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Introduction

s

The tool i-WiLL allows customers to arrange the shipping for documents to large shipments and to check the
delivery status of shipments and more by themselves from the menu screen below.

Home > Shipping > My List » Document Download | » Shipme@

Top Page _
View ID:PPCMG0204M  RefDate: 18 Aug2014 16:10

The contents of the menu screen are as follows:

Shipping My List Document Download | Shipment Information
Pickup Order User ID Management | Shipping Download Shipment Information
Document (Export) [Tracking (Export)
Air Waybill/Invoice Entry | Address Book Shipping Download Shipment Information
Document (Import) [Tracking (Import)
Address Book Tracking Notice
Upload
Address Book Tracking Notice by User
Download
Description Template

m Shipping

*Pickup OrderjAllows you to place a pickup order on the Internet.

*Air Waybill/Invoice EntrylAIIows you to create documents, such as Air Waybills and invoices, which are
required to send a shipment.

m My List
“User ID ManagementThe administrator users can register additional users and modify and delete

registered users.
*lAddress Book|Allows you to register in advance the customer information (e.g., sender, exporter, and

importer) required to create documents, such as air waybills and invoices in the address book.
“Address Book Upload||Address Book Download|Allows you to register or change multiple address
data in the address book at once.
“Description Template/Allows you to register in advance invoice description templates that can be used
to create invoices.

m Document Download
*Allows you to download customs clearance documents, such as AWBSs, invoices, Export Declaration
Certificates (ED), Import Declaration Certificates (ID), and Delivery Sheets.

m Shipment Information
*|Shipment Information/Tracking(Export)| |Shipment Informatiion Tracking(lmport)|AIIows you to
check the status of export shipments and download shipment information in CSV format.
“Tracking Notice|[Tracking Notice by User|Allows you to receive email in transportation processes from
pickup to delivery when a tracking point is created, including exceptions, such as delays in flights or
delivery.

Page 1-1-1 Ver1.1
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Chapter 1 Shipping

1.1 Pickup Order

Workflow J

Order a shipment pickup in the following procedures:

(1) Select “Register Cargo Pickup Order” from the Shipping menu.

N

OGS 8z

2) Search the pickup history.
( pickup y :

(4) Enter the required fields related to pickups.
(5) Check the details of the pickup order and complete
the registration.

Home: 3 Shipping 7
Pickup Order
Top Pag ™=

Air Waybilllnvoice Entry

My List

)
)
(3) Copy pickup history data.
)
)

Operating Procedures J

@ (@ D)rsor M

Select “Register Cargo Pickup Order” from the Shipping menu.
Display a list of cargo pickup orders, and copy the history to register the data required.

(1) Select “Pickup Order” from the Shipping menu.
(2) Search the Pickup Order list.
a) Enter the MOrder Date.
* The current date to a month ago will be displayed as Order Date by default.
* Enter the dates in “ddmmyyyy” format (e.g. February 14, 2014 -> 14022014)
* Click the Calendar icon to select the dates from the calendar.
b) Click the @ Search button, and a list of past pickup order will be displayed in the bottom section of
the screen.
(3) Copy the pickup history data.
a) Check the same address as this time from the @Pickup Order list and click the & Copy
button.

Pickup Order Search

View ID:PCSWG03015 RefDate:20 Aug2014 0853

- |200@ ddmmyyy

Section/Contact

—
®OrderDat@

Clear the condition

Order No. Company Entered by Pickup Date

WiLL PROJECT =
MR TEST FWILL User 20Aug2014

Status

ABC CO_LTD

¥
= »
Total Count: 1 New ,( Copy . ) Inquiry  *

@ ® ® @

Cancel *

Page 1-2-1 Ver1.1
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Chapter 1 Shipping

Cases

Registering a new pickup | To register without searching the history, click the @ New button and

order register a new pickup order on the next screen.
* Used to register a first-time pickup order or register without using
history.

Browsing the details of a | To check the details of a pickup order, click the ® Inquiry button and

pickup order check the details on the next screen.

Canceling a pickup order | To cancel a pickup order, click the D Cancel button and cancel the
registration on the next screen.

(4) Enter the required fields on the Pickup Order Entry screen.

a) Enter a @ Customer Code and click the @ Set button.
* The information that is linked to the customer code will be reflected by clicking the Set button.
* If the customer code is unknown, you can search for it by clicking the magnifying glass icon.

(For more information, see Page 1-2-7, *1.)

b) Enter the 3 Section (optional).

c) Enter the @ Contact Name.

d) Enter the ® Phone No.2 (optional).

* If you have a contact number at which you can be reached (such as a cellular phone) in addition to
Phone No.1

e) Enter the ® No. of Pieces on a shipment size basis.
f) Entered the @ Pickup Date in “ddmmyyyy” format (e.g. February 14, 2014 -> 14022014)
* If you would like the shipment to be picked up on the day of placing a pickup order, place a pickup
order by the time displayed in the @ Cutoff Time for Pickup Order.
g) Enter the @ Date & Time by which the shipment will be ready for pickup.
h) Check a check box at (0 Other (optional).
* Check the “Need Hand Cart” checkbox if a hand cart is required to pick up the shipment.
i) If you have a nonstandard size shipment, enter the size remarks at the @ Nonstandard Size.
j) Enter the @ Pickup Place Info.
k) Click the Registration button to confirm the date that you entered.

—a

.| Pickup Order Entry

View ID:PCBWG0302E  RefDate:19 Aug2014 09:41

® *Customer CO ABC001 -001-001 ‘.@ >'<1 Regular Pickup Schedule
Company ABC CO.LTD. Mon Tue Wed Thu Fri Sat Sun
(@) section [Will PROJECT st
@"Contam MNarnaC MR VWiILL > 2nd
3rd
STREET1
Address
STREET2
City MINATO-KU
Region TOKYO
Phone Mo.1 03-9999-0999 @ReadyforP\ckup L 19082014 Ready x
@Phone No2 | Others [ eed Hanaca
Small IMedium
30cm*40cm*50cm 2ctns ;I
@" MNo. of Pieces / Z/ @Nonstandard Size H

Ex)200cm * 10cm * 10cm, 5kg, 10Pcs.

Shipment i=s at the reception desk. ﬂ

(D) Fickup Piace Info =
Ex.} 4th Floor, In front of the elevator.Call ext. 9999 from
reception.

@( Register * |]) Back L2

Page 1-2-2 Ver1.1
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Chapter 1 Shipping

(5) Check the data that you entered on the Pickup Order Confirmation screen and complete the registration.
a) Check the data you entered.
b) Click the OK button if there is no error and complete the registration.

Page 1-2-3 Ver1.1
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Chapter 1 Shipping

1.2 Air Waybill / Invoice Entry

Workflow J

Create documents, such as Air Waybills and Invoices, which are required for shipping in the following

procedures:
(1) Select “Air Waybill/Invoice Entry” from the Shipping menu.

N

=]
(2) Search the Air Waybill/Invoice History. ANA GROUP h@
I:D Home 3 Shipping > My List

(3) Copy Air Wayhbill/Invoice History data. Top Pag Pk order

Air Waybill/Invoice Entry
(4) Enter the fields required to create the Air Waybill or Invoice.

(5) Check the details of the Air Waybill or invoice and complete

the registration.

Operating Procedures J

Create Air Waybill and Invoices in the following procedures:

(1) Select “Air Waybill/Invoice Entry” from the Shipping menu.

(2) Search the Air Waybill/Invoice History list to create an Air Waybill.
a) Enter the @ Entry Date that you wish to search for and check @ Status and click the 3 Search
button, and the Air Waybill/Invoice list will be displayed in the bottom section of the screen.
* The current date to 15 days ago is displayed as Entry Date by default.

(3) Copy the Air Waybill/Invoice list data.
a) Select @ Air Waybill/Invoice list data and click the ®Copy button.

Cases

Registering a new Air
Waybill or an invoice

To register without searching the history, click the & New button and register a

new Air Waybill or invoice on the next screen.

* Used to register a first-time Air Waybill or invoice or register without using the
history.

Modifying registered
data

If the Air Waybill is being edited, select data and click the 2 Modify button and
modify it.

If the Air Waybill has already been issued, select data and click the @ Cancel
button and register it again.

Browsing registered
data

To check registered data, click the ® Inquiry button and check the details.

Canceling registered
data

To cancel issued data, click the @ Cancel button and cancel it.
However, it will not be deleted from the History list.

Deleting registered
data

While the Air Waybill is being edited, the data can be deleted. To delete the
data from the History list, click the (0 Delete button and delete it.

Page 1-2-1 Ver1.1
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Chapter 1 Shipping

User D

@( = Jrcossy

1P 1968y
C JP1c968y
© JP1c2150

i

Total Count:4

AirWaybill No.

14002634074
14002634063
14002634026

Air Waybill / Invoice List

Shipment
Type

DOCUMENT
MNOM DOCUME
DOCUMENT
MNOM DOCUME

3

Receiver

AMA COLTD
ABC CO.LTD
ABC CO.LTD
ABC CO_LTD

Wiew ID:PCEWG16018 RefDate:20 Aug2014 10:12

Section

WiLL PROJECT
WiLL PROJECT
WiLL PROJECT
WiLL PROJECT

New » Modify  *

Clear the condition

Address

HONG KONG HONG KONC
BANGKOK THAILAND
HONG KONG ISLAND HOMN
SHANGHAIL CHINA

Inquiry  * Cancel

@‘Entr-,-‘ DaedT3082013 _ ooszo1a ddmn@ s.|||7Cancellncludeﬂ@ueur Picked up ' Cancelled

Status

Editing

Cancelled

Issued
Issued

s

Entry Date

20Aug2014
20Aug2014
20Aug2014
18Aug2014

s

Delete »

®

® @

® @

(4) Select a type for the document that you are going to create at Air Waybill/Invoice.
a) At Air Waybill/Invoice Entry, select one from among 1: Air Waybill, 2: Invoice, and 3: Both and click

the @) Set

button.

Air Wayhill / Invoice Entry

* Alr Waybillinvoice | 3:BOTH @

Wiew ID :PC3WG1602E RefDate: 19 Aug2014 17:15

Back .
1. Air Waybill
2. Invoice
3. Both
Data created at 1. and 2. separately cannot be merged.
Please select 3. to create both Air Waybill and Invoice.
Page 1-2-2 Ver1.1
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Chapter 1 Shipping

Create an Airwaybill.

(5) Enter the fields required to create an Air Waybill.
a) Select the Air Waybill tab and enter the required fields from 1. Shipper through 9. ANA Mileage Club
and then click the @ Register button.
* If the fields *1-4 are unknown, you can search for them by clicking the magnifying glass icon.
(For more information, see Page 1-2-7, 1-2-8).
* If you click the Set button on a screen, the information that is linked to each item will be reflected.

Invoice

| &Il | Shipper | Receiver | Importer | Description of Good(s) | Shippers Reference No. | Shipmentinformation | Optisnal Service | Payment | ANA Mileage Club |

E2 1.shipper

* Search Key

Tax ID for Customs
Company

Country

Postal Code
Section Name

* Contact Name

ABC

ABC CO.LTD
JAPAN

1088701

[WiLL PROJECT
MR TEST

STREET1
STREET2

Address

Clty MINATO-KU

Region TOKYO
03-9999-9999

1234

Email |

" Phone No.
Ext No.

u 2.Receiver

™ Save in the Address Book (This address will be saved as "Delivery”. Flease :ur:;Td:lrc-ss Type “Importer” at Address Book if necessary.)

Search Key | ey SET

Tax ID for Customs

* Company |

x|

Y& |cear

* Country

Postal Code |

Section Name |
* Contact Name

" Address [
3
*4

" City
Region

EE

" Phong No.

EdNo. [

Email |

Page 1-2-3 Ver1.1
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Chapter 1 Shipping

E2 z.mporter

= gave in the Address Book [T Same as Delivery

Search Key |
Tax |0 for Customs

Company I

county [ =]

Postal Code

Section Name

Contact Name

Address

city
Region

|
|
|
|
|
|
Phone No. |

Ext Mo.

Email |

Ed 4.Description of Good(s)

Description |

E3 s5.shipper's Reference No.

Shippers Reference No

6.Shipment Information

*Product |[EX j
*8hipment Type  DOCUMENT & NOMN DOCUMENT

*Mumber of Pieces

Weight [ [ H

Please note that transportation charge is based on the measurement by O0CS.

Value for Carriage | j|

7.0ptional Service
optional sewvice [ =[[=][ =]
E2 s.Payment

& Shipper ¢~ Importer ¢ Other * Domestic only

“Transportation Charge  Customer Code | - -

Section Code I

Section Code1 | | 0% 2 | | 0%
ad| | 0% 4 | | 0%
Split Billing 5 | | 0% 5 | | 0%
7| | 0% g | | 0%
9 | | 0% 10 | | 0%
" Shipper & Importer ¢ Other * Domestic only
“Duties & Taxes  Customer Code | f| ,l

Section Code I

E3 5.4NA Mileage Club

Flease make sure to input ANA Mileage Club customer number when you

Customer Mo.(10digit) I issue an Air Wayhill by i-WiLL. Both ©CS and AMNA can not accept any change

or correction after the issue of Air Waybill ®

Invoice L2 Temporary Register * ( Register L > Back *

Page 1-2-4 Ver1.1
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Chapter 1 Shipping

Create an invoice next.

(6) Enter the fields required to create an Invoice.
a) @ Select the Invoice tab and enter the required fields from 1. Basic Information through 6. Remarks
and then click the @ Register button.
* If the fields *1-6 are unknown, you can search for them by clicking the magnifying glass icon.
(For more information, see Page 1-2-7, 1-2-8, 1-2-9.)
* If you click the Set button on a screen, the information that is linked to each item will be reflected.

®

Air waybil oicel )

| All | Basic Information | Exporter | Importer | Terms & Conditions | Description of Good(s) | Remarks |

E2 1.Basic Information

Invoice No. |

Invoice Date I ddrnimy

E2 2.Exporter

[T save inthe Address Book (This address will be saved as "Exporter”. Please contact our Customer Service to save as "Pickup™.)

*
Search Key | EY ser )1
Tax ID for Customs |
= Company |
* Country j
Postal Cade | Ke¥| sET |cLEAR|*2
Section Name |

* Contact Name

* Address I
“City ey 3
Region | Y *4
“*Fhone No.
Ext No. I

n 3.mporter

7 Save in the Address Book (This address will be saved as "Importer”. Please add Address Type "Delivery” at Address Book if necessary.)

Search Key | Y| sET [*1
Tax ID for Customs |
*Company |
* Country j
Postal Code | ey | sET |[cLEar|*2

Section Mame |

* Contact Mame

“Address |
“city B3
Region | QN
“Phone MNo.
Ext Mo. I

Page 1-2-5 Ver1.1
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Chapter 1 Shipping

n 4.Terms & Conditions

Date For Payment | ddmmyyyy

Freight Charge | =]

Insurance Charge | =l

Other Charge | =]
Remarks |

E3 5.0escription of Good(s)

P | B3 _seT *5
emplate
Register as Template
Incoterms | jrcgmmercial"v"alue
Country of Origin | j
Currency | j
Furpose of Use |
o __*6 C-:nuntr;.-'-:nfOr\ginI j
*Description |
HSCD
r Serial Mo | *Incoterms jrC-:nmmercial'ﬂ.-"alue
* Qty * Unit *Currency j *Unit Value

SubTotal Value 0

[ *6 Country of Origin | j
* Description
HsCD |
O Serial No | *Incoterms j " Commercial Value
* Qty * Unit * Currency j * Unit Value

SubTotal Value 0

Total Count: 2

Delete Add
Flease fill outthese values if you wish to indicate them on invaice
Tatal Package | Total Met Weight Total Gross Weight
K2 &.Remarks

I
I
Remarks |
I
I

Air Wayhill L Tempaorary Register* Back  *

@

(7) Check the details of the registration on the Airwaybill/Invoice Confirmation screen and print them out.
a) Check the data you entered.

b) Click the @ OK button if there is no error, and the print screen will be displayed in PDF.

* if two or more kinds of invoice reports are registered, the Report Selection screen will open. Select a
form ID there. For more information on the Report Selection screen, see Page 1-2-10.

Kindly check the contents you have input. When you press CK button, the registration will be done. Registered Air Waybilllnvoice can naot be modified.
Flease attach all the &ir Wayhills to the shipment.

oK * Back *

Page 1-2-6 Ver1.1
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Chapter 1 Shipping

Pop-up Window J

m *1 Address Book Search
If search keys (e.g., shipper, receiver, exporter, and importer) are unknown, you can search the Address
Book for it.
a) Enter one of the @ Search Conditions (optional) and click the @ Search button, and search results
will be displayed in the bottom section of the screen.
b) Check the @ appropriate data and click the @ Select button, and you will be directed back to the
previous screen with the values inherited.

Address Book
View ID:PPCMX3901X RefDate:20 Aug2014 10
D — —
search Key: [ / Country | =l
Company r-Jame:|
Address T:.'pe:l7 Pickup(P) ] Exporter(E) T " -1y o(B)
® Clear the condition
———
Code  Search Key Caompany Name Contact Mame Address P E iR B
ABC CO.LTD MINATO-KU =
@ = 1 ABC MR.TEST TOKYO * *
JAPAN
AAACOLTD MINATO-KU
004 AR IR WiLL TOKYO 5
JAPAMN
BBEB CO.LTD MINATO-KU
005 BBEB MR.TEST TOKYO
JAPAM
CCC CO._LTD MINATO-KU
006 ccc MR.TEST TOKYO 2 é
JAPAM -
DOD CO_LTD MINATO-KU
<007 DOD MR. TEST TOKYO z ?
JAPAM -
= »
Total Count: & @ e T

m *2 Postal Code Search
The Postal Code Search allows you to search for postal codes if they are unknown.
a) Enter one of the @ Search Conditions (optional) and click the @ Search button, and search results
will be displayed in the bottom section of the screen.
b) Check the @ appropriate data and click the @ Select button, and you will be directed back to the
previous screen with the values inherited.

Postal Code Search
View ID:PPCMK4501X RefDate: 20 Aug2014 10:33

—
C-JUntF,-'ZIJﬁP!'—'*.[‘] Q) jP-JstaI Code: >
Region: [TOKYO a8 CYRTT=TH P
Country Code Postal Code Address
@( LOIN} 1500000 SHIBUYA-KU TOKYC JAPAN ﬂ
~

Clearthe condition

1500001 SHIBUYA-KU TOKYO JAPAN
CJp 1500002 SHIBUYA-KU TOKYO JAPAN
o Jp 1500011 SHIBUYA-KU TOKYO JAPAN
P 1500012 SHIBUYA-KU TOKYO JAPAN
o Jp 1500013 SHIBUYA-KU TOKYQ JAPAMN
CJp 1500021 SHIBUYA-KU TOKYC JAPAN
CJp 1500022 SHIBUYA-KU TOKYO JAPAN
CJp 1500031 SHIBUYA-KU TOKYC JAPAN
CJp 1500032 SHIBUYA-KU TOKYO JAPAN
CJp 1500033 SHIBUYA-KU TOKYO JAPAN
CJp 1500034 SHIBUYA-KU TOKYO JAPAN
[l =} 1RNNN32A SHIRLIVA L TAL WM LAD AR ﬂ
1] |

Total Count: 235 @ C‘39|9D Cancel *

Page 1-2-7 Ver1.1
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m *3 City Search

The City Search allows you to search for city names and regions if they are unknown.
a) Enter one of the ) Search Conditions (optional) and click the (2) Search button, and search results

will be displayed in the bottom section of the screen.

b) Check the @ appropriate data and click the @ Select button, and you will be directed back to the

previous screen with the values inherited.

City Search
Cit:.-"lS,l‘A ? Region Code
Country :IJAF‘AN
City Region Code
@ @ S>.EIAE—SHI 13
ADC-SHI 15
© SAGA-SHI 41
7 SAGAE-SHI 06
© SAGAMIHARA-SHI 14
€ SAHAKU-GUN 31
. SALIO-SHI 38
0 SAIKAI-SHI 42
© SAIKI-SHI 44
0 SATAMA-SHI 11
7 SAITO-SHI 45
0 SAKADO-SHI 11
J QAL AL LI T
Total Count: 43

View ID:PPCMX4201X RefDate:20 Aug2014 10:41

Clearthe condition

JP
JP
JP
JP
JP
JP
JP
JP
JP
JP
JP
JP

[I=]

Country Cod Locode
JPTYO o
JPTYO
JPOSA
JPTYO
JPTYO
JPOSA
JPOSA
JPOSA
JPOSA
JPTYO
JPOSA

JPTYO
DTV ﬂj

@@ Cancel *

m *4 Region Search

The Region Search allows you to search for prefectures, states, provinces, etc. if they are unknown.
a) Enter one of the @ Search Conditions (optional) and click the @ Search button, and search results

will be displayed in the bottom section of the screen.

b) Check the @ appropriate data and click the @ Select button, and you will be directed back to the

previous screen with the values inherited.

Reigon Search

Wiew ID:FPCMxX4101% RefDate:20 Aug2014 10:43

Reqgion:

Country :

Reqgion Code Region
@ @ 01 HOKKAIDO
0z AOMORI

C 03 WATE

o 04 MY AGI

o 05 ARITA

o 06 YAMAGATA

C o7 FUKUSHIMA,

=l

Total Count: 47

o st D

Clear the condition

Country Code
JP il
JP
JP
JP
JP
JP

JP |
H

Cancel *

Page 1-2-8

Ver1.1
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Chapter 1 Shipping

m *5 Invoice Description Template Search

The Invoice Description Template Search allows you to search for Invoice Template by entering part of
them such as the first letter if they are unknown.

a) Enter @ Search Conditions (optional) and click the @ Search button, and search results will be
displayed in the bottom section of the screen.

b) Check the @ appropriate data and click the @ Select button, and you will be directed back to the
previous screen with the values inherited.

Invoice Description Template Search
View ID:PPCMX3401X RefDate:20 Aug2014 10:49

—— e ———
®Temp|ate r-mnk
® Searc Clear the condition

Template Name User ID User Name Update Date
@( 3 TBMF'LATEﬂ JP1c968v FUViLL User 28Feb2014 =

EMPLATE 2 JP1c968y iFWILL User 20Aug2014

[-|
[ B

[Total Count : 2 @< Select >} Cancel *

m *6 Item Search

The ltem Search allows you to search for item or product by entering part of them such as the first letter
if they are unknown.
a) Enter one of the @ Search Conditions (optional) and click the @ Search button, and search results
will be displayed in the bottom section of the screen.
b) Check the @ appropriate and click the @ Select button, and you will be directed back to the
previous screen with the values inherited.
ltem Search

View ID:PPCMx4301X RefDate:20 Aug2014 11:02

WUl

—

Descriptmnz'l

Serial No. | ~~—— HsCode:| ="

® @ Clearthe condition

Country of Origin

Description |

Description

Description2 Serial Mo HS Code

@;1 1 JAPAN =
2\ DETALL 1 123456759 RRERERELRERLERE
~ TTEM2 UNITED STATES
ITEM DETALL 2 987654321

222222 2222222272

[ A
Total Count: 2 (:)< Select * ) Cancel »

Page 1-2-9 Ver1.1
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m *7 Report Selection

Report formats can be registered in advance for invoices and non-wood certificates. If several reports
are registered, the Report Selection screen opens when clicking the Print button for an invoice or a non-
wood certificate.

a) If you check the @ form ID of the report that you wish to print and click @ Select, the PDF screen will
open and you will be able to print it out.

=
[e==ir
BEID  PPCMA4401X  B#$8ER1F: 27/ Sep/2011 154
TA4—LID L]
@ @iCS'\-"--'KOUSUTUUUMJE DECLARATION OF NO-WOOD PACKING MATERIAL (OCS) il
R

CSWX0030T00002_ja  DECLARATION OF MO-WOOD PACKING MATERIAL (Company)

| _'l_I
JPFEE (2 \

* Report formats are registered by OCS. If you have a report that you wish to have registered, please
contact OCS.

Page 1-2-10 Ver1.1
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Chapter 2 My List

2.1 User ID Management

Workflow J

Administrative users can register additional users, and modify and delete registered users.

Register users in the following procedures:

(1) Select “User ID Management” from the My List menu. —>
(2) Select New on the User ID Management screen.

(3) Enter the fields required for user registration.

(4) Check the data that you entered and complete the registration.

Operating Procedures J

Select “User ID Management” from the My List menu.

Shipping

» My List

User IO Management
Address Book

Address Book Upload
Address Book Download

Description Template

» Document Download

Display the User list and register the person that you wish to add as a new user.

(1) Select “User ID Management” from the My List menu.

(2) Display the User list and check if the user is already registered.

a) Enter search conditions for administrative users and click the 1) Search button, and a @User list will

be displayed in the bottom section of the screen.

b) Check that it is not already registered on the ) User list and click the @ New button.

Cases

Modifying user To modify user information, click the @ Modify button and modify the

information registered user information.

Checking user To check user information, click the ® Inquiry button and check the details.

information

Deleting a user To cancel a user registration, click the (7 Delete button and delete the
registration.

Resetting a password | To reset a password, click the ® Reset Password and reset it.

User ID Management y . _
View ID:PCSWG0E01S RefDate: 20 Aug2014 10:16
Account CD: ABCO01 - 'l UserID I User Name | ™ Include Deleted(DL)
® Clear the condition
Account Code User ID User Name Role Email Fhone No. DL
® & ABC001-001 HK1c213e  Mr. TEST HWILL_ADMINISTRATOR.  test1@ocs.cojp 1234-5678 =
€ ABC001-001 HK1c742r Ms. TEST FWILL_ADMINISTRATOR.  test2@ocs.cojp 1234-5679
€ ABC001-001 HK1c805m  i-WilL User HWILL_ADMINISTRATOR.  test@ocs.co.jp 1234-5670
4 ® @ ® ® @ o
Totateomt g New » Maodify * Inquiry  * Password Reset * Delete *
Page 2-1-1 Ver1.1
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(3) Enter the fields required for user registration.
a) Enter or modify the applicant information.
* Enter the name of the staff that will use this user ID or the equivalent in @) User Name.
* Select one or more from among the following Roles:
- ADMINISTRATOR (administrator: All the privileges other than import-related privileges)
- OPERATOR (staff: General privileges to manage export shipment)
- CLERK (staff: The privilege to create Air Waybills/invoices and place pickup orders)
- ADDRESS BOOK (optional: The privilege to manage address book)
- IMPORT (staff: Shipping Document Download (Import) and Shipment Information / Tracking
(Import))
* To use import-related feature, additional setting is required at OCS. Please ask your local OCS
customer service.
b) Click the @ Register button.

User ID Management
View ID :PCSWGO0B02E RefDate: 20 Aug2014 18:52
1 User Information 1 Contact Information
u 18] *Ph Ma. 4-56T
== (UseriD is generated by System I~ Deleted B [1234-5678
@ “UserMame j-WiLL User Ext No. |1234
Section [WiLL PROJECT “Email test@ocs.co.jp
1: [i-WiLL_ADMIMISTRATOR j =
“Raole 2 I j Memo
3| - [ |
Account Code Account Name
¥ aBCO01-001 SECTION 1 ﬂ
[ |
o [
@ Register * Back *

(4) Check the data that you entered on the User Registration Confirmation screen and complete the
registration.
a) Check the data that you entered.
b) If there is no error, click the OK button to complete the registration.
* You can check the registered user information by listing the ID at search screen.

Page 2-1-2 Ver1.1
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2.2 Address Book

Workflow J

Address information (Exporter, Receiver, Importer), which can be used to create Air Waybill or Invoice,
can be managed at Address Book.
Register addresses in the following procedures:

Shipping > My List » Document Download

(1) Select “Address Book” from My List menu. —

User ID Management
Address Book

(2) Search the address list.

Address Book Upload

(3) Select New on the Address Book Search screen. fddress Book Bounload

Description Template

(4) Enter the fields required for address registration.

(5) Check the data that you entered and complete the registration.

Operating Procedures J

Select “Address Book” from My List menu.
Display the address list and register the addresses which are required to create Air Waybill or Invoice.

(1) Select “Address Book” from My List menu.

(2) Display the Address list and check if the address is already registered.
a) Enter @ Search Key.

b) Click the @ Search button, and @ Address list will be displayed in the bottom section of the screen.

(3) Select the @ New button

Cases

Modifying address To modify address information, click the ® Modify button and modify

information the registered address information.

Deleting an address To cancel an address registration, click the ® Delete button and
delete the registration.

* Pickup address is linked with the data to identify the pickup route and cannot be registered or modified
by customer. If there is a change in pickup address, please contact your local OCS Customer Service.
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Address Book Search

View ID:PCSWG0801S RefDate: 20 Aug2014 10:18

Country:| =] companyname :| T Include Deleted(DL)

Address Type | Pickup(P) ™ Exporter(E) M importerl) P DeliveryiDy ™ Bill To(B)

® Clear the condition
———

Code Search Key Company Name Contact Name City B EER R
@( & > 001 ABC ABC CO_LTD. WiLL PROJECT MR.TEST MINATO-KU TOKYQ JAPAN A ke =
002 SHA ABC CO_LTD. WiLL PROJECT MS.TEST SHANGHAI SHANGHAI CHINA o
o 003 BKk ABC CO_LTD. WiLL PROJECT MRTEST BANGKOK THAILAND N
s 004 ABA AMACOLLTD. WILL PROJECT MR WILL MINATO-KU TOKYO JAPAN ki
s 005 BEB BEB CO_LTD. WILL PROJECT MRTEST MINATO-KU TOKYQ JAPAN
s 009 HKG ABC CO_LTD. WiLL PROJECT Mr.TEST WANCHAI HOMNG KONG ISLAND T

1 o

Total Count:6

New L Modify  » Delete  »
S —

@ ® ®

(4) Enter the fields required for address registration.
a) Enter the fields required and click the 3 Register button.
* If the fields *2-4 are unknown, you can search for them by clicking the magnifying glass icon.
(For more information, see Page 1-2-7, 1-2-8.)
* If you click the Set button on a screen, the information that is linked to Postal Code will be reflected.

Address Book Maintenance

View ID:PCSWG0B02E RefDate:20 Aug2014 10:21
Customer Code ® I Deleted

address Type I pickup [ Exporter [ importer [ Detivery T gill To

= Search Key . - .
(You can use this data as search condition on Address Search.)

Tax ID for Customs |

= Company I
Section |
* Contact Name Example1 Example2
* Country T ® Japan United States
Postal Code | 2 CLEAR 1510072 11101
R 1-12-12 Hatagaya 49-27 31st Street
| TS Bldg. 15t Floor
* City XS [ Shibuya-ku Long Island City
Region | 4 = Tokyo New York
“Phaone Mo .
Ext Mo I
FAX No. [
Email |

Biling Section Code I

< Register * > Back *

S————

©)
(5) Check the data that you entered on Address Book Confirmation screen and complete the registration.
a) Check the data that you entered.
b) If there is no error, click the OK button to complete the registration.
c) To delete an address information, check the (2 Deleted checkbox and click the 3 Register button.
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2.3 Address Book Upload

Workflow J

Multiple addresses can be added to the Address Book at one time.
Register addresses in the following procedures:

(1) Select “Address Book Upload” from the My List menu.

Shipping > My List » Document Download
(2) Select the Address Book file and upload it. User ID Management

Address Book

(3) The data that was not successfully uploaded will be

Address Book Upload
displayed as an error.

Address Book Download

Description Template

(4) Check the error details and correct the data in the
Address Book file.

(5) Select the file again and upload it.

Operating Procedures J

Select “Address Book Upload” from the My List menu and upload the Address Book file.
(1) Select the Address Book file that you are going to upload and upload it.
a) Click the @ Browse button, select the upload file, and click the @ Upload button.

* Only CSYV files that were created in a specified format (can be downloaded from the website) can be
uploaded as the Address Book.

(2) The data that was not successfully uploaded will be displayed in the @ bottom section of the screen as
an error.

Error items displayed are the row number (Line No.), the search key, and the details of the error (error
message).

Address Book Upload

View ID:PCSWG0804X Ref. Date : DDMMMAYYY HH:MM

® *Upload File: Select
No. of Successful Data: 10 Mo. of Error Data: 3
Line No. SearchKey rror |

1 JPN-01 ny name lenght overflow

|+

JPN-OTU-01 account code duplicate error

TOCOOOCX2HCCO00CON3

account code duplicate error
OO 10000

JPN-01 company name lenght overflow

1
& JPN-0TU-01 account code duplicate error

XK SOOCR0C( 1000000002 JOOCOCOXK OCOCOOONZICO00000(3
1 JPN-01 company name lenght overflow

N-0TU-01

JPN-OT
1 JPN-01
1]

Total Count: 100

y name

il

(4) Check the error message and correct the data in the Address Book file that you are going to upload.

(5) Select the file again and upload it.
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2.4 Address Book Download

Workflow J

Multiple addresses registered in the Address Book can be downloaded at one time.
Download addresses in the following procedures:

(1) Select “Address Book Download” from the My List menu. Sovom . b L. Qpcinen Do

User ID Management

(2) Select an address type and download it. — Address Book
Address Book Upload
(3) Name the downloaded file and save. Address Book Download

Description Template

Operating Procedures J

Select “Address Book Download” from the My List menu and download the address book file.

(1) Select “Address Book Download” on My List.

(2) Select the Address Type that you are going to download.
a) Check a checkbox at 1) Address Type in the Search Conditions section (more than once can be
selected) and click the @ Download button.

(3) Name the downloaded file and save.

Address Book Download

@Address T&e: T Pickup T Exporter [ importer T Delivery I Bill To

View ID:PCSWG0705X RefDate:20 Aug2014 10:27

@( Download * )

Page 2-4-1 Ver1.1
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2.5 Description Templates

Workflow J

Invoice description templates, which can be used to create invoices, can be registered in advance.
Register invoice description templates in the following procedures:

(1) Select “Description Template” from the My List menu. Shipping . My List » Document Download
User ID Management

(2) Search the Description of Good(s) Template list. Address Book

: Address Book Upload
(3) Select a copy of the Description Template list. Address Book Download

Description Template

(4) Enter the fields required for the description template.

(5) Check the data that you entered and complete the registration.

Operating Procedures J

Select “Description Template” from the My List menu. Display the Description of Good(s) Template list
and register information such as the description and unit price of shipments.

(1) Select “Description Template” from the My List menu.

(2) Search the Description of Good(s) Template list.
a) If there is a registered invoice description template, the Invoice Description Template list will be

displayed.
Cases
Registering a new To register a new invoice description template, click the @ New button.
description template
Modifying description To modify the contents of description template, click the @ Modify button
template and modify the registered data.
Checking description To check the details of description template, click the & Browse button
template and check the details.
Deleting a description To delete a description template, click the ® Delete button and delete it.
template
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(3) Copy data on the Description of Good(s) Template list.

a) Select data from the (D Description of Good(s) Template list and click the @ Copy button.

Description of Good(s) Template List - _
View ID: PCSWG05065 Ref.Date: 20 Aug2014 11:31
Template Name User D User Name Update Date
@‘ JP 1868y i-WiLL User 28Feh2014 ﬂ
TEMPLATE 2 JP1c968y i-WiLL User 20Aug2014

= ;I_I

Total Connt: 2 Mew 4 Modify  * Inquiry  * Delete  »

V4 ) S Q) )

(4) Enter the fields for the invoice description template as required.
a) Enter a template name and product name (required) and other information and click the ) Register
button.
* If the field *6 is unknown, you can search for them by clicking the magnifying glass icon.
(For more information, see page 1-2-9.)

Description of Good(s) Template Entry I :
View ID:PCSWG05S05E  RefDate: 20 Aug2014 11:34
* Template Mame
*6 [ Country of Origin | j
*Description
HscD |
O Serial No | Incoterms | j I Commercial Value
Qty | 0 Unit | Currency | j Unit Value 0
Sub Total Value 0
el Country of Origin I j
*Description
HscD |
m| Serial Mo | Incoterms | j I commercial Value
Qty | 0 Unit | Currency | j Unit Value 0
Sub Total Value 0
Total Count: 2 Delete Add
® Back »
(5) Check the data that you entered on the Invoice Description Template Confirmation screen and
complete the registration.
a) Check the data that you entered.
b) If there is no error, click the OK button to complete the registration.
Page 2-5-2 Ver1.1
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3.1 Shipping Document Download (Export)

Workflow J

Shipping documents related to export shipments such as Air Waybill, invoices, Export Declaration
Certificates (ED), and delivery sheets can be downloaded. Download in the following procedures:

(1) Select “Shipping Document Download (Export)”
from the Document Download menu. » Document Download | » Shipment Information

|:> Shipping Document Download(Export)

(2) Search the history of export shipments. View I

Shipping Document Download(import)

(3) Select shipment and download its shipping documents.

Operating Procedures J

Select “Shipping Document Download (Export)” from the Document Download menu.

Select the history of export shipments and download shipping documents for it.
(1) Select “Shipping Document Download” from the Document Download menu.

(2) Enter search conditions and search the history of export shipments.

a) Select M Air Waybill number or reference number and enter a number.

b) If you check the checkbox of @ This User ID only, you can extract only the shipments created by the
login user.

¢) You can search for the search keys (*1) for shippers, recipients, and importers by clicking the
magnifying glass icon. (For more information, see Page 1-2-7.)

d) If you check the @ Document Type, you can extract only the shipments whose images of selected
document type are saved.

e) Click the @ Search button, and the history of export shipments will be displayed in the bottom section
of the screen.

(3) Select shipment and download shipping document for them.
a) Check ® Air Waybill numbers.
b) Check the ® shipment to download its documents and click the (7) Download button.

Page 3-1-1 Ver1.1
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Igl Shipping Document Download (Export)

View ID:PCSWG1101X  RefDate: 20 Aug2014 11:57

@D anvaminno. @

Entry Date 19082014 - [z0082074 dammyyyy

€ shippersReference No. his UserlD Only gt pate | =] & dommyy
Shipper Search Key: | *1 el Declaration No:
Receiver Search Key:| *1 ey hi|3mentTy|Je:|7 DOCUMENT M NON DOCUMENT
Ol Senlchi o z T Mairwaybill(a) Minvoice ()
mporter Search Key: [ *TIEN ocumen rpe'pED[EDj:pDeIiverySheetrD':
Receiver C-3L|ntr-,-':| =l

@ Clear the condition
——

[~ AirWaybill No. Entry Date Shipper Receiver | ED (8]
@ 4002634085 20Aug2014  ABC CO LTD WiLL PROJECT ABC CO LTD WiLL PROJECT SHAMGHAISHAN = = =
14002634074 20Aug2014  ABC CO LTD WiLL PROJECT ABC CO_LTD WiLL PROJECT BANGKOKBANGK] =
[T 14002634063 20Aug2014  ABC CO LTD WiLL PROJECT ABC CO_LTD WiLL PROJECT VWANCHAIHONG z

o ®

Total Count: 3 Download Image M airwayhill M invoice M ED M Delivery She

By clicking ® “*,” you will be able to view the image.
(A: Air Waybill; I: Invoice; ED: Export declaration certificate; D: Delivery sheet)

Download *
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3.2 Shipping Document Download (Import)

Workflow J

Shipping documents related to import shipments such as Air Waybills, invoices, Import Declaration
Certificates (ID), and delivery sheets can be downloaded. Download in the following procedures:

(1) Select “Shipping Document Download (Import)”
from the Document Download menu. » Document Download | » Shipment Information

:> Shipping Document Download({Export)

(2) Search the history of import shipments. e view |

(3) Select shipment and download its shipping documents.

Operating Procedures J

Select “Shipping Document Download (Import)” from the Document Download menu.

Select the history of import shipments and download shipping documents for it.
(1) Select “Shipping Document Download (Import)” from the Document Download menu.

(2) Enter search conditions and search the history of import shipments.
a) Select M Air Waybill number or reference number and enter a number.
b) If you check the @ Document Type, you can extract only the shipments whose images of selected
document type are saved.
c) Click the @ Search button, and the history of import shipments will be displayed in the bottom section
of the screen.

(3) Select shipment and download shipping documents for them.
a) Check @ Air Waybill numbers.
b) Check the ® shipment to download its documents and click the 7 Download button.

Page 3-2-1 Ver1.1
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Shipping Document Download (Import)

& _4irWaybill No. p— —

e Shippers Reference ru

Shipper Company r-Jame:I

Permit Date : [19082014 - 20082014

Declaration No:l

Shipment Type : PIDOCUMENT PINON DOCUMENT

View IDPCSWG1202X RefDate: 20 Aug2014 18:16

ddmmyyyy

Shipper Country:|

Document Type M i Wayhill(A) |7In'v'-:|iceilj: |7ID[IDj: |7Deli'v'erf Sheet(D})

Clear the condition

[~ Air Waybill Mo, Permit Date Shipper Receiver
@ O 1>002l334111 20Aug2014  XYZ CO_LTD.WiLL PROJECT WANCHAI ABC CO_LTD.WiLL
14002634100 20Aug2014  ABC CO LTD WilL PROJECT WANCHAI

o ®

ABC CO_LTD WiLL

Total Count: 2

Download Image I air Waybil M invoice M D ¥ Delivery She Download *

-]

@

By clicking ® “*,” you will be able to view the image.
(A: Air Wayhbill; I: Invoice; ID: Import Declaration Certificate; D: Delivery sheet)
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4.1 Shipment Information / Tracking (Export)

Workflow J

The status of export shipments can be checked and shipment information can be downloaded in CSV
format.
Check the status of export shipments and download shipment information in the following procedures:

(1) Select “Shipment Information/Tracking” from the

Shlpment Information menu Document Download | » Shipment Information
|::> Shipment InformationTracking(Export)
(2) Search the export shipment information. Shipment Information/Tracking(import)

Tracking Notice
(3) Select a shipment that you wish to track from the list of

. . Tracking Notice by User
search results and check information.

(4) If the Air Waybill has Piece IDs, you can search the
Piece ID list and check status on a Piece ID basis.

(5) Specify the items that you wish to download and download shipment information in CSV format.

Operating Procedures J

Select “Shipment Information/Tracking” from the Shipment Information menu.
You can search for, check, or download export shipment information.

(1) Select “Shipment Status/Tracking” from the Shipment Information menu.

(2) Search the export shipment information.
a) Select 1 Air Waybill number or reference number and enter a number.
* If you do not know what to enter in the fields *1 and *3, you can search for them by clicking the
magnifying glass icon.
(For more information, see pages 1-2-7, 1-2-8.)
b) Click the @ Search button, and a list of search results will be displayed in the bottom section of the
screen.

(3) Select the shipment that you wish to check from the list of search results and check the details.
a) Select an @ Air Waybill number and click the & Inquiry button.
* To download the search results in a CSV file, click the ® Download button
(see page 4-1-3 [5]).
b) If you click an @ Air Waybill number link, the Shipment Details (Export) screen will open.
* If the Air Waybill has no Piece ID, the Shipment Details (Export) screen will open, and if the Air
Waybill has Piece IDs, the Shipment Details per Piece (Export) screen will open.
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Shipment List (Export)

F@j.ir Waybill Mo, /—_\A

€ shippers Reference N-u This User 1D Only
ShipperSearchkey: [ *1 byl
Receiver Search Key: I—* e

Receiver City: | 3=y

Wiew ID:PCEWG14018

Ref.Date: 20 Aug2014 18:34

- [z0082012

Shipment Type M DOCUMENT M NON DOCUMENT

Entry Date :|18082014

Shipper Company Mame:
Receiver Company Mame:

Receiver Country: | =

Clear the Condition

Air Waybill No Entry Date

€ 14002634015 18Aug2014  ABC CO. LTD

1 14002634026 18Aug2014  ABC CO.LTD

€ 14002634063 20Aug2014  ABC CO.LTD

€ 14002634074 20Aug2014  ABC CO_LTD

G 34085 20Aug2014  ABC CO_LTD
Lo2604005 20Aug2014  ABC CO_LTD

@ 20Aug2014 ABC CO_LTD

[

Total Count: 7

oG

WiLL PROJECT
WiLL PROJECT
WiLL PROJECT
WiLL PROJECT
WiLL PROJECT
WiLL PROJECT
WiLL PROJECT

Receiver

SHANGHAI SHANGHAI
SHANGHAI SHAMNGHAI
VWANCHAI HOMG KONG ISLANL
BANGKOK BANGKOK
SHANGHAI SHANGHAI
VWANCHAI HOMG KONG ISLANL
VWANCHAI HONG KONG ISLANL

Date/Time

Mon 18Aug2014 11:21
Wed 20Aug2014 12:04
Wed 20Aug2014 12:08
Wed 20Aug2014 10:10
Wed 20Aug2014 11:57
Wed 20Aug2014 12:22
Wed 20Aug2014 18:33

ddmmyyyy

Activity
Shipment Data =
Deliversd

Pickup

Shipment was
Shipment Infon
Delivered

Delivered

[ -]
B

( Inquiry '> Download *

¢) The tracking information of the export shipment will be displayed.
* If you click an @ Air Waybill number link, shipping document related to the selected Air Waybill

number will be displayed in PDF.

®

* If you click a @ Delivered link, you can view an image of the recipient’s signature.

®

Shipment Details (Export)

Wiew ID:PCEWG1402R

Air Waybill
Mumber of Pieces 1

Froduct [EX

1 shipper
Customer Code ABCO001 - 001 - 001
Company ABC CO.LTD.
Section Name WiLL FROJECT
Contact Name MR.TEST

STREET1
STREET2

Address

City MINATO-KU
Region

Country JAPAN

TOKYO

Ref. Mo,

Shipment Type
Actual Weight
Vol. Weight

I Receiver
Customer Code
Company
Section Name

Contact Mame
Address

City

Region
Country

Tracking Information (Piece |D:14002634122)

DOCUMENT
0.1kg
0.0 kg

ABCO01-001-009
ABC CO.LTD.
WILL PROJECT
Mr.TEST

STREET1
STREET2

WANCHAI
HONG KOMG ISLAND
HONG KONG

RefDate: 20 Aug2014 18:38

Wed 20Aug2014 18:33 Delivered Test [
Ved 20Aug2014 17:25  HaNG Kong Alport, HONG Ot Tor Delivery ocs
Wed 20Aug2014 17:28 [ 1on o ongAort HONG Delivery Routs Fix
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(4) If the Air Waybill has Piece IDs, you can check tracking information on a Piece ID basis from the
Shipment Details per Piece screen.
a) If you select a @ Piece ID and click the (2 Inquiry button, the Shipment Details (Export) screen will

open.
b) If you click a Piece ID number link, the Shipment Details (Export) screen will open as well.
Shipment Details by Piece (Export) __ | ﬂ
View ID - PCSWG14035 RefDate: 20 Aug2014 12:26
1 selected Detail Information
Air Waybill No. 14002634096 Tracking Wed 20Aug2014 12:22 Delivered
Receiver ABC CO.LTD. WiLL PROJECT Entry Date  20Aug2014
Receiver City WANCHAI HONG KOMG
Fiece ID Date/Time ."\Cti\c'ity' Location Remarks

@ ‘ ® P>!4UD19309?'3 Wed 20Aug2014 12:22 Delivered Company Stamp =
14001920880 Wed 20Aug2014 12:17 Inspection by Authority SHIBAURA

[} @ ;I_I
Total Count:2 @ Back »

(5) Specify the items that you wish to download and download them in CSV format.
a) Display search results on the “Shipment List (Export)” screen and then click the Download button to
display the Shipment List (Download) screen.
b) Select the items that you wish to set in the CSV from the Available ltem List and display them on the
Download Item List with the (D Add button.
c) Click the @ Download button and download the CSV file.

Shipment List Download (Export) - |
View ID:PCSWG1404X RefDate: 20 Aug2014 12:34
Available Item List Download Item List
Shipment Type - Air Wayhill Mo

Product Code

Commercial Value
Company Code (Shipper)
Accunt Code (Shipper)
Customer Code (Shipper)
Company Name1 (Shipper)
Company Name2 (Shipper)

Contact Name (Shipper) 0

Section Name (Shipper)

Address? (Shipper) « r'y
Address2 (Shipper)

City Mame {Shipper)

Region Mame (Shipper)
Country (Shipper)

Postal Code (Shipper)

Phone Mo (Shipper)

Ext Mo (Shipper)

Email {Shipper)

Tax ID for Customs {Shipper)
Company Code (Importer)
Accunt Code {Importer)
Customer Code (Importer)
Tax ID for Customs (Importer)
Comname Mame1 (Imnarter! LI

< Remove v
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4.2 Shipment Information / Tracking (Import)

Workflow J

The status of import shipments can be checked and shipment information can be downloaded in CSV
format.

Check the status of import shipments and download shipment information in the following procedures:

(1) Select “Shipment Information/Tracking (Import)” from

the Shlpment Information menu. Document Download | » Shipment Information
. X i IZ> Shipment InformationTracking(Export)
(2) Search the history of import shipments. : , :
Shipment InformationTracking({lmport)
(3) Select a shipment that you wish to track from the list of Irackma Nofice
search results and check information. Tracking Hotice by User

(4) If the Air Waybill has Piece IDs, you can search and
check shipment information on a Piece ID basis.

(5) Specify the items that you wish to download and download them in CSV format.

Operating Procedures J

(1) Select “Shipment Information/Tracking (Import)” from the Shipment Information menu.

(2) Search the import shipment information.
a) Select M Air Waybill number or reference number and enter a number.
* If you do not know what condition to enter in *3, you can search for it by clicking the magnifying
glass icon.
(For more information, see page 1-2-8.)
b) Click the @ Search button, and a list of search results will be displayed in the bottom section of the
screen.

(3) Select the shipment that you wish to check from the list of search results and check the details.
a) Select an @ Air Waybill number and click the @ Browse button.
* To download the search results in a CSV file, click the & Download button.
(For more information, see page 4-2-3 [9]).
b) If you click an @ Air Waybill number link, the Shipment Details (Import) screen will open.
* If the Air Waybill has no Piece ID, the Shipment Details (Import) screen will open, and if the Air
Waybill has Piece IDs, the Shipment Details per Piece (Import) screen will open.
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3

Shipment List (Import)

ybill Mo,

=

JO) =
Shippers Reference Mo.

Shipper Company Name |

Shipper Country |

Air Waybill No.

14002634111

[

Total Count: 2

4002634100 ABC CO_LTD
XYZ CO_LTD

WiLL PROJECT
WiLL PROJECT

Shipper

WANCHAI HONG KONG ISLANI
WANCHAI HONG KONG ISLANI

ﬂ ReceiverCnmpan:.-'rlame:l

2

Wiew ID: PCBWG15055 RefDate:20 Aug2014 17:57

- [eovsz0ma

shiprent Type | DocUMENT P NON DOCUMENT

ShIDDErCII‘y'I *3 Q]

Permit Dale:|13082014 ddmmyyyy

Clear the condition

DateTime Activity Fermit Date

208ug2014 =
20Aug2014

Wed 20Aug2014 17:56
Wed 20Aug2014 17:53

Delivered
Released from

[ -|
1

( Inquiry -> Download »

@ ®

¢) The tracking information of the import shipment will be displayed.
* If you click an @ Air Waybill number link, shipping documents related to the selected Air Waybill

number is displayed in PDF.

* If you click a @ Delivered link, you can view an image of the recipient’s signature.

@ Shipment Details (Import)

1 AirWayBill Information
Air Waybill

®

0. 1400

Mumber of Pieces 1

Product |EX

I Shipper

Customer Code

Company ABC CO.LTD.

Section Name

Contact Mame

Ref. Mo,

WILL PROJECT
MR.TEST

STREET1
STREETZ

Address

City WANCHAI
Region

Country HOMG KONG

ABCOO1-001-004

HOMNG KONG ISLAND

Tracking Information(Piece ID:14002634100)

View ID:PCSWG1506R RefDate: 20 Aug2014 18:01

Shipment Type DOCUMENT
Actual Weight 0.1 kg
Entry Date  20Aug2014

I Receiver
Customer Code ABC001-001-001
Company ABC CO.LTD.
Section Name  WiLL PROJECT
Contact Mame MR.TEST

STREET1
STREETZ

Address

MINATO-KU
TOKYO
Country JAPAN

City
Region

Wed 20Aug2014 17:56 Test |
Wed 20Aug2014 17:56  SHIBAURA  JAPAN SriborPEliver, ocs
Wed 20Aug2014 17-55  SHIBAURA  JAPAN Delivery Route Fix
Wed 20Aug2014 17:54  SHIBAURA  JAPAN Aurived at Facility
Wed 20Aug2014 17:54 Departed from Facility
Wed 20Aug2014 17:52 Released from Customs Permission
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(4) If the Air Waybill has Piece IDs, you can retrieve tracking information on a Piece ID basis from the
Shipment Details per Piece (Import) screen.
a) If you select a @ Piece ID and click the @ Inquiry button, the Shipment Details (Import) screen will
open.
b) If you click a @ Piece ID number link, the Shipment Details (Import) screen will open as well.

Shipment Details by Piece (Import)
View ID:PCSWG1507S RefDate:20 Aug2014 158:07
I Selected Detail Information
Air Waybill No. 14002634111 Tracking Wed 204002014 17:53 Released from Customs
Shipper XYZ CO.LTD. WiLL PROJECT Fermit Date 204ug2014
Shipper City WANCHAI HONG KONG
Date/Time Activity Location Remarks
@ 14001930891 Wed 20Aug2014 17:53 Released from Custom: Permission NARITA AIRPORT =
o e R
02 Wed 20Aug2014 17:53 Released from Custom: Permission NARITA AIRPORT
]
[ I
Total Count:2 ® lhquiry  * Back i

(5) Specify the items that you wish to download and download them in CSV format.
a) Display search results on the “Shipment List (Import)” screen and then click the Download button to
display the Shipment List (Download) screen.
b) Select the items that you wish to set in the CSV from the Available ltem List and display them on the
Download Item List with the D Add button.
c) Click the @ Download button and download the CSV file.

Shlpment LlSt Download (Import) Wiew |D:PCSWG1508X RefDate:20 Aug2014 18:09

Available Item List Download Item List
Shipment Type Air Wayhill Mo
Product Code
Commercial Value
Company Mame1 {Shipper)
Company Mame2 (Shipper)
Contact Name (Shipper)
Section Name (Shipper)
Address1 (Shipper)
Address2 (Shipper)

City Mame (Shipper) — ®
Region Name (Shipper) 'y
Country {Shipper)

Postal Code (Shipper)

Phane MNa (Shipper)

Ext No (Shipper)

Email (Shipper)

Tax ID for Customs (Exporter)
Tax ID for Customs (Importer)
Company Mame1 (Importer)
Company Mame2 {Importer)
Contact Mame (Importer)
Section Name (Importer)
Address1 (Importer)
Address2 {Imparter)

Citv Mamg (lmnnrter) LI

|»

< Remove v

®< Download * ) Back E
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4.3 Tracking Notice

Workflow J

You can receive email in transportation processes from pickup to delivery when a tracking point is created
including exceptions such as delays in flights or delivery.

The email notification feature needs to be set on an Air Waybill number basis.

Register Tracking Notice in the following procedures:

Document Download | » Shipment Information

(1) Select “Tracking Notice” from the Shipment Information

Shipment Information/Tracking(Export)
menu.

> Shipment Information/Tracking(lmport)

(2) Register the fields required to receive email notifications. Macking Nonee

Tracking Notice by User

Operating Procedures J

Select “Tracking Notice” from the Shipment Information menu and register the information required for the
notification.

(1) Select “Tracking Notice” from the Shipment Information menu.

(2) Register the information required for the notification.
a) Enter the @ Air Waybill number.
b) Enter an @ email address and select a language.
c¢) Check the @ tracking points of which you wish to be notified and click the @ Register button.

Tracking Notice

View ID:PCSWG100ME RefDate: 20 Aug2014 10:49

@) ir waybill No.
ENGLISH 7|
| |ENGLISH =]
@"Emai\ & Language | IEIIGLISH j
| |ENGLISH =]
o - [EncusH =]
: Check here in case

you wish to select
all the tradking

@ | .. i
(: )pi;kup point.

Arrived at Facility :
Departed from Facility
Inspection by Authonty
Flight Departure

Flight Arrival

Flight Delay

Flight Cancel
Importation Entry

Activity

oy

|»

Released from Customs
Held in Customs
Ready to Hand Over to Contracted Companyt

hd|
R T

[
@ Register *

Biooooooooooao

* To change the tracking point(s) of which you wish to be notified, select tracking points again by entering
the same Air Waybill No. and Email address.
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4.4 Tracking Notice by User

Workflow J

You can receive email in transportation processes from pickup to delivery when a tracking point is created

including exceptions such as delays in flights or delivery.

You can receive email every time once you set the email notification feature on a user basis.

Register email notification in the following procedures:

(1) Select “Tracking Notice by User” from the Shipment
Information menu. —

(2) Register data that is necessary to receive email notifications.

Operating Procedures J

Document Download .r Shipment Information ;
Shipment InformationTracking{Export)
Shipment InformationTracking({lmport)
Tracking Motice

Tracking Motice by User

Select “Tracking Notice by User” from the Shipment Information menu and register information that is

required for notification.

(1) Select “Email Notification (on a User Basis)” from the Shipment Information menu.

(2) Register the information necessary for notification.
a) Enter the @ User Name.

* If you click the 2 Set button on a screen, the information that is linked to the user name will be

reflected.
b) Enter an @ email address and select a language.

c¢) Check the tracking points of which you wish to be @ notified and click the & Register button.

Tracking Notice by User

®*UserName WVILL User

Wiew D :PCSWG1301E RefDate:20 Aug2014 10:51

@" Email & Language |

. you wish to select
-+ all the tradking REL
k.. point.

T2

Arrived at Facility

Departed from Facility

Inspection by Authority

Flight Departure

Flight Arrival

Flight Delay

Flight Cancel

Importation Entry

Released from Customs

Held in Customs

Ready to Hand Qver to Contracted Companyt

o, il P A g = 0

Bhooooooooooo

ENGLISH =]

| [ENGLISH =]
ENENERR

| [ENCLISH =]

i Check here in case [EncusH

|»

I
2l

@ Register *

* To change the tracking point(s) of which you wish to be notified,

the same user and email address.

select tracking points again by entering
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