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What is Portomundi? 
Portomundi is an online payment system that enables PSA Halifax clients to make 

secure, real-time payments for port-related services. This digital wallet platform allows users to 
store funds and process transactions. 

What is a digital wallet? 
A digital wallet is an online account that holds funds for making payments. Instead of 

entering bank details every time, users can add money to their wallet and pay for services 
instantly. 

By using Portomundi, PSA Halifax clients can: 

o Make instant payments for services. 
o Manage their transaction history. 
o Receive low-balance alerts to avoid payment delays. 

Common Terms 
Portomundi: Online payment system for managing PSA Halifax service transactions. 

Digital Wallet: A virtual account where users can store funds and make transactions. 

Top-Up: The process of adding funds to your Portomundi wallet to ensure payments can 
be made. 

Bill of Lading (BOL): A legal document issued by a carrier that details the shipment of 
goods and serves as a receipt. 

Terminal: A designated port location where goods are received, stored, or dispatched. 

Authorization: The process of granting permission to link and manage financial 
accounts. 

Low Balance Warning: A notification system that alerts users when their wallet balance 
falls below a specified threshold. 

Reconciliation: The process of verifying and matching transactions with accounting 
records.  
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Creating a New User Account 
Account Creation Process 
Accessing the Platform 
Portomundi: https://canada.terminals.portomundi.com/login  

Steps to Create an Account 
1. Enter company details – Provide your business information as required. 
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2. Enter primary user details – The designated administrator’s information must be filled 
in. 

 

3. Review and submit the registration – Ensure all details are correct before completing 
the process. 
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4. Confirmation email – Portomundi will send emails confirming the registration and further 
instructions1. 

 

 

 

  

 

1 Note: Processing a new company account can take up to a few hours, depending on business hours. 
Additional information may be required, and you may be contacted via email or phone. 
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Setting Up the Password 
Once your registration is approved, you will receive an email with instructions on how to 

set your password.  

   

After setting your password, you can log in to Portomundi using your selected 
credentials. 
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Paring your Portomundi Wallet with your Portomundi Canada account 
Login to the Portomundi Canada platform (https://canada.terminals.portomundi.com/), 

press the 'Pair with Portomundi' button and complete the pairing process so that both accounts 
are correctly linked. 

Note: you will need to log in to your general Portomundi wallet account 
(https://wallet.portomundi.com/), for which you also have received an e-mail to set your 
password. 
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Funding Your Portomundi Wallet 
Understanding Digital Wallets 
A digital wallet is a secure online tool that stores funds and allows users to make 

payments without repeatedly entering bank details. In this system, Portomundi acts as your 
digital wallet, ensuring quick and secure transactions for PSA Halifax services.  

Top up your balance 
Before making payments, you must top up your Portomundi balance: 

1. Go to the Portomundi Dashboard and select "Top Up Balance” 
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2. Choose an amount and payment method (e.g., bank transfer). 
- Please ensure the admin fee is clearly reflected in the total amount 
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3. Confirm the transaction – You will receive an email with payment details. 

 

4. Payment confirmation – Once the financial transfer has been successfully 
completed the amount will be available on the Portomundi wallet and you and your company are 
ready to make payments.  

The Portomundi Dashboard will show your available (and/or reserved) transaction 
amounts and will be synchronized automatically. The Portomundi Dashboards will appear as 
follows: 
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Making Payments for PSA Halifax Services 
To book and pay for services via Portomundi: 

1. Navigate to the ‘Hub’ module on Portomundi. 

 

2. Choose the terminal location (e.g., Atlantic Hub). 
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3. Select the desired service (e.g., Full Import Storage). 

 

4. Enter the Bill of Lading details and container numbers. 

 

 

Then click on the import button to validate the information. 
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5. Check for Holds: Check if any holds from Customs / Shipping Line / Terminal. 

You will be able to request the payment once the transaction has been cleared from any 
holds. 
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Your Portomundi wallet activity 
Proof of Payment 
When you top up your Portomundi balance, you receive an email with a "proof of 

payment". This is a document that confirms and proves that you have loaded money into your 
Portomundi wallet. You are topping up, not purchasing, so this is NOT an invoice. You will see that 
there is no VAT fee either. All you need to do with the proof of payment is book it against your 
balance sheet 

Invoices 
 You will receive one invoice for each service provider (SP) you purchased services from, 

each month. So, if you have purchased 10 services from SP1, 3 services from SP2, and 33 services 
from SP3, at the end of the month you will receive 3 invoices. 

Transaction – details 
If you would like to see which transactions or paid services are included in a particular 

invoice, or you simply need an overview of all the transactions carried out in a particular period 
of time, you can do this in 3 clicks:  

1. Log in  

2. Go to "Transactions" in the menu on the left  

3. Select your search criteria and click on "download as CSV" 

Portomundi and your VAT declaration 
Portomundi vouchers MUST NOT be included in the VAT return as they are defined as 

Multi-purpose Vouchers*, which means that you can use them for different service providers in 
each EU Member State to pay for different services. What you MUST include in the VAT return are 
the monthly invoices you receive from Portomundi service providers.  
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Where can I find the details of my invoices? 
1) The details of your invoices correspond to the transactions on your Portomundi 

account. Log in to Portomundi and click on “Transactions”. Filter the list to view the 
transactions of that month and download as .csv to view all the details.  

 

2) Or you can download a report on the “Documents” page. You can find all your 
invoices and proof of transfers here.  
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Managing Payment Notifications  
Users can set up a low balance warning via settings: 

Navigate to Settings > Notifications 

Define a threshold amount. 

Receive an email alert when the balance is low. 

Support 
If you need any assistance, you can always contact our PSA Halifax Support during 

business hours. 

PSA Halifax Support: 

psah-customercare@globalpsa.com 

(902) 333-9350 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


