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COSCO SHIPPING LINES CO., LTD

User Guide- Shipping Instruction
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1. How to access Shipping Instruction

® COSCO Shipping Lines Website: https://elines.coscoshipping.com

(& () https://elines.coscoshipping.com/ebusiness/

N =
W e '@hu_.u S AL ) E-SERVICES rq Search

COSCO Shipping Lines

(If you are the certified USER of COSCO SHIPPING Lines WEB, please input your user ID and
password to login. If you are not yet, please click Register Now to get verified USER

certification first.)

® Click the [ Documents] [ Shipping Instruction]

COsScoO i iEIiENRISR RN PR S

Shipping Instructions / Amendment Search
QU !

Templates Marks a o Search

B Home

[((f] Frequent Req
From:

To S1 Status
[10 yun 202z mm| [10 yul 202z

argo Tracking * 0 [ Bill of Lading Number

[ i Part of Discharge
M Rates / Tariffs
Place of Receip! t [

2 Schedule 5 Reference Number: [Seisct

Bill Of Lading Customs Manifest Shipment Doc
(& Booking -

l Shipping Instruction @& l Customs Declaration VGM Management @&

‘ BiL Checking @ R e

B/L Printing &

Bl Inbound
Cutoff Query

[ Container EDI Shipping Instruction @&
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® System will open a new tab and direct to Shipping Instructions relevant modules to

search Sl or create a new Shipping Instruction.

Shipping Instructions / Amendment Search

Shipping Instructions Submission Templates Marks and Numbers Cargo Descriptions Search

Internet 51 Date Range - From: To S Status- o

10 Jun 2022 @ [10 Jul 2022

Booking Mumber: [ Bill of Lading Mumber: |

Port of Load [ [ Port of Discharge: [

Place of Receipt: [ [ Final Destination: [

Reference Number: [Select

|

[Shipping Instructions submission] is to create a new Shipping Instruction. (abbreviated
as Sl hereafter)

[ Templates] is to create the Sl template for you or all users of the client’ s company.
[Drafts] is to find the draft Sl created by the user.

[Marks and Numbers] is to find the Marks and Numbers created by the user

[Cargo Descriptions] is to find the Cargo Descriptions created by the user

[Search] as the above is to find the Sl according to your filter conditions.

2. How to create a Shipping Instruction

click menu [Shipping Instructions Submission], System will pop up a window to create a new

Shipping Instruction.
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Step 1 Step 2 Step 3
Load booking information Verify /modify /supplement Supplement S| details on
for Sl creation Sl details on “Details” Tab “Container and Cargo” Tab

l P.S.: only the booking's

Or party/forwarder can create Sl
Cancel/Save as Draft/Template

Step 1: Load booking information for Sl creation

Load booking information by Inputting booking number and clicking “Add” button.

After the booking number is added, booking confirmation details will be populated in the SI

form, also there might be soft warning message if the Sl had already been submitted for this

booking before.

The user can select one
template to create SI

Shipping Instructions $ The user can specified the B/L No accepted or assigned by
COSCO SHIPPING Lines here, if kept the Bill of Lading Number
Shipping Instructions Submission column blank, system will default the Booking No as B/L No.

My Favorite Templates: | SMect[s

Shipper * Booking Number * Bill of Lading Number
Desired Teton B T2 Addto Favorites | (2 Add || Delete

XG0

test company
lest address

SI Cutof 15 Dec 2016, 10:00 CST

Authorized Person Signature: /@ i

Q&A:

® How to combine multiple bookings into one SI?

You can do the combination by adding another booking number only when the

bookings’ shipper/forwarder/booking party , POR/POL/POD/FND and the first
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Vessel Voyage are same, all the containers will be placed in one Shipping
Instruction.

How to split one booking into multiple SI?

For the "split bill" function, you can create more than one Shipping Instruction
against the same booking number, choosing which containers to include or
exclude.

How to remove a booking number from the SI?

You could select the Booking Number, Click “Delete” button, then all related
booking information will be removed from the Sl form, if multiple bookings
combined for this SI, only remove the container& cargo information for the
selected booking.

Why | get load failure warning?

When adding booking number for the SI, error message will display under the
booking number input box to not allow you add the booking in the following
conditions

» If booking is not confirmed by carrier, then display “Booking is not available

for booking xxxxxxxx”

If you are not the booking’s booking party or shipper or forwarder, then
display “Booking is not available for booking xxxxxxxx”

If added same booking number in Sl, then display “Booking number have
already been added”

When combine multiple bookings into one Sl, if the subsequent booking’s
booking office is conflict with existing booking in the SI, then display “Booking
office is inconsistent with others for booking xxxxxxxx”

When combine multiple booking into one SI, if the subsequent booking’s
routing information is conflict with existing booking in the SI, the display

“Routing Information is inconsistent with others for booking xxxxxxxx”
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Step 2: Verify /modify /supplement Sl details on “Details” Tab

Shipping Instructions Submission

Shipping Ingtructions Submizsion Templates Marks and Numbers Cargo Descriptions Search

Details =

1)  Party information

The parties include shipper, consignee, notify party, forwarder, also notify party,
other notify party.
Shipping Instructions Submission

Shipping Instructions Submission Templates Drafts Marks and Numbers

My Faveosite Tempiates: | Selpct E] Go

Booking Number * Bill of Lading Number

[Ass 1o Favortes | @&

S1 Cutoff:15 Dec 2018, 10:00 CST
Authorized Person Signature: .7

If tick the checbox, forwarder information Ty Rate Reterence Number

5yl

loaded from booking will be showed on BL

Refersnce Typs: Usar Refarence Number Show on B/LAction
Select

Consignee Forwarder [1] Show on B _l
Desired Text on B/ [ Addo Favorites | (& g

feat consgnes company -
test consignesr address

Origin of Goods

Notity Party * Also Notify Party
Desired Text on B/: F [ Asa 1o Favorites | (& Desired Text on B/

Other Notify Party
Desired Text on BL: T

After booking number is added, all party information will be loaded into Sl form,
you can verify /modify /supplement the party information if content/format not
match BL requirement.

You can add party information to favorite by clicking “Add to Favorites” button.
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Shipper Booking Number
Desired Text on BIL: Add || Delete

test shipper company
test shipper address

Authorized Person Signature:

Party Name: |

Party Text: *  test shipper company Mumber:
test shipper address

Cancel

Consignee
Desired Text on BiL: Add to Favorites Q

» You can find the shipment parties which you “add to favorites” by using the find
party icon Y , the shipment party information can be retrieved from system with

input the first few characters to active the system lookup.

Company Mame:

test

test

Shipper test shipper company test consignee iﬁ |
Desired Text ¢ company ;

test shipper c testd k

test shipper a test shipper company test shipper
address

> For CN24:

Support customs declaration requirements for China's imports and China's
international transit (China Customs Order No. 56). If the consignee/notify party
is a Chinese company, it is necessary to select "Uniform Social Credit

Identifier"/"Organization Code" to complete it.
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Shipper * Booking Number *

Desired Text on BiL: T ‘Add to Favorites | (G

Kenealy Customs Brokers Pty Limited -
Level 9

423 Bourke Street

Melbourne VIC 3000

6110413220

2 Sl Cutofi:05 Jun 2013, 09:00 EAST

Autharized Person Signaturs: 72 Export References
CN24 Enterprise Cade: T 11112

Rate Type. Rate Reference Number.

User Reference Type

| select

Consignee * Forwarder (7] show on B/L

Desired Text on BiL: Add to Favorites | (@]
DSV Air & Sea AiS -
Hovedgaden 630

2640 Hedehusene Denmark

Hedehusene, Koebenhawn - 2640
Denmark

P Origin of Goods

CN24 (For China's import and transit, and please provide Unified :

Social Credit Identifier or Organization Code if Chinese enterprise.)

(@ Unified Social Credit Identifier 222222222222322222

() Organization Code

() Enterprise Code

Notify Party * Also Notify Party

Desired Text on BiL: T2 Add to Favorites | [ Desired Text on B/L: T

DSV Air & Sea AiS
Hovedgaden 630

e

Other Notify Party

CN24 (For China's import and fransit, and please provide Unified Desired Text on BiL: Te

Social Credit Identifier or Organization Code if Chimni enterprise )
() Unified Social Credit Identifier

(@ Organization Code 333335333

() Enterprise Code

2) Reference information

Export References

Rate Type: Rate Reference Mumber:
Select

CoOvAgreement Mumber
Service Contract Mumber

Uzer Reference Type: User Reference Number: Show on BIL Action
[Select v

BK Sales ID WPD BK SAFID [
B/L Reference Number WFD BL REF MUM1 (]

» You can select the rate type to showed on B/L, but the rate reference number
can’t be edited
You can add your specified user reference number by clicking “Add” after choose
user reference type, or remove no used user reference number by click “X” icon.
Show on B/L Action can help you to tell COSCO SHIPPING Lines whether the

current reference number should be shown on the B/L or not.
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3)

4)

Route information

Pre-Carriage by

Place of Receipt ~
Desired Text on BJ/L:
|[xiamen,Fujian

Vessel, Voyage & Direction =
Dresired Text on BiL:
Y UMIFORMITY 028W [ |

Port of Load ™
Desired Text on BJ/L:
|Xiarr|er|

Port of Discharge
Desired Text on BJL:

Final Destination =
Desired Text on BJL:

Rotterdam

|R0tte rdam

Other Instructions on the BS/L
Crocean Freight: =

@ Prepaid ) Collect

Remarks show on B/L: -7&

- Rotterdam

Rotterdam

Rotterdam ML

Rotterdam Metherlands
Rotterdam Zuid-Holland
Rotterdam Zuid-Holland ML

Rotterdam Zuid-Holland
MHetherlands

» You can specify the vessel Voyage & Direction from the routing information to

show on the B/L.

When the user click the routing location fields or input the first several letters,

system will display the formatted location list according to the location fields

content,

the user can select the location from the list, if the formatted location

list doesn’t meet the user’s requirement, the user can also input the routing

location manually.

B/L Handling Instructions

BIL Handling Instructions

s the operation restriction, the carrier does not guarantee 1o fully or pariially accept the clients' instruction presented here. The client should carefully check the BAL draft provided by the carrier online or offine including the format and the information displayed in it or
communicate with the carriers local office to make sure the smooth operation. The carrier will not be responsible for any consequences including but not limited to any liabilities and costs, etc. Present the Letter of Guarantee as requested by the carrier

Ocean Freight:
pIC* Payment Location:

© Prepaid

Currency:
© Callect

Select[x] =]

(If Other’, please specify.)

BIL Handling Options:

Handling Option
Select

Option Remarks

Show destination agent in BL

Payment Instructions:

Surcharge Type PIC Payment Location

S BRG]

Cumency Payer
Select| ]| Select [=]
Other B/L handling Requests:

TEST MEMO

Remarks show on BIL:
TEST Remarks

Draft BIL:

Receiving BIL Delivered By: =7 f s areaind]
Party: { P pecily)

Forwarder [~] | Select - -
[Country] - [Area] - [Local]

Final B/L Distribution:

BILType ##:*  BiL Delivered By:
Sea Waybil [+] |[Select =
Issue Location

Taicang, Suzhou, Jiangsu, China [

(1 Emaif or ‘Other’, please specify.)

BIL Distribution: *
Also
BookingParty  Shipper  Forwarder  Consignee | Notify Party Notify
Party
Sea Sea Sea Sea Sea
Waybil S°P waybitl €°PY waybil S°PY waybin C°PY \waybin COPY CoPY
Non Freighted

Freighted (All
Charges)

Freighted (Prepaid
Only)

Freighted (Collect
Only)

Note: The user can have the option: Sea Waybill here only after COSCO SHIPPING Line authorized the user the
function when the certified user registration application

» The user can provide the B/L Handling Instructions information in the section

» The “Remarks show on B/L” is used for providing BL remarks (if have) which will

print on the BL.

Page




» The “Other B/L Handling Requests” is used for passing the B/L handling

instruction information to COSCO SHIPPING Lines which will not print on BL.

Upload document (Optional)

When loading booking for current Sl submission, system will load this booking’s
historical uploaded documents for your reference, you can click “ *” to download

them.
» Select need upload document type
Choose local file to upload
Provide upload document remarks information if have

User can click “Add Document” to add more upload document

User can click “ ¥ to delete uploaded document

» Maximum allow 5 documents for each booking request

Document Upload

Booking Number Document Name Upload From Upload Time Remarks Actions
5132027430 AMSIACI House Bill - BOOKING aczsap0102(Kenealy Customs Brokers Pty Limited) 29 Jan 2016, 02:34 GMT @

Booking Number Document Name Select Document 7' Remarks Actions’

[Select (] [select I | Browse.. | | %

Add Document 72

* Types of documents that you can upload are PDF, documents(.doc, .docx, .rtf, .txt),

spreadsheets(.csv, .xls, .xIsx) and standard image formats(TIFF, JPG, GIF and PNG), with maximum file size of
10000KB

Sl receipt email (Optional)

Input receipt email address here if would like to send this SI copy to other receipt,
multiple email address separated by semicolon allowed(Character length limit is 50
for all mail addresses), also you can specify the corresponding COSCO SHIPPING Lines

staff to receive this Sl by choosing the CSU email address from download list if have.

| would like to send a receipt copy to:

|ebsu pp{@coscon.com ﬂ

Step 3: Supplement Sl details on “Container and Cargo” Tab

Shipping Instructions Submission Templates Drafts Marks and Numbers Cargo Descriptions

Details Container and Cargo Preview
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Customs filing information

You can provide customs filing information for some bookings depending on

booking’s routing, “R24 Customs Filing Information” section will be displayed for you

to input.

» US/CA filing

R24 Customs Filing Information

Master BIL
us
House Master Shipment: |

US AMS Cut off: 30 Oct 2015, 13:00 GMT
BTA/FDA flag: Y

Ship to Party [[] Add to Address Book
Name:

AEC. |
=1

Address:

City:

Phone:

[Country] - [Area] - [Local]
Telex:

Postal Code:

o System will display “US AMS cut off time” for your reference

o “BTA/FDA flag” and “Ship to Party” only for US filing, you will not be allowed
to provide such filing information if your cargo does not need it which is
judged by the system according to the shipment routing.
Check the “House Master Shipment” checkbox to provide house level customs
filing information, system will display “House B/L” detail for you to input, if
checked “House Master Shipment”, then should provide at least one house

B/L customs filing information.

R24 Customs Filing Information
Master B/L
us

House Master Shipment
US AMS Cut off I Oct 2015, 13:00 GMT

BTAFDAflag

House BIL
NVOCC House BIL
No

SCAC Code 2000 Code Actual Shipper Actual Consignee Actual 1st Notify Party Actual 2nd Notify Party Actual Ship To Party  Actions

v Click “Add” link to supplement house B/L custom:s filing information
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House B/L

NVOCC House B/L No: * I INVOHBL1111 l

us
US Auto Filer @

Actual Shipper *
Name: *

(] Add to Address Book

Address: *

City: * (City must select from list )

Phone:

[Country] - [Area] - [Local]
Telex:

Postal Code: *

Actual 1st Notify Party =

Name: *

[ Agd to Address Book

Address: *

City: * (City must select from list)

Phone:

Actual Consignee *
Name: *

[T Add to Address Book

Address: *

City: * (City must select from list )

Phone:

[Country] - [Area] - [Local]
Telex:

Postal Code:

Actual 2nd Notify Party
Name:

[ Add to Address Book

Address:

City: (City must select from list}

Phone:

[Country] - [Area] - [Local]

[Country] - [Area] - [Local]
Telex:

Telex:

Postal Code: * Postal Code:

v' “NVOCC House B/L No” is required for the filing, you can specify this

“NVOCC House B/L No” to your cargo when supplement container &

cargo information for SI.

You can only provide SCAC/8000 code for the filing with checked “US
Auto Filer”/”CA Auto Filer” or supplement actual shipper / consignee /

notify party / also notify party / ship to party detail information.

Actual Shipper * | [+ Add to Address Book I
MName: *

[actuall

actual 1st Notify name

actual 1st Notify name , Long
Beach,Los Angeles, CA United States,
222232222

actual 1st Notify name
actual 1st Notify name , Lang

Beach,Los Angeles,CA United States,
2222232222 Il

actual 1st Notify name
actual 1st Notify name , Lang

W

v" the party information can be retrieved from system with input the first

few characters to active the system lookup, the historical party

information is retrieved from the address book which saved when you

checked “Add to Address Book”.

» P filing
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“HS Code” is required for JP customs filing information, this “HS Code” should be

one of the cargo’s HS Code for the SI.

* Required
R24 Customs Filing Information

Master B/L

Japan
House BIL: /]

HS Code: IﬁZﬂ]DD

» TKfiling
You can provide Tax ID of “Consignee”/”Notify Party”/”To order of Bank” if want
to provide TK customs filing information.

R24 Customs Filing Information

Master B/L
Turkey
Tax 1D Type: Motify Party ggest to choose bas nsignee information
Cargo Receivers Tax |D: |
Turkey ENS Cut off. 22 Jul 2015, 01:00 GMT

* System will depend on your provided SI’s consignee information to auto specify the “Tax ID Type”,
warning message “Suggest to choose base on consignee information” will display if not match.

» EU filing
EORI number for “Shipper”/”Consignee”/”1st Notify Party” are required if want
to provide EU customs filing information.

R24 Customs Filing Information

Master B/IL

ENS
File Shipping Parties EORI: [

EU ENS Cut off 14 Oct 2015, 04:00 GMT
Shipper: [gH123

Consignee: |Con234
1st Motify Party: IN otifyd5

*An EORI number must start with 2 uppercase letters followed by maximum 15 alphanumeric characters.

2) Cargo description & Marks and numbers
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Summary Cargo Description * Marks and Numbers®

(Desired Text on BIL) Select v || Add to Favorites Desired Text on BIL Select ¥ || Add to Favorites
12345678901234567E8901234567E90 -
AUTCHMOBILE SER

** Tel:111111

KIL MOTCES a

You can load “historical summary cargo description” or “marks and numbers”
from drop down list which you “Add to Favorite” before.

Click “Add to Favorite” to save your inputted information as template and load
for next time Sl submission.

Input limit for “summary cargo description”: Max allow 30 characters each line,
system will auto word-break

Input limit for “marks and numbers”: Max allow 15 characters each line, system

will auto word-break

Container and cargo (VGM Optional)
» System will default load one container with its cargo information from your

booking into the SI form.

VGM Cutoff: 15 Dec2016, 1000 CST (System not support VGM data submission if no container number, please contact local agent to update the container tracking timely, or subit VGM information via other channel)
Add Container ~ Copy Container  Péléte Containiat Add Cargo  Copy Cargo ~ Delete Cargo
SOCPartial Container to be Selected  Container #*  Associated Booking # Size Type(Subsitute) Seal Type  Seal Number Quantity* Package Type*  Gross Weight * Volume CARGO

[l [BSIU2707175 Shipper[+] SH1234%6  © 11 [ Kiograms [+] 111 Cubic Meters [ +] 7C test CAF

BSIU270 [ [6reomamm 20ep
VGM Kilograms VGM Mathot: i ([ Method 1 [ Method 2

Resporstiopany[ ] o ron
ViigingPary Wegingtas  fmy @

VGM Remarks:

<
L

Click Here to get the pload excel template, and click [ Upload | to upload the container and cargo information

o You can scroll the horizontal scroll bar to find the cargo information on the
right of the container information.
If container number is not assigned by carrier, draft container number will

always be in “Container to be Selected” for you to identify each container.
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o If container number is assigned by carrier, the container number will be
displayed with disabled style, you can click “E” to update the container
number if you think the system default container number is not correct.

Add Container Copy Container

SOC Partial Container to be Selected ~ Container#*  Associated Booking #° Size Type(Substitute) Seal Type  Seal Number

[ [BSIU2707176 BSIU270717-6 o 20GP ShipperE SH123456

o VGM information can be inputted here and submitted by Sl or you can also

submit VGM by other channels (not here). VGM Cutoff date is displayed here

only for your ref.

‘VGMCumH:ﬁDeczmﬁ ao0cst sion f o container number, please contact loca arking timely, or submit VGMin 2 other channd |
'2d Container _ Copy Containes [z Add Cargo  Copy Cargo  Delete Cargo

Quantiy Package Type*  Gross Weight Volume CARGO

SOCPartial Container fo be Sekected  Container#*  Associated Booking # Size Type{Substiute) Seal Type  Seal Number

Z Shipger [+ | SH123456 o n BARE am

El [BSIUZT0T176 BSIUZIDT175 | (6 omeemanmm 206 Kiograms [] 111 Cubic Meters [=] ZYC test CAF
VGHT Kiograms [+] VGH Welhod: 7% Methad 1 [ Method 2

Resgonsble Party 55 Authorized Person:

Weighing Party | Weighing Date:

oy ®
VGM Remarks:

After VGM information are inputted ,Authorized Person Signature is also

required to provided

Details

Shipper *
Desired Text on B/L: 7P

IAuthorized Person Signature; -7

» You can click “Add container” link to add more containers from your booking for

current Sl submission. “No more container could be added” message will popup

if no more container in your booking for the SI submission.

Copy Container  Deletz Containgt AddCargo CopyCargo Delete Cargo
SOCPartial Container to be Selected ~ Container#*  Associated Booking # Size Type(Subsfitufe) Seal Type  Seal Number Quanity Package Type Gross Weight Volume CARGO

B [BSILZI0717 BSIUZT0717-6 ] 206P QIHHE SH123456 1 BARE am Kiogriams Em MEMEEEEZYCMCN

You can choose one container and click “Copy Container” link to copy the source

container’s cargo information into current SI
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Add Container gmmmiue. DeléiE Coniaing Add Cargo  Copy Cargo  Delete Cargo

SOCParfal Containerfo be Selected  Container #*  Associated Booking £ Size TypefSubstiute) Seal Type  Seal Number Quantity Package Type*  Gross Weight Volume CARGO

D [ [Bsiuzioirs BSIUZIIT175 | i) s 0GP Shipper [] SH123456 ST] BARE Bl m Kiograms _[=] 111 Cubic Meters [v] ZYC test CAF
VGM: Wnrams[=]  VGM Method: 7 T bttt + 7 b 2

o After copy, you can choose specified container from “Container to be
Selected” first, then system will auto load selected container’s information
and combined corresponding cargo information.

If you found the added container is not for current Sl, click “Delete Container”

link to remove.

Add Container  Copy Container | Delefe Containet | AddCargo CopyCargo  Delete Cargo
SOCPariial Container o be Selected  Container#*  Associated Booking & Size Type{Substitte) Seal Type  Seal Number Quaniity PackageType"  Gross Weght Volume CARGO

[el0 B [Euzmms BSIUZT0T174 Giaome 6P Shipper [v]| SH123456 SIT] BARE =] Kiogams [=] 111 Cubic Meters ] ZYC test CAF

When you scroll to right, you will find the input fields for container’s cargo

Add Container Copy Container  Delete Container Add Cargo  Copy Cargo ~ Delete Cargo

ypeSeal Type  Seal Number Quantity*  Package Type * Gross Weight * Unit* Volume *  Unit* CARGO DESCRIPTION HS Code” House BIL

[Shipper[~] [sH555 O 20 Case 7][s00 [Kilograms 666 [Cubic Meters] v'| [DISPOSABLE SYRINGE [611224 [setect[v]

L > |

Input quantity, gross weight, volume, cargo description for the cargo.

If the SI need provide some customs filing information, HS Code is required
for the cargo, and especially for JP customs filing, the JP customs filing HS
code should be one of the cargo’s HS Code.

If the SI need provide US or CA customs filing for house shipment, then need
to assign cargo’s “House B/L” which you inputted in the customs house

shipment filing information.

System supports excel upload container and cargo information. You can click
“Here” to get the upload excel template and click “Upload ” button to upload

the container and cargo information.
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VGM Curtoff: 15 Dec 2016, 1000 €T (System not support VGM data submission if no container number, please contact local agent to update the container tracking timely, or subrmit VM information via other channel)

Add Container  Copy Container  [eléte Containes AddCargo  Copy Cargo  Delete Cargo

SOCPartial Container to be Selected  Container#*  Associated Booking # Size Type(Substitute) Seal Type  Seal Number Quantity Package Type*  Gross Weight - Volume

07175 | [ [Greemammp 206P
Kilograms VGM Method: Tiz [7] Method 1 (] Method 2
ResporstloPary[ i uoasaPorsen
eighng Pary: Viiging Dot sy &

VGM Remarks:

< i

Click Here to get the upload excel template, and click [ Upload | to upload the container and cargo information

o The system will check whether the excel container and cargo information

match the requirements after upload, if not, the system will have tips

Click here to gt the upload excel template, and click| Upload |io upload the container and cargo information
*/Booking "BEBBBEBBB" is not valid for current shipping instruction
!/Container size type "20HF" with amount of 1 is not available for current shipping instruction
YContainer "COSU123456.7"'s size type "40HQ" is not available for current shipping instruction

Step 4: Validate shipping instruction information and submit

After all SI submission information inputted, you can click “Validate SI” to proceed
the Sl submission. The system will check whether the input information match the carrier's

format requirements, if not, the system will have tips in the tab bar and detailed fields

Cancel | | Save as Draft | | Save as Template Validate Sl

0, Details = Container and Cargo = Previewr

Shipper *

Desired Text on BSL: ¥ Add to Favorites

= Shipper is required.

“Cancel” button is to return to Sl search page.
There are two options for you to save the Sl for late submission or modification.
o  “Save as Draft” : save the Sl as draft if user can not submit Sl at this moment,

BOOKING NUMBER+DATE will be the name of the draft SI, like
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SRR
“1111111111 20161225”, once you click SAVE, this could be found from
“Draft”.
o  “Save as Template” : Save as template, which can be used as template for

future submission.

»  click on the Preview tab to verify Sl information before it is sent out.

Shipping Instructions Submizsion Templates Drafts Marks and Numbers Cargo Descriptions.

Details* Container and Cargo * Preview

| original

Shipper

“Validate SI” : system will direct you to S| summary review page for your double
check before submission.

Shipping Instructions Details

I Original

Shipper
1

Authorized Person Signature:
Indian24  Perma; unt Number.
Importer Exparter Code.
Email ID:
@ST Identification No:

BK Sales ID-HOUXM

Importer Exporter Code:
Email ID:
GST Identification No:

According to your review result, you can submit current Sl to COSCO SHIPPING
Lines by clicking “Submit shipping Instruction” or return back to modify by

clicking “Modify”.

»  After Sl submitted, you and the receipts which inputted in SI submission form will

receive one email notification like below
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o8con Gcscon.com

Internet 51 Submitted - COSI50B08085 tversion 3) - 2015110803

ERRMEZRAMAE

Please be informed hat COSCO SHIPPING Lines has sutemilied e inemet shipping Insrucions made by e SHEEING InsSuction Pary as folows:

Notification Summary
Dote Submistec: 27 Nov 2015, 16:35 CCT.
Transacton Number COS1508204085 - 3

Shipping Instructions Details
oy 2015110402
1
This is shippes field
Thi s shippesfold Export Reterences
This is shippe field Carrier Rate Reference Numbar: Carrer Rate Reference Number
This is shipge fiela NGE20807035¢1
This is shippes field User Reterence: AQSKQ - AQ22222 (Show on BL)
AES Nuenber - AES1111

Bill of Lading Number
6095030601

Contionee Forwarder

This s consignee fletd This i forwarder fleld

This is consignee fieid Trvs i forwarder fialg

This s consignee e Tis s forwardes fieid

This is consignee fieid Tris is forwarder fiela

This is consignee fietd FMC Number: FNIC 12341234

Origm of Goods
Origin_of_Goods_tield
‘Notity Party Aiso Notty Party

This is noby panty fieid Tris is 2 nobty panty fiedd
This &5 oty paty faid Ths 15 3 nobty party fusd
This is notty party fieid Thus is 9 notily party fesd
This is noty panty fleid This is 3 nobty party fiesd
This is noty party field This is 2 nobty party fiesd
Thes £5 0 nobly party fidd
Thes 15 0 nobty party fiesd

o The E-MAIL notification is defaulted to be sent to the SI submitter’s mailbox, you

can also make special setup in the E-MAIL Subscription.
W My R
Billing Shipment Plan &,
Customized Report 2,
Subscription *
OutstandingBalance &

Local Semice Email Sub=scription &

Sailing Schedule Subscription &,

Shipping Instructions
¥| Receive e-mail receipt for each Internet Shipping Instructions/Amendment request submitted (Sample)

s+ Receive e-mail receipt for shipping instruction handled by carrier
¥| Rejected By carrier (Sample)
Processed By carrier (Sample)

3. Introduction to Templates, Drafts, Search, Marks and Numbers and Cargo Descriptions

Shipping Instructions Submission Templates Marks and Mumbers Cargo Descriptions

1) Template
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» User can save the shipping instruction as a template in case user needs to submit
shipping instruction with similar information in the future. To save it as template,

user can click on the “Save as Template” button on the shipping instruction

submission page

Save as Template

Name:* |

Description: | template

[ Mark a5 Favorite:

() Shere with users in my Company.

*booking number will not save into the template.

o If user check the box for “Mark as Favorite” when save the template, then

this template can be selected directly when user submit a new shipping

instruction

Shipping Instructions Submission

Er TSSO Torpies  Dafs  MsdsadMombes  Cowolescrpions  Search

My Favorite Templates:
Dek'  ComamermdCagr P

Shipper*
Desired Text on B/L: 7%

Booking Number ~ Bill of Lading Number] T/ "

S for 7160061100
Add || Deleie

testt

Export References

Rate Type: Rate Reference Number:
Select v

User Reference Type: User Reference Number: Show on B/LAction
Select v

Consignee *
Desired Texton B/L: 72

Forwarder
Desired Texton BIL: T2

o If user check the box for “Share with users in my Company” when save the

template, then this template can be used by other users in the same company.

It could be found in the user’s “My Company Templates” tab.
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Shipping Instructions Submission Templates Drafts Marks and Mumbers Cargo Descriptions

My Templates My Company Templates

Template Mame Description

Mo Record.

» To find out the template that you saved, you can access via below menu

My Tempiizs My Company Templates.

Datz Range. From: T
100 222 = [15 e 2022

Last Modifed

15 Aug 2022

Total: 1 Templatels]

o  “Y¢” inthe column “Favorite” to quick set/cancel template as favorite
template.

»

=7 for user to view the template detail

47 for user to modify the template

0 » for user to copy this template as new shipping instruction

“TW ” for user to delete this template

“Add Template” for user to create a new template directly.

2) Drafts

User can find out the saved draft via below party menu, and sort the draft list by

clicking the column header

Deseripton Eooking Humber Createa Last Modiied |,

estesmasa 15 A 2022, 0851

> 7 = ”toview this Sl with draft BL format
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> “Z 7y modify the S|

> 7 W7 to delete this draft S

Marks and Numbers / Cargo Description
> You can save your inputted “Marks and Numbers” and “Cargo information”

as favorite when you submit the shipping instruction

Summary Cargo Description * Marks and Humbers®

(Desired Text on BiL) [Select | [Add to Favorites Desired Text on BIL [Selet | [Add to Favorites
~

1 ~ 1

)

> System offers maintenance function for your favorite of “Marks and Numbers’

and “Cargo Description” , you can access via below menu.

Marks and Numbers List

Name Marks and Humbers Last Modiied Actions

15 Aug 2022, 0705 Zw

. toedit you favorite information
W . to delete current favorite information.

“Add marks and Numbers” : create a new record directly

4) Search

System offers a search function such that user can search out his submitted shipping

instruction.

Shipping Instructions Submission Templates Marks and Numbers Cargo Descriptions Search

Internet 51 Date Range ©  From To: 51 Status
[15 Jul 2oz2 m| [15 Aug 2022

Bocking Mumber: [ Bill of Lading Number:

FPort of Load | E Fort of Discharge:

Flace of Receipt. | E Final Destination

Reference Mumber.

|
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Choose proper search criteria and click search button (If date range is selected, then
the maximum of the previous 6 months can be displayed), below is the search result
displayed and the column name in the search result represents below

Search Result

BL Information

Fortof Portof e Submitted

Infernet 31 Reference: a Booking y N _
Version Load Discharge Final Desfination by Date Submitted 31 Status

Humber Number EF

o Consignee Forwarder Place of Receipt
BL Number o

(ngiso G s estosl Tasg Oompey
Limisd

COS2203228844A 2 520 Qingdan Shandong Qingdeo  Rijeis Fijeis AR 12 Aug 022, 1731 CCT samited | B [ 0 §

s
(sl

(i G il sl T Copany

COSZR2ZOR4A I Qingdan Shendong Gingdso  Fijela iz R 12k 2022, 1724 CET sinit=d § B [ 0 C

i
ezl

I— i et G R i i - BE W

.y Yaniien GusngdongYenfin  LongBeach  Long BeachCA p— 1 Aug 2022, 1658 LT simit=d B o O G

» Internet Sl Reference Number: it is the number that generated by system once

the shipping instruction is submitted successfully. It is for user’s reference and

search.
Version: It isthe version number of the shipping instruction.

Booking Number: It is the number for the shipping instruction you inputted,

multiple booking number will display if combined case for shipping instruction is.
BL Number: it isthe B/L number given by carrier. When the BL Status is BL
Proforma ready, The BL number is displayed as a hyperlink form and can be
linked into “B/L Checking” module by clicking the hyperlink

BL Status: it is the BL Status given by carrier, includes five statuses: Processing, BL
Proforma ready, BL Ready, BL Released, BL deleted.

Shipper: shipper name for the shipping instruction.

Consignee: consignee name for the shipping instruction

Forwarder: forwarder name for the shipping instruction

Place of Receipt: it is the origin city of the shipping instruction.

Port of Load: it is the first port of loading for shipping instruction

Port of discharge: it is the last discharge port for shipping instruction

Final Destination: it is the final destination city for shipping instruction.

V V ¥V ¥V VYV V V VY

Submitted By: it is current shipping instruction’s submitter first name/last name

and account information.
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» Date Submitted: it is the date time that system processed the shipping

instruction and submitted to carrier.

» Sl Status:
o Submitted: Sl is submitted to carrier.
o Processed: Sl is received and processed by carrier

Rejected: Sl is rejected by carrier, the reject reason is displayed as tips in“Sl

Status”column.

Shipper Consignee  Forwarder Place of Receipt Portof BML D;M Submitted by Date Submitted Sl Status Action

COSTT05185504A 2 |T050757790 Customs Brokers 'Yantizn,Guangdong Yantian Singapore  Singapore SG ::gm gy 2142017 1147 EAST R‘e’fmeﬂ EREEE @

container eror
Shipping instruction(s}1 to 1 of 1

> Actions

o . View the Sl detail. For shipping instruction amendment version,

customer can find the amendment summary information on top of the view

form

Shipping Instructions Amendment Summary

cosiisgasa- 1 cos ssesaz
12 Aug 2022, 0326 BNT 12 Aug 2022, 0331 BMT
Fiing Informason

Container and Cargo

12238844 fvession 2}

‘Submitied 51 12 Aug 2022, 1731 CTT

| original

Shipper

o =: Slpreview with B/L draft format

o @ . EditSl (SIamendment)

If the Sl version of the edit is not the latest version, system will popup alert
to ask customer whether amend/view latest version Sl or just only view

current version Sl, it is not allowed to modify the historical version SI.
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Internet SI BL Booking hinne Place of Port of Port of Final .
Reference Number Number "*"i°"  Number bmitted by Date Submitied Action

EVEHS Amend S|
COS1608184708A 4 6120005220 INTE = ) (24 Feb 2016, 14:58
Lol

Note that only the latest version of the S "version 2".can be amended.
COS1603184799A 6120095210 t"‘i: You may select "View Current Version" to view data of the current SI,
1 "View Latest Version" to view data of the latest SI, or "Amend Latest
Version" to modify the latest version of SI without viewing it

24 Feb 2016, 03:14
T

24 Feb 2016, 09:10
O View Gurrent Version cet
OView Latest Version
® Amend Latest Version s: 24 Feb 2016, 09:02
cT

24 Feb 2016, 08:51

COS1603184708A e

EVEH
COS1602184798A 6120005220 INTE|
LoGl|

COS1608184798A 6120085210 . §

EVER SHINE Shanghai OG
COS1603184798A 6120095220 INTERNATIONAL Eﬂ"“‘;{‘fﬁ Enterprises  Shanghai  Shanghai  Kotka Kotka ?;Elzss:ﬂgfu‘” (Z;;Eb ZHate sy
LOGISTICS 9 Company P!

SHINE

nesanorosman nosonsasn BInEou M  Co0 Tels

FBOG | i oot b aczsap0101 (23 Feb 2016, 10:12

To avoid customer submit subsequent version SI amendment after system

received corresponding BL image data, when customer click "=1" button of
shipping instruction, system will popup below window to let customer direct

to "B/L Amend" page

1s / Amendment Search
Expand

Amend S| Reference Number COS1808185832A (version 6)

Note below draft BL for this shipping instruction was created by carrier, rtof Portof Final Submitted Date
please click "Continue" to submit B/L amendment pad |Discharge Destination by Submitted ' SIS

® 5110373220 (BIL Proforma Ready) .
New 3 2018,
Yok NY  |(aczsap0101)[12:37

EAST

o e

New 2018,

YorkNY |(aczsappiof)|17:54  Sdomitted
EAST

02 Feb

Processed =

Bmen New York

Bmen New York

Copy to new SI

©: View status history log

Status History Log
Internet SI Reference Number.COSIETaTicIi 1A version 1)

BL Information

Event Time Sl Status S| Status Description
BL# BL Status Status Description

24 Apr2017,19:03 CCT Approved S| BL Approved BATRIIIE0 Process BL Approved

*** End of the SI User Guide ***
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