order for garbage services using the information below. 

• Vendor: Recology 
• Amount: $30/mo. 
• Due Date: 1st of the month 

2. Show how the Accounts Payable Specialist would receive the purchase order. Are 
there alerts or notifications? 

3. Demonstrate how the PO would be added as a recurring charge.  
4. Demonstrate how the A/P Specialist would monitor this purchase order. Are there 

alerts for when the monthly invoice is expected to be due? Is there a dashboard 
or calendar? 

5. From the manager’s account, demonstrate a mid-year update that adds an extra 
dumpster for summer months and increases the amount to $50/mo. Is there an 
option for a one-time amendment to the purchase order, rather than changing the 
entire schedule? Can the user search for the original PO and adjust the amount, 
or do they need to create an entirely new PO? If a new PO is required, how would 
it supersede the existing recurring order? 

 
  



 

Scenario II: Budget Creation 
Use Case: The Finance Director is preparing the annual budget and needs the Marina 
manager to submit her departmental budget. 
1. Show how the Finance Director can initiate a budget request for the Marina 

department.  
2. Demonstrate this from the Marina department manager account. What historical 

information is displayed? What tools are available to assist with budget creation? 
3. Show the budget being sent back to Finance for review. 
4. Show how the budget can be finalized and adopted. Make sure that it is set up as a 

monthly budget. 
5. Demonstrate how the budget can be locked for editing, then unlocked for budget 

adjustments. 
6. Pull a budget report to compare with year-to-date actuals through the prior month. 

 

OPTIONAL: Additional Features 
Demonstrate the features and functionality available on the Contract, Lease & Rental, 
Marina & Boatyard, and/or Parking Ticket management modules. 

 

Questions & Answers 
Leave at least 10 minutes for a Q&A session. 
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Presentation for Properties, Office & 
Finance Staff - 90 Minutes 

 

Scenario 1: Work Order for Vessel Services 
Use Case: There is an upcoming large vessel visit requiring security and water service, 
to be initiated through a work order. 

1. From the Terminal Manager account, use the information below to create a work 
order for vessel services. 

• Customer: Intercruises 
• Vessel: Celebrity Edge 
• Length: 1,004 feet 
• Arrive/Departure: 9/21/25 at 08:00 to 09/21/25 at 18:00 
• Requested services: gate security, gangway, longshore tie-up/let-go, water 

2.  Show how the work order can be sent to the Security department. 
3. If the water service needed to be sent to the Maintenance department, how would 

that be handled? Would a separate WO need to be created? Can this single WO be 
routed to multiple departments, with distinct notes/assignments? 

4. Now that the WO has been sent, show us what information is available to the 
Terminal Manager. Is there a dashboard or landing page to review open work 
orders? Is there a WO aging report or notification setting to check for overdue work 
orders? 

5. From the Accounts Receivable Specialist account, show us what information is 
available for this work order. Does he get a notification that a WO was created? 
Can he see the WO on a dashboard or landing page? 

6. Demonstrate how the Security & Maintenance departments receive the work 
order(s), make updates, and send them back for approval. Do they send it back to a 
specific individual or department, or is it routed based on a pre-defined rule? Can it 
be sent to both the Terminal Manager for sign-off and the A/R Specialist for billing? 

 
 
 
 
  



 
 

Scenario 1I: Complex Vessel Billing Using Tariff Rules 
Use Case: The work order for the Celebrity Edge is used to create an invoice, which is 
routed for approval. 

1. From the A/R Specialist account, demonstrate how the system converts the work 
order for the Celebrity Edge into a draft invoice. 

2. Show us how the system references the Port’s tariff system. Can we input the 
data and update annually? Is this done by your team on the back-end? 

3. Demonstrate automatic calculation of dockage, bundle fee, security, and water 
usage charges using the information below: 

• Vessel length: 1,004’ 
• Arrival/Departure: One-day visit on a weekend 
• Security Services: Minimum charge 
• Water Service: 100,000 gallons with weekend labor 

4. Generate the invoice with line-item breakdown and audit trail. 
5. Show how the invoice is linked to the customer record and visible in AR. How is 

the vessel associated with the agent? What would multiple vessels look like? 
6. Demonstrate how the invoice would be sent to the Terminal Manager for review. 

The Terminal Manager should reject the invoice and make a note that it needs to 
include rebilling from SSA Pacific. 

 

Scenario 1II: Rebilled Invoice 
Use Case: The Celebrity Edge invoice needs to include a billable invoice for SSA 
Pacific longshore services. 

1. From the A/P Specialist account, assume that an invoice was received from SSA 
Pacific for longshore labor provided to the Celebrity Edge.  

2. Show how the invoice would be marked as Billable to the Intercruises customer. 
Does the A/R Specialist receive a notification? 

3. From the A/R Specialist account, show the billable invoice being pulled into the 
draft Intercruises invoice, and the invoice being re-sent to the Terminal Manager 
for final approval. 

 

Questions & Answers 
Leave at least 10 minutes for a Q&A session. 
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Presentation for Finance Staff - 60 Minutes 
Overview 
Give an overview of the following functions: 

1. General Ledger  
2. Journal Entries  
3. Financial Reporting 
4. Audit Preparation Tools (if any) 
5. Task Management (recurring and assignable) within the financial module(s) 

  

Scenario 1: Utility Billing for Shared Meter 
Use Case: A single meter serves a moorage tenant but is occasionally used by transient 
vessels. 

1. Give an overview of the utility billing module. Does it interact with any other 
modules, such as work orders? 

2. Walk us through the process of utility billing. Can a work order be initiated for 
maintenance staff to read the meters and report to finance? If not, are there 
options to report meter readings other than manual input or an upload? 

3. Show how the relationship works between physical water meters and customers. 
Is this a one-to-many relationship? Can a meter be shared with a tenant but also 
available to use for transient moorage customers? 

4. Assuming the meters can be shared, demonstrate manual or rule-based 
allocation of consumption, and the ability to zero-out or reassign usage to 
transient vessels. 

5. Display historical usage and billing trends for these two customers. 
 
  



 
 

Scenario II: Purchase Order for Capital Project 
Use Case: A purchase order is created based on a contract for the engineering phase 
of a multi-year project. 

1. From the A/P Specialist account, demonstrate creating a project for Pier 2 
Rehabilitation – Engineering. Show this project being associated with a master 
‘Pier 2 Rehabilitation’ multi-year project. 

2. From the Terminal Manager account, create a Purchase Order for this project with 
the information below and an attached contract. Can it be initiated through the 
Contract Management module? Can the Terminal Manager link this to the Pier 2 
Rehabilitation - Engineering project? 

• Vendor: PND Engineering 
• Contract Amount: $200,000 
• Project: Pier 2 Rehabilitation – Engineering 
• Term: 1/1/2026-12/31/2026 

3. Show options for manually or automatically routing this for approval. Based on 
dollar amount, this should be sent to the Office Manager to check for Invitation to 
Bid (ITB) compliance and to attach relevant approval documents. 

4. From the Office Manager account, show the PO being received. If documentation 
is missing, can she send it back to the Terminal Manager? Can it be placed in a 
“pending” status if more documentation is required? 

5. Assume that the Office Manager has everything for the PO and approves it to 
send to the A/P Specialist. 

6. From the A/P Specialist account, show how this can be associated with the Pier 2 
Rehabilitation – Engineering project (if not already). 

7. Assume that an invoice is received for the purchase order. Generate a progress 
report for the project, showing budgeted versus actual costs. 

8. Route the invoice to the Terminal Manager for approval, with the attached report. 
9. Highlight features of the project and asset tracking modules, including dashboards 

that display open projects and projected versus actual costs. 
10 Show us how this contract can be accessed through the vendor portal, the Fixed 

Asset module, and/or the Contract Management module. 
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Scenario III: Capitalization of Project Phase 
Use Case: It is the end of the fiscal year, and the engineering phase of the Pier 2 
Rehabilitation master project needs to be tracked as Construction in Progress and then 
capitalized. 
1. Assume that the engineering phase is complete, but the master project (Pier 2 

Rehabilitation) is ongoing. Demonstrate how the software can handle the 
capitalization of this project while keeping the master project in CIP. 

2. Generate an asset list with depreciation schedules. 
3. Create a year-end journal entry to add depreciation expense and accumulated 

depreciation.  
 

Questions & Answers 
Leave at least 10 minutes for a Q&A session. 
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