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Learning about the ISA Repository

Learning about the ISA Repository

The ISA Repository is a web-based application that makes it easy for parties involved in an
Interline Service Agreement (ISA) to ensure that they are working with the most current version
of the agreement. The ISA Repository application enables users to create ISAs, which are then
distributed via email for review and approval.

This document describes how to use the ISA Repository through the following major sections:

e [ earning about the ISA Repository provides basic information about the system.

e Getting Started describes how to access and log into the system.
e Creating ISAs describes how to create Interline Service Agreements.

e  Working with Contacts describes how to create and manage contacts used for ISAs.

e  Working with ISA Emails describes the ISA emails that are sent by the application.

e Working with Existing ISAs describes how to view and clone existing Interline Service
Agreements and edit their associated contacts, as well as how to edit and archive draft
ISAs.

e Exporting [SAs describes how export an ISA as a CSV file.

e Viewing Documentation describes how to download and view the latest version of this
user guide as well as other helpful files.

An index follows the major sections.

Overview

Managing interchange activities is a challenging and complex task. The ISA Repository is an
easy-to-use, web-based application that enables any railroad to enter into an interchange
agreement with a partner railroad. The repository stores critical details about the railroads’
interchange activities, including frequency, times, length of train, and interchange locations,
helping to ensure that an interchange event occurs as planned.

The ISA Repository helps railroads in and around major rail gateways operate more effectively
by improving their planning and communication with their partners and by providing convenient
access to essential information about their interchange agreements.

With its simple user interface, the ISA Repository makes it easy for railroads to create, approve,
and archive ISAs. The application enables railroads of all sizes to initiate an ISA. Partner
railroads can approve or reject an ISA with just an email — they are not required to log into the
application. The application’s cloning feature creates new ISAs that mirror existing ISAs, and
current and historical ISAs are always available via PDF and CSV downloads.

ISA Repository User Guide 1 Revised October 2024



Learning about the ISA Repository

With the ISA Repository, railroads know their interchange partners have reviewed and approved
the details of their ISA. This lessens the likelihood of expensive errors like a partner railroad
ending up with more railcars than it can handle or with the right number of railcars at the wrong
time.

Railroads with access to the ISA Repository can view and download ISAs of which they are a
party at any time, without assistance from Railinc or their partner railroads. Current and historical
ISAs are always available via PDF and CSV downloads, and a railroad that initiates an ISA has
the ability to edit it.

The ISA Repository generates a reminder email notification seven days after the initiating
railroad requests approval of an ISA from its partner railroad. If the partner railroad does not
approve the ISA within 30 days, the application automatically accepts it and sends a notice to
both parties. This prevents ISAs from idling in the system indefinitely and an initiating railroad
from operating under the assumption that its partner railroad has viewed and approved the ISA.

The ISA Repository is particularly helpful in improving the management of gateways by ensuring
that each railroad is working with the most current versions of their Interline Service Agreements.

System Requirements

For information about the system requirements of Railinc web applications and for information
about downloading compatible web browsers and file viewers, refer to the Railinc Ul Dictionary.

Accessing the Railinc Customer Success Center

The Railinc Customer Success Center provides reliable, timely, and high-level support for Railinc
customers. Representatives are available to answer calls and respond to emails from 7:00 a.m. to
7:00 p.m. Eastern time, Monday through Friday, and provide on-call support via pager for all
other hours to ensure support 24 hours a day, 7 days a week. Contact us toll-free by phone at 877-
RAILINC (1-877-724-5462) or send an email directly to csc@railinc.com.
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Getting Started

Getting Started

Access the ISA Repository by using Railinc Single Sign-On (SSO), a web application that
provides convenient access to a variety of Railinc products. To get started, go to the Railinc portal
at https://public.railinc.com. Select the Customer Login link in the top right corner of the
website to open the Login page. Log into SSO by entering your user ID and password in the
fields and then selecting Sign In.

1. Ifyou do not already have a Railinc SSO user ID and password, refer to the Railinc
Single Sign-On User Guide. Once you have access to Railinc SSO, you must request
access to the ISA Repository within SSO.

2. Ifyou do not have access to the ISA Repository, request access by following instructions
in the Railinc Single Sign-On User Guide. See Learning about User Roles for information
about the available levels of access. When you have received e-mail notification
confirming your access to the ISA Repository, you can log on and begin using the
system.

3. It is not necessary to have an SSO ID in order to approve or reject emailed ISAs.

Learning about User Roles

Your assigned user role determines what functions you can perform. User roles are assigned by
Railinc through the Single Sign-On interface (refer to the Railinc Single Sign-On User Guide).

The following role is applicable for railroad service design personnel:

e ISA Creator — This ISA role is for the carrier to assign permissions to the ISA system
for their company. This role also allows the ability to create ISAs (see Note below).

The ISA Creator role provides access to the Home, Create ISA, View ISAs, Export ISAs
(csv), Contact Management, and Documentation menu items. Users with the ISA Creator
role can create ISAs, see all their agreement information, make changes to agreements,
and export information.

The following role is applicable for railroad service design management and yard operations:

o ISA Viewer — This ISA role is for view-only permission to view ISAs that company
mark(s) are a party to.

The ISA Viewer role provides access to the Home, View ISAs, Contact Management,
and Documentation menu items. Users with the ISA Viewer role can see all their
agreement information but cannot make any changes or export information.

Notes:
1. If you want to manage ISAs for multiple associated roads, complete the request process

for the first road and then repeat the request permissions process for the second road. You
can request different permission levels for different roads.

2. External users of ISA should select either the ISA Creator role or the ISA Viewer role.
These roles can be requested for multiple roads.

ISA Repository User Guide 3 Revised October 2024
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Logging In
To log into the ISA Repository application:

From the browser, open the Railinc portal at https://public.railinc.com.

1

2. Select the Customer Login link in the upper right of the screen.
3. Loginto SSO. The Railinc Launch Pad is displayed.
4

Select ISA Repository. The Interline Service Agreements Home page is displayed. The
Home page lists the Standard Carrier Alpha Codes (SCACs) of the road(s) for which you
have ISA access.

Exhibit 1. Interline Service Agreements Home Page

& RAILINC ‘ Interline Service Agreement ICSXT | LaunchPad W | ContactUs | Sign Out

. . Select| CSXT
Interline Service SCAC
Agreements

Select| BOCT

SCAC

The Interline Service Agreement (ISA) web-based
application makes it easy for parties involved in an
Interline Service Agreement to ensure that they are Select | BNSF
working with the same and most current version of SCAC

agreement

Select| UP

SCAC

5. Select the SCAC of the road for which you want to create or view ISAs. The Interline
Service Agreements Welcome page is displayed.

Exhibit 2. Interline Service Agreements Welcome
E RAILINC ‘ Interline Service Agreement IBNSF | LaunchPad w | ContactUs | Sign Out

Home Create ISA View ISAs Export ISAs (csv) Contact Management Documentation

. R Active | 219
Interline Service 1SAs
Agreements

Draft| 10
ISAs

The Interline Service Agreement (ISA) web-based
application makes it easy for parties involved in an

Interline Service Agreement to ensure that they are Rej ected |42
ISAs

working with the same and most current version of
agreement

Pending ‘ 0
ISAs

Archived | 550

ISAs

Continue by either selecting one of the color-coded ISA categories to view all ISAs within that
category or an ISA application menu item.
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Logging Out
Select the Sign Out link to end an ISA session. You are returned to the SSO Login Page.
If multiple SSO applications are open (in separate browser windows), and you want to close only
one, close the unwanted session window by selecting the “X” at the top right of the window or
pressing Alt +F4. Note that selecting the Sign Out link ends the entire Single Sign-On session
(and all open SSO applications).

If your user session has been idle for more than 30 minutes, a warning message panel is displayed
(not shown).

If your user session times out, you must log back in as directed.
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Creating ISAs

When you select the Create ISA tab, the Create an Interline Service Agreement page with the
Basis Information tab is displayed (Exhibit 4).

To create an ISA, you must complete tabs for Basic Information, Description Information, Train
Plan Addendum, and ISA Contacts. Prior to submission, the ISA can be reviewed for accuracy on
the Review tab. The Create ISA tabs are listed on the left side of the page and are pictured in
Exhibit 3.

Exhibit 3. Create ISA Tabs

I Basic Information

Description Information
Train Plan Addendum
ISA Contacts

Review

After you create an ISA in the application and select Submit ISA for Approval, the ISA is sent
via email to the partner road and contacts identified in the ISA for review and approval. See
Working with ISA Emails for examples.

Note: To avoid validation errors and to ensure the completion all required fields, it is
recommended that each tab on the ISA is completed in sequential order prior to selecting
Submit ISA for Approval. If a work in progress draft is required, select Save ISA as
Draft.
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Creating an ISA—Basic Information

This basic information is required before an ISA can be saved as a draft. An approver contact for

each railroad is required to submit for approval.

1. Select Create ISA. The Create ISA—Basic Information page is displayed (Exhibit 4).

Exhibit 4. Create ISA—Basic Information

Create an Interline Service Agreement

Basic Information

This basic information is required before an ISA can be saved as a draft. An approver contact for each railroad is required to submit for approval

Train Plan Addendum

* Your Railroad * Reason for ISA
1SA Contacts

* Partner Railroad
* Interchange Gateway

* 1ISA Number

* Effective Date |

2. Complete the following required fields:
a. Your Railroad: Railroad mark of the ISA creator.
b. Partner Railroad: Railroad mark of partner in ISA agreement.

c. Interchange Gateway: Text description of gateway.

&~

Submit ISA for Approval Save ISA As Draft

ISA Number: Follows this format: SPLC, R260 of origin road, R260 of partner road, and

then an optional drop-down to identify the shipment type (IM — Intermodal or GM —

General Merchandise).

e. Effective Date: Date the agreement becomes effective. Use the calendar icon to assist
with selecting the date. Defaults to the current date. Cannot be a date in the past.

f.  Reason for ISA: Required free-form field to explain the reason for the agreement.

3. Once the fields are completed as needed, perform one of the following steps:

a. Select Next or the Description Information tab. If all validation rules pass the Create
ISA—Description Information page is displayed (see Description Information).

b. Select Submit ISA for Approval to save the ISA. If all field entries pass validation, the
ISA is saved and appears with a status of Pending. A copy of the ISA is emailed to the
partner road and contacts identified in the ISA for their review and approval. See Request

for Response to Proposed ISA Email.

c. Select Save ISA As Draft to save the ISA as Draft. If all field entries pass validation, the

ISA is saved and appears with a status of Draft.

d. Select Cancel to cancel the creation of the ISA.

ISA Repository User Guide 7
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Creating an ISA—Description Information

This basic information is required before an ISA can be saved as a draft. An approver contact for
each railroad is required to submit for approval.

1. After completing Basic Information for creating an ISA, select either the Descriptive
Information tab or the Next button. The Create ISA—Description Information page is
displayed (Exhibit 5).

Exhibit 5. Create ISA—Description Information (top and bottom)

Create an Interline Service Agreement

Basic Information Description Information

Description Information
Please provide description information for one or more description information elements below. Each description is limited to 2500 characters.

Train Plan Addendum

Interchange Locations ~ To Roadl: [enter locations Interchange Event  To Roadl: [enter events hers] *
ISA Contacts here] To Road2: [enter To Road2: [enter events here]

locations here]

Review

Interchanging Trains, ~ 5ee Train Plan Addendum.
Blocks and Handling Restrictions

Train or Traffic [enter restrictions here]

Perlormance

Temporary and  Both parties will coordinate
3 B Evaluation

plan owverrides.
=AY rise the

Jroups with
will measure th

Emergency Plans

pacties.

Schedule Changes Revision of 154

wvised and the
revision date added to the -

Agreement Conflicts

« Prev L

stk m ﬂ
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2. Provide optional description information for one or more entry fields. Each description is
limited to 2500 characters. By default, most of the fields are prefilled with standard text,
which can be modified as needed. The fields for Interchange Locations, Interchange
Events, and Train or Traffic Restrictions are prefilled with suggested template data.

3. Once the fields are completed as needed, perform one of the following steps:

a. Select Prev or the available Create ISA tab to return to that portion of the ISA to perform
edits.

b. Select Next or the Train Plan Addendum tab. The Train Plan Addendum page is
displayed.

c. Select Submit ISA for Approval to save the ISA. If all field entries pass validation, the
ISA is saved and appears with a status of Pending. A copy of the ISA is emailed to the
partner road and contacts identified in the ISA for their review and approval. See Request
for Response to Proposed ISA Email.

d. Select Save ISA As Draft to save the ISA as a draft. If all field entries pass validation,
the ISA is saved and appears with a status of Draft.

e. Select Cancel to cancel the creation of the ISA.

Creating an ISA — Train Plan Addendum

Provide the Train Plan Addendum information. To successfully complete an ISA, one or more
Train Plan Addendums must be completed.

1. After completing Basic Information for creating an ISA and the Description Information,
select either the Train Plan Addendum tab or the Next button. The Create ISA— Train
Plan Addendum page is displayed.
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Exhibit 6. Create ISA—Train Plan Addendum

Create an Interline Service Agreement

Basic Information Train Plan Addendum

Description Information

I Train Plan Addendum

ISA Contacts

3

Please provide the Train Plan 5 below lly complete an ISA, one or more Train Plan Addendums must be completed.

New Train Plan Addendum

Review
—
* From Read => Te Read | caxT =» NS - * Time Zone [ yse spLc v
* Interchange Lecation TSPLC oo @
* From Train ID “To Train ID
Frequency Sun | Mon | Tue | Wed | Thu | Fri | Sat
Window Low  HHMM Interchange Time | HHuM Window High ~HHMM

Tons Feet
Show/Hide Block Description

Add General Comments

i B -

Submit 1A for Approval Save ISA As Draft

2. Complete the following required fields:
a. From Road => To Road: Drop down with your road and the partner railroad identified.
Used to determine the direction of traffic.

b. Time Zone: Time zone of the interchange. If Use SPLC is selected from this drop-down,
it defaults to the time zone of the SPLC indicated in the SPLC field just below the Time

Zone field.
c. Interchange Location: Free-form text description of the actual interchange location.
d. SPLC: SPLC of the interchange.
e. From/To Train ID: Free-form text descriptions of the involved Train IDs.
f. Frequency (optional): Select one or more listed days of the week the interchange will

occur. Once selected, that date appears in dark shading.

g. Power Through (optional): Select yes or no to determine if access to the locomotive is
allowed.

h. RSSM Permitted: Select yes or no to determine if the shipment contains Rail Security
Sensitive Materials. This implies if hazardous types of materials are allowable.

i. Positive Train Control (mandatory if Power Through = Y): Select yes or no to
indicate if the train is operational in the Positive Train Control environment where the car
is received.
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m.

n.

Window Low (optional): Enter time to identify the low end of the allowable threshold
for the interchange (use military time).

Interchange Time (optional): Enter time to identify the preferred exact time of the
interchange (use military time).

Window High (optional): Enter time to identify the high end of the allowable threshold
for the interchange (use military time).

Tons (optional): Estimated tonnage of the shipment.

Feet (optional): Estimated feet of the shipment.

3. Asneeded, select the Show/Hide Block Description link to reveal block information input
fields for input (Exhibit 7). Complete as needed. Note that blocks can be moved to your
desired order.

Exhibit 7. Show/Hide Block Description

Show/Hide Block Description

From Block Id To Block Id

Block Description

From Block Id To Block Id

Block Description

From Block Id To Block Id

Block Description

From Block Id To Block Id

Block Description

4. Select the Add General Comments link and enter your comments (up to 2500 characters).

5. Once the required fields are entered, perform one of the following steps:

a.

Select Prev or an available Create ISA tab to return to that portion of the ISA to perform
edits.

Select New TPA to add additional Train Plan Addendums.

Select Copy TPA to copy the last Train Plan Addendum created and add it to the bottom
of the list with the entered fields copied.

Select Next or the ISA Contacts tab. The Create [SA—Contacts page is displayed
(Exhibit 8).

Select Submit ISA for Approval to save the ISA. If all field entries pass validation, the
ISA is saved and appears with a status of Pending. A copy of the ISA is emailed to the
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partner road and contacts identified in the ISA for their review and approval. See Request
for Response to Proposed ISA Email.

f.  Select Save ISA As Draft to save the ISA as a draft. If all field entries pass validation,
the ISA is saved and appears with a status of Draft.

g. Select Cancel to cancel the creation of the ISA.

Creating an ISA—Contacts

Provide the contact information for all parties involved. To successfully submit an ISA, two
contacts and their email addresses are required.

Note: Some legacy contacts may not have email addresses. If a contact without an email
address is edited, an email address must be added in order to save the contact.

1. After completing Basic Information for creating an ISA, the Description Information, and the
Train Plan Addendum, select either the ISA Contacts tab or the Next button. The Create
ISA— Contacts page is displayed.

Exhibit 8. Create ISA—Contacts

Create an Interline Service Agreement

Basic Information Contacts

Description Information )
Please provide the contact information for all parties involved. To sucoessfully submit &n ISA, an email address Gontaat information for an approver for each railroad is require

Train Plan Addendum

New Contact
ISA Contacts

=
First Nam Last Name Phone
Email Railroad [ cprs v Area
Title “Role m Primary MARK
e Nexts

Submi1SA for Approrst w

2. Select Add Contact if you want to add another existing contact to the ISA. The Add Contact
pop-up is displayed.
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Exhibit 9. Add Contact

Add Contact

At least one field must be specified
Field matches are exact. Use * wild card when uncertain.(example: DALLAS DALL®)

First Name Last Name Phone ' 999.999-9959

Email | yser@railinc.com Title Area

Create New Contact

a.

e
Search for an existing contact to add to the ISA, using the Railroad and Role drop-down
lists. Enter at least one field (e.g., Last Name).
e Select the Search button.

e Select a contact from the search results. The selected contact will populate with the
contact details.

Or select Create New Contact to create a new contact to add to the ISA.
Exhibit 10. Create New Contact

Create New Contact ®
* First Name: * Last Name Phone | 999.999-9999
" Email | user@railinc.com Title Area

Erente

Enter the required fields (First Name, Last Name, Email) and select Create.

Optionally, complete the remaining fields, but these are not required to save the contact:
Phone Number, Title (e.g., Trainmaster), Area (e.g., Operations), and Primary Mark.

Note: A primary mark is used primarily by Class I railroads to indicate that the contact
can only be added to ISAs for their railroad.

3. Ifyou need to edit the contact, select the Edit Contact button. The Edit Contact pop-up is
displayed.

Exhibit 11. Edit Contact Pop-up

Edit Contact

“FirstName  Jane *LastName  smith Phone | 999.999-9999

* Email js@railinc.com Title Area

Primary MARK | cpRrg v
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a. Modify the fields as needed and select the Update button. After confirming the update,
the modified contact information is associated with the ISA and the changes are reflected
in all ISAs except Archived ISAs.

Exhibit 12. Edit Interline Service Agreement

Basic Information Contacts
Description Information ) ) )
Please provide the centact information for all parties involved. To successfully submit an ISA, an email address contact information for an approver for each railroad is required.
Train Plan Addendum
New Contact
ISA Contacts
Review
=
FirstName | Jane LastName ~Smith Phone
Email | js@railinc.com “Raiload | cPRS Area
Title *Role Primary MARK CPRS
- exts
[

4. If you need to remove a contact, select the Remove button associated with a contact to
remove that contact from the ISA.

5. Continue to add, update, and remove contacts as needed. Once the fields are completed,
perform one of the following steps:

a. Select Prev or an available Create ISA tab to return to that portion of the ISA to perform
edits.

b. Select Next or the Review tab. The Create ISA—Review page is displayed (Exhibit 13).

c. Select Submit ISA for Approval to save the ISA. If all field entries pass validation, the
ISA is saved and appears with a status of Pending. A copy of the ISA is emailed to the
partner road and contacts identified in the ISA for their review and approval. See Request
for Response to Proposed ISA Email.

d. Select Save ISA As Draft to save the ISA as a draft. If all field entries pass validation,
the ISA is saved and appears with a status of Draft.

e. Select Cancel to cancel the creation of the ISA.

Creating an ISA—Review

Review all entered ISA details prior to submission.

1. After completing the Basic Information for creating an ISA, the Description Information, the
Train Plan Addendum, and the ISA Contacts, select either the ISA Contacts tab or the Next
button. The Create ISA— Review page is displayed.
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Exhibit 13. Create ISA—Review (top and bottom)

Create an Interline Service Agreement

Basic Information
Description Information
Train Plan Addendum

ISA Contacts

I Review

Review ISA

Basic Information

*Your Raiload cprs
* Partner Railroad g
 Interchange Gateway Gpicago
" ISA Number 385000 - 105 - 555 -

* Effective Date (/23,2023

Description Information

Interchange Locations 1o Road1: [enter locations hers] To Road2: [enter locations
here]

Interchanging Trains. Blocks and see Train Plan Addendum
Handling

Mechanical Inspection Requirements  AAR interchange rules apply: receiving carrier will perform
standard interchange inspecion

Advance Consist Requirements  5gyance consist information to be transmitted electronically

“Reason for ISA ypdate interchange

Interchange Event 1o Road1: [enter events here] To Road2: [enter events here]
Train or Traffic Restricions [aner restrictions here]
Locometive Requirements | gcomotive requirements will be covered in the Master

Locomotive Agreement

Actual Interchange Reporting jnterchange reporting will be completed within four (4) hours

no later than two (2) hours prior to interchange on run of the event
throughs and prior to actual interchange on yard transfers.
.
.
.
Block Description
From Block Id To Block Id
Block Description
General Comments (Limit 2500 characters)
Contacts
New Contact
First Name o LastName g Phane
Emall js@raifinc.com “Railad cpRg Area
Title "Role approver Primary MARK cprs
«Prev

StomaisAfor Aperoral m

2. Review the created ISA for accuracy and complete one of the following steps:

a. Select Prev or an available Create ISA tab to return to that portion of the ISA to edit.

b. Select Submit ISA for Approval to save the ISA. If all field entries pass validation, the
ISA is saved and appears with a status of Pending. A copy of the ISA is emailed to the
partner road and contacts identified in the ISA for their review and approval. See Request
for Response to Proposed ISA Email.

c. Select Save ISA As Draft to save the ISA as a draft. If all field entries pass validation,

the ISA is saved and appears with a status of Draft.

d. Select Cancel to cancel the creation of the ISA.
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Working with Contacts

Contacts are an essential component of ISAs. Many contacts already exist within the ISA Contact
Management tool. To use an existing contact, simply search for the contact and add it to the ISA.
If information associated with the contact is incorrect, you can edit the information. If a contact
does not exist within the Contact Management tool, you can create it.

The Contact Management tool allows contacts to be centrally managed (i.e., any changes made to
one instance of a contact are reflected in all [ISAs except Archived ISAs).

The Contact Management tool is described in the following sections:

e Creating a New Contact

e Searching for an Existing Contact

e Editing an Existing Contact

e Deleting Contact

Creating a New Contact

Before a contact can be associated with an ISA, the contact must be created in the ISA Contact
Management tool.

Tip! Avoid creating duplicate contact records by first searching to see if a contact already exists.
Use the following procedure to create a new contact:

1. Select Contact Management from the menu bar, and then select Create New Contact. The
Create a New Contact page is displayed.

Exhibit 14. Create a New Contact

Create New Contact

* First Name l:l * Last Name Phane g9

"Email | yser@railinc.com Title Area

2. Complete the required fields: First Name, Last Name, and Email. Last names can include
an apostrophe.

Note: Emails are required to be unique. If the email exists, you’ll receive an error and will not
be able to save the contact.
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3. Optionally, complete the remaining fields, but these are not required to save the contact:
Phone Number, Title (e.g., Trainmaster), Area (e.g., Operations), and Primary Mark.

Note: A primary mark is used primarily by Class I railroads to indicate that the contact can
only be added to ISAs for their railroad.

4. Select the Create button. A confirmation pop-up is displayed (Exhibit 15).

Exhibit 15. Confirmation Pop-up
Create Contact? ®

Are you sure that you want to create this

contact?

5. Select Create to create the contact or select Cancel to discard your changes. When the
contact is created, a success message is displayed.

Searching for an Existing Contact

Use the following procedure to search for an existing contact:

1. Select Contact Management from the menu bar, and then select Contact Search. The
Contact Search page is displayed.

Exhibit 16. Contact Search

Contact Search

Create New Contact

First Name Last Name Phone | 999.999.9999

Email | yser@railinc. com Title Area

2. You can select search values using the Railroad and/or the Role drop-down lists or enter a
field. A partial entry can be used when you don’t know the complete first name, last name,
email, title, or area. An entry is not required to search.

3. Select the Search button. Search results are displayed in a grid below the search fields
(Exhibit 17).
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Exhibit 17. Contact Search Results Using Partial Entries

Contact Search

First Name  Chris Last Name

Email  yser@railinc

com Title

Create New Contact

Phone  999.999.9999

Area

Showing 1 to 65 of 65 entries

Area

2| Railroad

feset

< Primary MARK < Role 4

FirstName & LastName & Email & Phone % Title 8
O | chris Davis Assistant Superintendent

O | chris Sanford Asst. Supt

O | chris Bagwell President

O | chris Gauthier Asst Director of Operations

O | chis Kunce Sr Mgr Service Design

O | chris Davis Terminal Trainmaster

O | chis Cameron Terminal Superintendent

O | chis Knox GM NOC Operations

Local Operations

Operations

Operations & CS

Service Design

Operations

Local Operations

Operations

4. Columns can be sorted by clicking on the column header.

CSXT

BNSF

JAIL

MNNR

BNSF

CSXT

CSXT

KCS

5. To modify an existing contact, see Editing an Existing Contact.

6. To delete one or more contacts, see Deleting Contacts.

Interested Party, Secondary
Contact, Approver

Approver
Secondary Contact

Approver. Interested Pary
Secondary Contact

Secondary Contact

Approver, Interested Pary,
Secondary Contact

7. To perform another search, select the Reset button to clear the fields.

Editing an Existing Contact

Use the following procedure to edit (or modify) an existing contact:

Note: If a contact has a primary mark, you can only modify that contact if you are logged in with

the same mark as the primary mark of the contact.

1. Locate an existing contact as described in Searching for an Existing Contact.

2. Select the contact in the Search Results grid by clicking inside a row. The Edit Contact page

is displayed.

Exhibit 18. Edit Contact
Edit Contact

* First Name  Jane *Last Name  smith

“Email ' js@railinc.com Tite

Primary MARK [ cprs -

Delete Contact

Phone  599.999.9999

Area

ISA Repository User Guide 18

Revised October 2024



Working with Contacts

3. To update the contact, make the needed changes to the contact information and select Update.

Exhibit 19. Edit Contact Confirmation
Update Contact? X

Are you sure that you want to update this
contact? Changes will be reflected across all
ISAs except for Archived ISAs.

e

4. Select Update to confirm and save your changes in the Contact Management tool. Updates
are reflected in any ISA referencing this contact except for Archived ISAs. Select Cancel to
discard your changes.

5. To delete the contact, select Delete Contact.

6. Select Delete to confirm and permanently delete the contact or Cancel to keep the record
(Exhibit 21).

Deleting Contacts

Use the following procedures to permanently delete one or more contacts from the system. These
might be duplicates or contacts that are no longer needed. The deleted contacts will be removed
from everywhere except on Archived ISAs.

Note: If a contact has a primary mark, you can only delete that contact if you are logged in with
the same mark as the primary mark of the contact.

1. Locate one or more existing contacts using the procedure described in Searching for an
Existing Contact.

2. To delete one or more records from the Contact Search page:

Select contacts by clicking the checkbox of one or more contacts,

b. Or select the contact in the Search Results grid by clicking inside the row of the
contact you want to delete from the Edit Contact page (Exhibit 18). For this option,
continue with step 3.
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Exhibit 20. Select Checkboxes for Delete

Contact Search

Create New Contact

First Name Last Name Phone | 9g9-999-9999

Email | user@raiinc.com Title Avea

T

Showing 1 to 6 of & entries

FirstName ¢ LastName & | Email s| Phone ¢ Title s Area 2| Raiload ¢ Primary MARK ¢ | Role 3
O | Tery c Psil CPRS
Testing ISA CPRS CPRS Approver
Terry c CPRS CPRS Secondary Contact, Approver, Interested Party
O | stefan Geltz Trainmaster Windsor Operations | Local Operations | CPRS GPRS Interested Party, Approver
hgth gfh CPRS CPRS Approver
0O | Jane Smith CPRS CPRS Approver

Showing 1 to 6 of 6 entries

a. Select Delete to delete one or more selected rows. A Delete Contact pop-up opens to
confirm that you want to delete the contacts and provides the count of ISAs from
which the contacts will be removed if you choose to delete them.

Exhibit 21. Delete Contact Confirmation
Delete Contact? x
Are you sure that you want to
delete this contact?

Select Export to download a csv of all the ISAs
this contact listed is on. The contacts will be
removed from] 6 1SAs_[This cannot be undone.

o Select Export to export the list of [SAs with the contacts you want to delete.
When Export is selected, the file is automatically downloaded to the Downloads
folder on your device.

e Select Delete to confirm permanently deleting the contacts and removing them
from all ISAs except for Archived ISAs, or select Cancel to keep the contacts.

3. To delete a contact from the Edit Contact page:

a. Select the contact in the Search Results grid by clicking inside the row of the contact
you want to delete. The Edit Contact page is displayed (Exhibit 18).
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b. To delete the contact, select Delete Contact. A Delete Contact pop-up opens to
confirm that you want to delete the contacts and provides the count of ISAs from
which the contacts will be removed if you choose to delete them (Exhibit 21).

o Select Export to export the list of [SAs with the contact you want to delete.
When Export is selected, the file is automatically downloaded to the
Downloads folder on your device.

o Seclect Delete to confirm permanently deleting the contact and removing it
from all ISAs except for Archived ISAs, or Cancel to keep the contact.

c. When the contact is deleted, you are returned to the Search Results grid, which is
updated to no longer include the deleted contact.
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Working with ISA Emails

When you have successfully created and saved an ISA in the ISA Repository, a copy of the ISA

is emailed to the partner road and to the contacts identified in the ISA for their review and
approval.

The system generates the following three types of emails:
e Request for Response to Proposed ISA
e Reminder of Pending ISA Request
e Disposition Notification on ISA (Approved or Rejected). ISAs can be actively or

passively accepted, either via a disposition provided by email response or passively
accepted after 30 days without a response. ISAs can be rejected by email response.

Request for Response to Proposed ISA Email

Following the creation of an ISA, it is sent to the partner road and contacts identified in the ISA
for their review and approval as a request for response email.

Note: Here are some general rules regarding email response requests:

* A proposed ISAs is automatically accepted if no response is received within 30 days from
the date it is sent.

» Ensure that you select either the Approve or Reject link just once. Selecting these links
multiple times may lead to undesirable results.

Selecting either the Approve or Reject link automatically opens a new email window
with a pre-populated subject line. The system uses this auto-generated subject line for the

ISA approval/rejection process. Please do not change the subject line on the response
email.

Below is an example of a request for response to proposed ISA email:

Exhibit 22. Request for Response to a Proposed ISA Email

Subject: TEST: ACTION REQUIRED: Froposed Interline Service Agreement (ISA) between CSXT and AAR - 1SA Number: 380000-802-123-GM

- Message | IProposed ISA - 330000-802-123-GM.pdlf (5 KB)

This email has been sent to alert you that an Interline Service Agreement ISA) has been proposed involving your railroad-
Please review the proposed [SA (attached) and provide your approval or rejection of the ISA

To provide your approval of the propesed ISA, please click on the "Approve” link provided below.

Torcject this ISA, please click on the "Reject” link provided below.

Please click on one of the following choices to automatieally generate an email response. For further verification, please ensure that your desired response is shown in the body of the email (For example, if approved, the first line of the email
will show as follows; Result: 'Approved').

Result- Approve Reject

If you have comments regarding this proposed ISA, please provide them in the designated arca in the cmail response.

NOTE:

+ Theproposed ISA will be automatically approved if no response is received within 30 days from the date of this email
+ Please ensure that vou click on cither the "Approve” or "Reject” link just once. Clicking on these links multiple times may lead to undesirable results.

Clicking on cither the "Approve” or Reject” link will autematically open a new email window with a pre-populated subject line. The system uscs this auto-generated subject line for the ISA approvalijection process. Please do not
change the subject line on the response email.

If you have any questions regarding the proposed ISA, please contact the ISA approver from the sppropriate railroad listed in the contacts arca of the proposed ISA.

The Railinc Intaline Service Agreement Team
877-724-3462

isaemails @railinc com

csc(@railine. com
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Use the following procedure to respond to the request for response to proposed ISA email:
1. Open the attached proposed ISA PDF to review it.
2. Perform one of the following actions from the body of the email:

a. Select Approve to approve the specifics of the ISA. An email is prepared to be sent to the
proposer of the ISA and the identified contacts.

Exhibit 23. Sample Request Response Email (Approved)

To.. 15A
]
E Cc... test.user @rairoad. com
Send
Subject: Interline Service Agreement [I54) between RAIL and AAR - ISA Number: 123456-001-002-GM is Approved
i
Result:"Approved’

TOKEN:[OTk3NDQA4]

If you have any comments regarding this proposed IS4, please provide them below this line
As needed, add any additional comments to the email and send it. The email is processed
by Railinc, and the status of the ISA is changed to Active.

b. Select Reject to reject the proposed ISA. An email is prepared to be sent to the proposer
and the ISA and the identified contacts.

Exhibit 24. Sample Request Response Email (Rejected)

To... ISA
W
E Cc... test.user @railroad. com;
Send
Subject: Interline Service Agreement [ISA) between RAIL and AAR - ISA Number: 123456-001-002-GM is Rejected
i
Result:"Rejected"

TOKEN:[OTk3NDQ4]

If you have any comments regarding this proposed ISA, please provide them below this line

c. Asneeded, add any additional comments to the email and send it. The email is processed
by Railinc, and the status of the ISA is changed to Rejected.
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Reminder of Pending ISA Request Email

If a response has not been received in 7 days, a reminder email is sent out. Below is an example
email.

Exhibit 25. Reminder of Pending ISA Request Email

=] Message ":L Proposed ISA - 567500-200-116.pdf (7 KB)

This email has been sent to alert vou that an Interline Service Agreement (ISA) has been proposed invelving your railroad.

Please review the proposed ISA (attached) and provide your approval or rejection of the ISA. Please note that the proposed ISA (attached) will be automatically approved if
no response from the approver is received within 23 days from the date of this email

To provide vour approval of the proposed ISA, please click on the "Approve” link provided below.

To reject this ISA, please click on the "Reject” link provided below.

Please click on one of the following cheices to automatically generate an email response. For further verification, please ensure that vour desired response is shown in the
body of the email (for example, if approved, the first line of the email will show as follows; Result: 'Approved’).

Result: Approve Reject
If vou have comments regarding this proposed ISA, please provide them in the designated area in the email response
NOTE:

¢ The proposed [SA will be automatically approved if no response is received within 23 days from the date of this email.

« Please ensure that you click on either the "Approve” or "Reject” link just once. Clicking on these links multiple times may lead to undesirable results.

+ Clicking on either the "Approve" or "Reject” link will automatically open a new email window with a pre-populated subject line. The system uses this auto-generated
subject line for the ISA approvalrejection process. Please do not change the subject line on the response email

If vou have any questions regarding the proposed ISA, please contact the ISA approver from the appropriate railroad listed in the contacts area of the proposed ISA

The Railinc Interline Service Agreement Team
877-724-5462

isaemails @railinc.com

csc(@railinc.com

The actions available are the same as on the initial Request for Response to a Proposed ISA
Email. See Request for Response to Proposed ISA Email steps 1 and 2.
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Disposition Notifications on Approved or Rejected ISA

Disposition notifications are sent following either the approval or rejection of an ISA request. If a
submitted ISA is not approved within 30 days, then it is passively accepted.

Exhibit 26, Exhibit 27, and Exhibit 28 are examples of disposition emails:

Exhibit 26. Manually Rejected ISA

| Message @Rejed:ed I5A - 625930-029-777-GM.pdf (&6 KB)

This email has been sent to alert vou that the above referenced Interline Service Agreement (attached) involving vour railroad has been rejected.

If vou have any questions regarding this ISA, please contact the ISA approver from the partner railroad listed in the contacts area of the ISA.

The Railinc Interline Service Agreement Team
877-724-5462
csc(@railinc.com

Exhibit 27. Manually Approved ISA

| Message | T Approved ISA - 261000-555-549.pdf 7 KE)

This email has been sent to alert vou that the above referenced Interline Service Agreement (attached) involving vour railroad has been approved.

If vou have any questions regarding this ISA_ please contact the ISA approver from the partner railroad listed in the contacts area of the ISA.

The Railinc Interline Service Agreement Team
877-724-5462

csc/@railine.com

Exhibit 28. Auto-Accepted ISA — No Response After 30 Days

| Message 'E..Approvea 15A - 344200-712-372.pdf (7 KB)

This email has been sent to alert vou that the above referenced Interline Service Agreement (attached) involving vour railroad has been automatically approved due to lack of response within 30 days of
creation of the [SA.

If vou have any questions regarding this ISA. please contact the ISA approver from the partner railroad listed in the contacts area of the ISA
The Railinc Interline Service Agreement Team

877-724-3462

isaemails @railinc.com

csc/@railine.com
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Working with Existing ISAs

When you select View ISAs on an ISA page, the View ISAs menu is displayed.

Exhibit 29. View ISAs Menu

View [SAs

All
Active
Draft
Pending
Rejected

Archived

Note: Any of these described views can also be reached directly from the Dashboard on the
Welcome page (Exhibit 30).

Below are the tasks available on the View ISAs menu. Select a status to open a list of ISAs with
the selected status:

Exhibit 30. ISA Status Dashboard
Active | 158

1ISAs
Draft| 88
ISAs

Rejected | 1

ISAs

Pending |18

ISAs

Archived | 12

ISAs

Exhibit 31. View ISAs Menu Items and Descriptions
Menu Item  Description
All Allows you to view all ISAs.

Active Allows you to view active ISAs. Active ISAs have been approved by
both railroad parties and its effective date has been reached. An ISA
could be active as a result of direct email response or auto-approval as
a result of 30 days of no response.
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Draft Allows you to view draft [ISAs. Draft ISAs have not been submitted
for approval.

Note: Only the original creator of the ISA with the ISA Creator role
may delete an ISA in draft status.

Pending Allows you to view Pending ISAs. Pending ISAs have been approved
by only one party.

Rejected Allows you to view rejected ISAs. Rejected ISAs have been rejected
by the approving party. An ISA could be rejected on the email.

Note: Either party to the ISA with the ISA Creator role may edit an
ISA in rejected status for saving and resubmission.

Archived Allows you to view archived ISAs. Archived ISAs are stored for
historical purposes. Like other ISAs, archived ISAs can be cloned if
needed later.

Viewing ISAs

This section describes how to view ISAs. Because the view screen is the same for the views of
ISAs of all statuses, the procedure is only shown once. However, the actions available on the
details page for Draft ISAs differ; therefore, see Viewing/Managing Draft ISAs for more
information about Draft ISAs. Once you’ve selected the SCAC from the Home page:

1. Select the ISA status that is listed on the dashboard page (Exhibit 30) or select View ISAs
from the main menu and select the desired ISA status (All, Active, Pending Draft, Rejected,
or Archived). The selected View Interline Service Agreements page is displayed.

Exhibit 32. View Interline Service Agreements

View Interline Service Agreements

Please click on an ISA to view the details in a new window.

Create PDF Export Clear Filters Update Roles Add Contacts Remove Contacts

ISA Number # Partner Railroad % Interchange Gateway 4 Contacts & Effective Date % Date of Last Action & ISA Status £
O | e @ [setectaptions: | @
KANSAS CITY INCLUDING: Jon Helm. Phil
KANSAS CITY, KS - SPLC 581520 ;
] 681620-665-777 NS H; J; 01/22/2018 04/21/2020 ACTIVE
(ARGENTINE) KANSAS CITY, MO - Cagbema” asen
SPLC 568900(MURRAY) urbow:
MEMPHIS INCLUDING: MEMPHIS, | Lavetta Singletary,
439900-655-T77 NS 12/01/2018 04/21/2020 ACTIVE
TN - SPLC 439900 Phil Hageman..
STATIONS INCLUDING: AMORY, Jon Helm, christina
] 483128-127-T77 AGR MS - SPLC 483128 COLUMBUS, meorales, Christina 01/14/2019 04/21/2020 ACTIVE
MS - SPLC 484040 Morales..
CHICAGO INCLUDING: CHICAGO, Jon Helm, Dave
[ 380000-555-777-IM NS IL - SPLC 380000 CICERO, IL - Cinotto, Jason 12/06/2018 04/15/2020 ACTIVE
SPLC 381280 Charbonneau..

2. To search for a specific ISA, begin typing a SPLC in the ISA Number search field and select
the search icon (®).
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3. To sort the table data, select the column heading of the desired sort. The data is refreshed in
alpha/numeric order based on the selection (see below for an example). Reverse the order by
selecting the same column heading again.

Exhibit 33. Column Sort Example (sorted on Partner Railroad)

< ISA Number < Partner Railroad “ Interchange Gateway <  Contacts < | Effective Date % | Date of Last Action < ISA Status &
O] g @ E=remle
Jon Helm, Jason
Birmingham including: North .
-019-777- )
[J | 472600-019-777-GM | ABWR Birmingham, AL - SPLC 472610 Ford, Tim Kelly, 09/14/2009 04/22/2019 ACTIVE
Utilis Vinson
[J | 123456-098-098 ACWR GATX 07/13/2010 07/08/2010 DRAFT
[J | 398765-090-090 ACWR GATX 07/05/2010 07/08/2010 DRAFT
STATIONS INCLUDING: AMORY, | Jon Helm, Steve
[ | 483128-127-777 AGR MS - SPLC 483128 COLUMBUS, | Brockwell, Phil 01/14i2019 0422/2019 ACTIVE
MS - SPLC 484040 Hageman.
Darrell Kitchen,
LAFAYETTE INCLUDING: ’
O | e57450-500-777 AKDN CROWLEY, LA- SPLC 857570 RL.men Ramos, 05/02/2018 05M11/2018 ACTIVE
Brian Hauber.
Al Reinsch, Paul
O | 206640-002-555 ALS ST LOUIS, MO Hinton, Scott &t 08/09/2019 09/06/2019 ACTIVE

4. To filter results, select one of the filter boxes located beneath the column headings and then
select the column value to filter.

e For the Interchange Gateway and Contacts columns, you can filter using the OR
function by placing a bar (|) between values (e.g., Joe | Jim).

e For the ISA Status column, you can select multiple values to filter. Simply select
multiple checkboxes, and then select the refresh icon (@) to the right of the filter box.

5. To update the ISA roles, select at least one ISA that is in Active or Draft status. See
Updating ISA Roles for details.

6. To add existing contacts to ISAs, select at least one ISA that is in Active or Draft status. See
Adding ISA Contacts for details.

7. To remove contacts from ISAs, select at least one ISA that is in Active or Draft status. See
Removing ISA Contacts for details.

8. To view the details of a listed ISA, click inside the appropriate row. The View ISA Details
page is displayed for the selected record.
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Exhibit 34. View ISA Details (top of page shown)

View ISA Details: 581520-555-777

Back to ISAs List

Basic Information

Owner Mark
Origin Railroad
1SA Number
Partner Railroad
Status

Effective Date

Description Information

Interchange Locations 15 BNSF- Argentine Yard Murray Yard - Placeholder To NS:

Download PDF

BNSF

BNSF
581620-555-777
NS

ACTIVE

01/22/2019

Argentine Yard Murray Yard - Placeholder

Interchanging Trains, Blocks and g Train Plan Addendum.
Handling

9. Perform one of the following steps:

Edit ISA Contacts Archive ISA Clone ISA

Reason for ISA' 7y gefine and document the interchange operating
plan between BNSF and NS as discussed furing the
Kansas City ISA meeting 10.7.14 1/22/19 Update
PTC flag in Train Plan Remove TPA 1.2,5
associated with Triple Crown Trains per conf call A
Stroe-NS

Interchange Gateway KANSAS CITY INCLUDING: KANSAS CITY, KS -
SPLC 581520 (ARGENTINE) KANSAS CITY, MO -
SPLC 566900(MURRAY)

Interchange Event 1o BlSF: Kansas City, KS - When train passes BNSF AE] #
TE75300, NS AEI # BNSF 1 Kansas City, MO - When train
passes BNSF AE| # TAT5551. NS AE| #BNSF2 To NS: Kansas
City. KS - When train passes BNSF AE| # TA/B 75549, NS AEI
# BNSF1 Kansas City, MO - When train passes BNSF AEl #
TAT5561. NS AE| #BNSF2

Train o Trafic Restiictions g Train Plan Addendum.

a. Select Back to ISAs List (top/bottom left) to return to the previously displayed View

Interline Service Agreements page.

b. Select Download PDF (top/bottom left) to download the displayed ISA record in PDF
format. Use the standard tools within the PDF to save, print or share the record as an
email attachment.
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Exhibit 35. ISA (downloaded as a PDF)

Owner Mark: BNSF
Origin Railroad: BNSF
Partner Railroad: BRC
ISA Status: ARCHIVED

R A

5/6/19 Update departure times on BRCNTW. BRCGAL, BRCEOL tramns per Matt Hembaugh/Mike
Reason for ISA: Martinez

ISA Number: 380000-083-777-GM
Interchange Gateway: CHICAGO INCLUDING: CLEARING, IL - SPLC 380433
Effective Date: 05/06/2019

Interchange Locations To BRC:

Clearing, IL

To BNSF:
Clearing, IL

Interchange Event To BRC: Traffic, for both car hire interchange and reporting the physical arrival in train 10

messages for performance measurements, will be interchanged at the time cars are cut off on
designated inbound receiving track(s) at Clearing Yard.

To BNSF: Traffic, for purposes of car hire interchange, is

interchanged 1-minute after a car is humped onto a

classification track at Cleaning Yard, per BRC Amended

Operating Agreement. Traffic, for purposes of reporting the

physical departure in Tram 10 messages for performance

measurements, will be at the time a train departing from

Clearing Yard passes the AEI readers at either the West Sub or Hayford, whichever is
applicable. BRC will provide an actual 418 to BNSF of the tramn consist as read by the
reader.

Interchanging Trains, Blocks and Handling See Train Plan Addendum.

Train or Traffic Restrictions [enter restrictions here]

Mechanical Inspection Requirements AAR interchange rules apply; receiving carrier will perform standard interchange inspection.

a. Select Edit ISA Contacts (top/bottom right) to edit or create contacts from an existing
ISA.

Select Edit Contact.

Edit a contact or scroll to the bottom and select Add Contact to create a contact
(Exhibit 9).

Select Create New Contact and follow the steps under Exhibit 10. See ISA Contacts
to learn more about creating contacts.

Select Archive ISA (top/bottom right) to archive the ISA. See Archiving ISAs

Select Clone ISA (top/bottom right) to create a new ISA based on the details of the currently
viewed ISA. See Cloning ISAs.

Archiving ISAs

You can archive an active, existing ISA for your mark. Once an ISA is archived, it is no longer an
active ISA. Once archived, it is available to view as an archived ISA for historical purposes.
Archived ISAs cannot be made active, but they can be cloned (Cloning ISAs), and the clone can
be saved as an active ISA. Use the following procedure to archive an ISA.

1. Access an ISA details record (see Viewing ISAs or Viewing/Managing Draft [SAs).

2. Select Archive ISA.
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Exhibit 36. Archive ISA Confirmation Pop-up
View ISA Details: 873348-454-456

Back to I5As List Download PDF Edit I5A Contacts Archive 1SA Clone 15A

Basic Information

Are you sure? x

You have requested to Archive this ISA. Once
an ISA has been put into Archive status, it
cannot be edited furtther. Are you sure that you
want to archive this ISA?

ISA Number 73345 454 456
oea

Partner Railroad jp

Owner Mark gpsF

Origin Railroad gsF

Status AcTIVE

Effective Date 5106/2023

3. Select Ok to confirm that you want to archive the ISA or Cancel to dismiss the confirmation
without archiving the ISA.

4. View archived ISAs by selecting View ISAs from the main menu and Archived.

Cloning ISAs

You can create a new ISA based on an existing ISA. This is referred to as cloning. Use the
following procedure to clone an ISA:

1. Access an ISA details record (see Viewing ISAs or Viewing/Managing Draft [SAs).

2. Select Clone ISA. The Clone Interline Service Agreement page is displayed.

Exhibit 37. Clone Interline Service Agreement
Clone Interline Service Agreement: 439900-777-712
This ISA is being created based upon a previously created ISA. To avoid duplication, please be sure to make updates/changes to the |SA before saving

]
Basic Information

Basic Information

Description Information
This basic infermation is required before an [SA can be saved as a draft. An approver contact for each railroad is required fo submit for

approval
Train Plan Addendum
ISA Contacts * Your Railroad BNSF * Reason for ISA B
Review * Partner Railroad ~ CSXT

*Interchange  Memphis including: Memphis, TH -

Gateway
*|SA Number 439900 - 777 - 72
* Effective Date | 06/14/2012 EH| =

3. Complete the input fields and submit the cloned ISA. See Creating ISAs for details on how to
complete an ISA.
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Adding ISA Contacts

To create a new contact, see Creating a New Contact. Once a contact is created, use the following
procedure to search on existing contacts and add them to Active and Draft ISAs. When Pending
and/or Rejected ISAs are selected, this feature is not available, and the Add Contacts button is
grayed out.

1. Select View ISAs and select All, Active or Draft from the main menu.

2. Ifyou selected All in the previous step, you have the option of filtering on the status. Select
Active and/or Draft records using the ISA Status filter (last column) and select the refresh
button (@) to filter the records.

Exhibit 38. ISA Status Filter

ISA Status -

2 selected * .]

“ACTIVE —
[ laRCHIVED

[“DRAFT |
[ PENDING
[REJECTED

RH

3. Columns can be sorted by clicking on the column header.
4. Select one or more checkboxes (first column) of Active and/or Draft records (Exhibit 39).

5. Select the Add Contacts button in the top right. The Add Contacts pop-up displays.

Exhibit 39. Add Contacts Pop-up

Add Contacts

Search for existing contacts to add to the ISAs you selected on the previcus screen, then choose the new role the contact will act as under your MARK.
First Name Last Name Phone | 999.999.9999

Email | yser@railinc.com Title Area

Add Contacts

6. You can select search values using the Railroad and/or the Role drop-down lists or enter a
field. A partial entry can be used when you don’t know the complete first name, last name,
email, title, or area. An entry is not required to search.
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7. Select Search. Records that match appear below your search criteria.

Exhibit 40. Search Results

Add Contacts ®

Search for existing contacts to add to the ISAs you selected on the previous screen, then choose the new role the contact will act as under your MARK.
First Name Last Name Phone 9995999999

Email | yser@railinc.com Title Area

=

Showing 1to 7 of 7 entries

“~ First Name < LastName % Email 2 Phone ¥ Title ¥ Area % Railroad ¢  Primary MARK = Role B
Q) Greg Director, Carload Operations Qperations PHL Approver

B Andrew tst1@railinc.com President Executive PHL PHL Approver

©) Stephanie Supt Operations Operations PHL Secondary Contact
© Michael President Operations PHL Approver

© Stephen VP QOperations Operations PHL Secondary Contact
© Don Director, Marketing and Admin SalesiMarketing  PHL Approver

© Kimia Director Customer Service Shortline PHL Approver

Add Contacts

8. Columns can be sorted by clicking on the column header.

9. Select the green plus to open the contact. Select the road and role for each ISA selected, and
then select Add Contact.

Note: Contacts with a gray “+” in the leftmost column cannot be updated because their
primary mark does not match the mark listed on the ISA.

10. Select the appropriate role in the New Role drop-down for each contact selected. All selected
contacts must have a selected role.

Exhibit 41. Selecting ISA Contacts from Search Results

Showing 1to 7 of 7 entries

“ FirstName % LastName 2 Email - Phone - Title 2 Area % Railroad ¢  Primary MARK < Role s
©) Greg Director, Carload Operations Operations PHL Approver

+| Andrew tst1@railinc.com President Executive PHL PHL Approver

@) Stephanie Supt Operations Operations PHL Secondary Contact

ISA Number Interchange Gateway  Effective Date Status Railroad Current Role Primary MARK New Role /
044575-000-105 UTOPIA, ON. SPLC 044575 06-26-2023  ACTIVE | CPRS v Select Role v

@ Michael President Operations PHL Approver
& Stephen VP Operations Operations PHL Secondary Contact
@ Don Director, Marketing and Admin SalesiMarketing  PHL Approver
Q) Kimia Director Customer Service Shortline PHL Approver

Add Contacts

11. Select Add Contacts to add the selected contact(s) to the selected ISAs.

12. When contacts are added, you’ll receive the following success confirmation message:
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Exhibit 42. Success Message for Adding Contacts to ISAs

Confirmation Messages

Contact added successfully.

Editing ISA Contacts

Users with the ISA Creator role can use the following procedure to modify contact information
on active ISAs.

1. Access an active ISA details record (see Viewing ISAs).

2. Select Edit ISA Contacts. The Edit Interline Service Agreement page is displayed.

Exhibit 43. Edit Interline Service Agreement (top and bottom)

Edit Interline Service Agreement: 185400-105-555

This ISA is being created based upon a previously created ISA. To avoid duplication, please be sure to make updates/changes to the ISA before saving.

II‘ Comaets

Review
Please provide the contact information for ailparties involved. To successfully submit an ISA, an email address contact inforation for an approver for each raioad is required.
Contact 1
m
FirstName | Matt LastName Cummins Phone
Email | test@railine.com Raioad [ CpRs v Atea | Senvice Design
Title  Mgr Service Design - US “Role | Approver v Primary MARK
.
.
.
Contacts
FirstName  Grant Last Name | Francis Fhons
Emall yser@railine con Ralkond [ g ~ Area
Tile Rola Primary MARK TGSXT
m b

3. Select the Edit Contact button. The Edit Contact pop-up is displayed.

Exhibit 44. Edit Contact Pop-up

Edit Contact x

* First Name  att *Last Mame  Cummins Phaone

“Emall  test@railinc.com Title  Mgr Service Design - US Area  Service Design

o] o

A
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Modify the fields as needed and select the Update button. After confirming the update, the
modified contact information is associated with the ISA and the changes are reflected in any
ISA referencing this contact.

Continue to add or update ISA contacts as needed. Select Add Contact if you want to add
another existing contact to the ISA. The Add Contact pop-up is displayed.

Exhibit 45. Add Contact Pop-up

Add Contact ®

At least one field must be specified.
Field matches are exact. Use ” wild card when uncertain (example: DALLAS DALL™)

First Name Last Name Phone | 9999599999

Email | yser@railinc.com Title Area

Creats ew Contact

10.

4

You can select search values using the Railroad and/or the Role drop-down lists or enter a
field. A partial entry can be used when you don’t know the complete first name, last name,
email, title or area. An entry is not required to search.

Select the Search button.

Select a contact from the search results. The selected contact will populate with the contact
details.

If you need to remove a contact, select the Remove button associated with a contact to
remove that contact from the ISA.

Continue to add, update, and remove contacts and select Save ISA Contacts. See [SA
Contacts for details on how to complete the ISA contacts fields.

Removing ISA Contacts

Use the following procedure to remove existing contacts from Active and Draft ISAs. When
Pending and/or Rejected ISAs are selected, this feature is not available and the Remove
Contacts button is grayed out. Removing a contact from an ISA does not delete the contact from
the system, only from the selected ISA. To permanently delete a contact from the system, see
Deleting Contacts.

1.

2.

Select View ISAs and select All, Active or Draft from the main menu.

If you selected All in the previous step, you have the option of filtering on the status. Select
Active and/or Draft records using the ISA Status filter (last column) and select the refresh
button (@) to filter the records (Exhibit 38). Columns can be sorted by clicking on the column
header.
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3. Select one or more checkboxes (first column) of Active and/or Draft records (Exhibit 39).

4. Select the Remove Contacts button in the top right. The Remove Contacts pop-up displays.

5. Columns can be sorted by clicking on the column header.

6. Select one or more contacts to remove by clicking the checkbox(es) in the first column.

Exhibit 46. Remove Contacts Pop-up

Remove Contacts

croneror [l o |

Showing 1to 9 of 9 entries

Email

Phone

Title <+

Area

% Railroad =

Role

x
Remove Contacts

< ISA Status <

. Fist . last
~ ISANumber o LD Name
[ Lavetta Singletary
O SPLC Q Phil Hageman
[ Torrance LeSure
439900-555-T77 [ pat Loughlin
[ Ruben Ramos
] 483128127777 [J Claude Friesland
O Eric Peters

[ Michelle  Ferrar
O 581520-555-777

[J Nicholas Mullens

isa@railinc.com
isa@railinc.com
isa@railinc.com
isa@railinc.com

isa@railinc.com

isa@railinc.com

404-582-6321
817-867-6221
901-433-7340
610-694-5937
817-867-1383
205-451-4736

901-424-1905

michelle ferrar@railinc.com 919-651-5000

isa@railinc.com

901-320-1804

Manager Senvice Design
Senvice Design Mgr
Terminal Sup

Manager

Manager Senvice Design
Divn. Supt.-Alabama

Superintendent of
Terminals

Manager

Sr. Road Manager

Senice Design
Senice Design
Operations

Johnstown PA
Senice Design

Operations

Transportation

Transportation -

Memphis

NS
BNSF
BNSF
BNSF
BNSF
NS

NS

BNSF

NS

Approver
Interested Party
Interested Party
Interested Party
Approver

Interested Party
Interested Party

Interested Party

Secondary
Contact

2 selected e

ACTIVE

ACTIVE

ACTIVE

[ 380000-655-777-IM

Remove Contacts

ACTIVE

%

T AR TG TS IGERTET

7. Select Remove Contacts to remove the selected contact(s) from the selected ISAs.

8. When contacts are removed, you’ll receive the following success confirmation message:

Exhibit 47. Success Message for Removing Contacts from ISAs

Confirmation Messages

Contact successfully removed.

Updating ISA Roles

Use the following procedure to update roles for existing ISA contacts in Active and Draft ISAs.
When Pending and/or Rejected ISAs are selected, this feature is not available and the Update

Roles button is grayed out.

1. Select View ISAs and select All, Active or Draft from the main menu.

2. Ifyou selected All in the previous step, you have the option of filtering on the status. Select
Active and/or Draft records using the ISA Status filter (last column) and select the refresh
button (@) to filter the records (Exhibit 38). Columns can be sorted by clicking on the column

header.

3. Select one or more checkboxes (first column) of Active and/or Draft records (Exhibit 39).
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4. Select the Update Roles button in the top right. The Edit Contact’s Role on Selected ISAs
pop-up displays.

5. Columns can be sorted by clicking on the column header.

6. Select one or more contacts to update by clicking the green + icon in the first column. Details
for the row appears and the icon changes to a red —icon.

7. Select the new role from the drop-down in the last column for each selected row and the text
color of the new role changes to blue to show which ones have been modified.

Exhibit 48. Edit Contact’s Role on Selected ISAs

View Interline Servi

Please click on an ISA to view

Create PDF Export I

- ISA Number

m Q@

439900-555-777

=] 483128-127-777

O 581520-655-777

[ 380000-555-777-]

] 380000-555-777-Gl

] 472600-777-555

Edit Contact's Role On Selected ISAs

Showing 1to 17 of 17 entries

- N:ife < LastName < Email Phone Title Area % Railroad ¢ Role

© Phil Hageman isa@railinc com 817-867-5221 Senice Design Mgr Senvice Design BNSF Secondary Cantact

© Phil Logan isa@railinc.com 251-214-1031 General Manager Operations AGR Secondary Contact

© Torrance LeSure isa@railinc.com 901-433-7340 Terminal Sup Operations BNSF Interested Party

©' Claude Friesland 205-451-4736 Divn. Supt -Alabama Qperations NS Interested Party

Q) Eric Peters isa@railinc.com 901-424-1905 Superintendent of Terminals Transportation NS Interested Party

© Lavetta Singletary isa@railinc.com 404-582-6321 Manager Senice Design Senice Design NS Approver

© Nicholas  Mullens isa@railinc com 901-320-1804 Sr. Road Manager Transportation - Memphis NS Secondary Cantact

© Tim Kelly isa@railinc.com 251-575-5008 General Manager Operations AGR Approver

© Ruben Ramos isa@railinc.com 817-867-1383 Manager Senice Design Senice Design BNSF Approver

© Christina  Morales christina marales@railinc.com BNSF Appraver

Q) x 251-564-6254 Cell AGR Interested Party

@ Michelle Ferrar michelle ferrar@railinc.com 919-651-5000 Manager BNSF Interested Party
ISA Number Interchange Gateway Effective Date Status Mark Current Role New Role

483128-127-777 STATIONS INCLUDING: AMORY, MS - SPLC 483128 COLUMBUS, MS - SPLC 484040 01-14-2019

© chistina  morales cloughr3@gmail com
Q) Steve Brockwell isa@railinc.com
© Utilis Vinson isa@railinc.com
© Pat Loughlin isa@railinc com
© Jon Helm isa@railinc com

205-320-3600
901-433-7306
610-694-5937

817-867-6210

Terminal Mgr
Supt Operations
Manager

Directro SD

BNSF
Qperations BNSF
Operations BNSF
Johnstown, PA BNSF
Senice Design BNSF

ACTIVE AGR Interested Party

Select Role
Approver
Interested Party

Secondary Contact
Interested PRytty

Secondary Contact

Update Roles

8. Select Update Roles to update the roles of the selected contact(s) for the selected ISAs.

9. When roles are updated, you’ll receive the following success confirmation message:

Exhibit 49. Success Message for Updating Roles for ISAs

Confirmation Messages

Contact successfully updated.

Viewing/Managing Draft ISAs

Use the following procedure to view and manage ISAs saved in Draft status.

1. Select View ISAs > Draft. The View Interline Service Agreements page for Draft ISAs is

displayed.
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Exhibit 50. View Interline Service Agreements (Draft ISAs)

View Interline Service Agreements

Please click on an ISA to view the details in a ffew window.

< 1SA Number “~ | Partner Railroad < Interchange Gateway < Contacts < FEffective Date < Date of Last Action < ISA Status H
0| we @ Search or Incrchangs Gtansy Use | reemnC)
[ | 017731-333-344 MMA St Leonard, NB SPLC 017731 gtizT;abun1E'JUhﬂ 06/01/2009 04/2712009 DRAFT
[ | 028400-333-344 MMA ST Jean, PQ SPLC 028400 06/01/2009 04/27/12009 DRAFT

Lana Buhay, Suzanne
[ | 045070-103-555 CN FORT ERIE, ON Lauzon, Floyd 08i20/2018 082012018 DRAFT
Hudson_
.
[J | 047600-103-712 CSXT SARNIA, ON.- SPLC 047600 Jeffrey Wood, Lana 0817/2018 08/1712018 DRAFT
Buhay, Stuart Sweat.
Shahid Pervaiz, Brent
REGINA, SASKATCHEWAN SPLC
[ | 070100-105-131 CPRS 070100-105-131 I;l:z?[\zg_(}reg 0910/2015 09/1512015 DRAFT

2. To view details of a listed Draft ISA, select the desired row. The View Details page for the
selected Draft record is displayed.

Exhibit 51. View ISA Details for Draft ISA

View ISA Details: 381380-712-357

Basic Information

Origin Railroad  CSXT Reason forISA T

1SA Number  381380-712-357

Partner Railroad 5 Interchange Gateway CHCAGD, L
Status  DRAFT

Effective Date 04282014

Description Information

Interchange Loc:

3. Perform one of the following steps:

a. Select Back to ISAs List to return to the previously displayed View Interline Service
Agreements page.

b. Select Download PDF to download the displayed ISA record in PDF format (Exhibit
35). Use the standard tools within the PDF to save, print or share the record as an email
attachment.

c. Select Edit ISA to make edits to the displayed draft ISA. See Editing a Draft ISA.

d. Select Archive ISA to archive the displayed draft ISA. See Archiving a Draft ISA.

e. Select Clone ISA to create a new ISA based on the details of the currently viewed ISA.
See Cloning I[SAs.

f.  Select Delete ISA to delete the draft ISA. A confirmation pop-up is displayed so you can
confirm the deletion. Note: Only the original creator of the ISA with the ISA Creator role
may delete an ISA in draft status.
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Editing a Draft ISA

Draft ISAs can be edited and then saved and submitted.

1. Access an ISA draft details record (see Viewing/Managing Draft ISAs).

2. Select Edit ISA. The Edit Interline Service Agreement page is displayed.

Exhibit 52. Edit Interline Service Agreement
Edit Interline Service Agreement: 383446-777-961

This ISA is being created based upon a previously created |SA. To avoid duplication, please be sure fo make updafes/changes fo the [SA before saving.

Basic Information Basic Information

Description Information
This basic information is required before an ISA can be saved as a draft. An approver confact for each railroad is required fo submit for

approval
Train Plan Addendum

ISA Contacts * Your Railroad ~ BNSF " Reason for ISA  Jeisgosh

Review * Partner Railroad ~ RVFR

* Interchange ~ ROBINSON SPUR INCLUDING: R(

Gateway
*|SA Number 383446 - 777 - 961

* Effective Date  06/03/2012 = =

3. Complete the input fields and submit the edited ISA. See Creating ISAs for details on how to
complete an ISA.

Archiving a Draft ISA

Draft ISAs can be archived. Once an ISA has been placed in archive status it can no longer be
edited.

1. Access an ISA draft details record (see Viewing/Managing Draft ISAs).

2. Select Archive ISA. A pop-up box appears asking for confirmation.

Exhibit 53. Archive ISA Confirmation Pop-up

Are you sure? x

You have requested to Archive this ISA. Once
an ISA has been put into Archive status, it
cannot be edited further. Are you sure that you

want to archive this ISA?
n

3. Select OK to confirm the decision to archive the ISA; otherwise, select Cancel.
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Exporting ISAs

The ISA Repository enables users to export their ISAs. The exported file will contain Active
ISAs for the mark you selected from the home page (Exhibit 1).

When Export ISAs (csv) is selected, the file of your active ISAs is automatically downloaded to
your device (shown at the top of the browser for Firefox users and at the bottom left for Chrome
users).

Exhibit 54. Export Pop-up Prompt

L]

LS

Q
©

m' y  BNSF-06_21_2023.csv
]
Completed — 2831 KE
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Viewing Documentation

The ISA Documentation menu provides helpful tools, including this user guide and information
to help interpret exported ISAs.

Downloading the User Guide

Use the following procedure to download the latest version of this user guide.

1. Select Documentation > User Guide. The User Guide opens as a PDF file.
Exhibit 55. ISA User Guide

Documentation

User Guide h

Export (csv)
Template/Example

Export (csv) File
Layout

2. Use the tools within the PDF, including the embedded hyperlinks and bookmarks, to view,
print, and search the document.
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Downloading the Export (CSV) Template/Example

Use the following procedure to download the Export (csv) Template/Example.
1. Select Documentation> Export (csv) Template/Example.

The Export (CSV) Template/Example file is automatically downloaded and saved to your
device.

2. Open the template and use the tools within the spreadsheet application to navigate the
instructions.

Downloading the Export (CSV) File Layout

Use the following procedure to download the Export (csv) File Layout.
1. Select Documentation> Export (csv) File Layout.
The Export (csv) File Layout file is automatically downloaded and saved to your device.

2. Open the file and use the tools within the application to navigate the file layout.

ISA Repository User Guide 42 Revised October 2024



Index

Index
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approving ISAs, 23 logging out, 5
archived ISAs, 27 managing ISAs for multiple roads, 3
auto-acceptance, 2 menu items
automatic acceptance of ISAs, 22 Contact Management, 16
browser, 2 Create ISA, 6
computer requirements, 2 Documentation, 41
contact Export ISAs, 40
adding to an ISA, 35 Home, 4
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