Crowley Online Services (COS) Guide: Creating Bill of Lading Instructions

« Bills of lading can be managed from the Shipment / Bills of Lading tab.
» Click on ‘Create New Shipment / Bill of Lading Instr.” command on this page and a list of all bookings
for which shipping instructions have not yet been submitted will display.

0 To create a new set of shipment / bill of lading instructions, please click the 'Create New Shipment / Bill of Lading Instr.” button below. Search

To update an existing shipment, pleaze zelect the desired shipment from the table below and click the "Edit’ button at the bottom of the table
IB\IIofLﬁ:Iing Number 'I

| All Shipments / BLs | BL Instruction Submitted | Pending Crowley Review | Draft Shipments / BLs | Released BLs | Cancelled BLs |

BL Instruction Submitted [13 record(s) found]

Shipment ID Reference Booking Number Bill of Lading Equipment I Voyage Latest Days in Shipment Last Modified Org
Number (Template Id) Number Equipment Current Status
Status Equipment
Status
BL us
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Step One: Select the desired booking from the grid and click on “Use this Booking to Create
Shipmment / BL Instr'.

Create Shipments / BL To create a new shipment / bill of lading, pleazse select one booking and click the "Use this booking to create Shipment / BL Instr.” button below.

Assemble Shipments Create Bill of Lading Instruction

Booking# Voyage Refereng Shipper Conzignes Equipment Equipment Status

Booked Voyage, Routing & Services
oo el . SR Name Name Description | 1D

{7 | 59909 S210105 US& Corp - Ji Guatemala Corg 45 Container Confirmed =
{ | 553889 SZV10105 USA Corp - Ji Guatemala Corg 45 Container Confirmed
{7 | 432459 NZWV1007S USA Corp - J| Guatemala Corp 45 Container Confirmed
{7 | 883612 NZWV10155 | 2073 NI | USA Corp - J. Guatemala Corf 40 Container Confirmed
{7 | 834567 NZ2W10155 | 2073 NI | USA Corp - J| Guatemala Corg 40 Container Confirmed
T | 833006 NZWV10155 | 2073 HN | USA Corp - Ji Guatemala Corg 40 Container Confirmed
" | 890308 NZV103565 USA Corp - J| Guatemala Cory 40 Container Confirmed
7 | 892105 NZWV11405 USA Corp - Ji Guatemala Cory 40 Container Confirmed
{7 | 882556 NZ2W10155 | 2073 HN | USA Corp - J| Guatemala Corg 40 Container Confirmed
{7 | 835568 NZ2WV10155 | 2073 SV | USA Corp - J Guatemala Corg 40 Container Confirmed -

e This display, like the grids on the other pages, is filterable by the various columns.
* You will be redirected to the Shipment Assembly page, where you will note that you already have an
assigned Bill of Lading number.
« This feature is designed to facilitate the ISF filing for Northbound shipments into the U.S.
« You may obtain your Bill of Lading number as soon as the booking is confirmed. You can even return later to
complete and submit the instructions if loading has not yet occurred and documentation cutoff times permit.



Step Two: Select the Shipment Organization Method on the Shipment Assembly Page

Please click on Continue to review booking detaile and provide Bill of Lading Instructions.

Create Shipments / Bill of Lading . ) . - ' . .
To create multiple Bill of Lading for a booking, please click on Add Bill of Lading.

Assemble Shipments To add multiple bockings to a Bill of Lading, pleaze click on Add Boeking.
Booked Voysge and Routing Routing Summary

Bl COS51M037101 Routing finerary

Origin : Port Everglades, FL, US (Port

Rel
Destination : Managua, MNicaragua (Alternate Port Load Port Discharge Port © ﬂ,"’
Terminal
Service Type : Terminal to Terminal
Ll " “ Port Everglades, FL, US Puerte Cortes, Honduras
Origin Mode : (Port (Port
Destination Mode :
Shipment Organization Method
Booking —— Bil of Lading
Organize Shipment - 1 Booking to 1 Bill of Lading
Assigned Booking Bill of Lading Bill of Lading Instruction Status
[a 883612 COSSIM03TIM Draft Incomplete
| Continue |

« The default organization is one booking (and therefore one piece of equipment) on one bill of lading (as
mentioned earlier, this represents 95% of Crowley’s customers’ shipments)

« Because we understand that the business needs of our customers vary, you may also include multiple
bookings (and therefore multiple pieces of equipment) on a single bill of lading, or one booking / piece of
equipment on multiple bills of lading (partial loads).

« Continuing on with the shipping instructions takes you to the Voyage & Routing page, which gives you the
option to review key voyage and intermodal details.



Step Three: Enter your equipment and seal numbers in the space provided.

These fields are available under optional information on the booking details page as well, so if you have a container
pool and already have this information available at time of booking, you are welcome to enter it at that time and it
will carry over to the bill instructions so you don't have to enter it a second time.

Greate Shipments /Eill of Lading
Assemble Shipments
Booked Voyage and Routing

ELCOSSTMOST 101

Please review the booking information below. Click on Continue’st the bottom of the page to move to the next step in completing your BL Instructions.

Voyage
Routing |tinerany
Load Port
Port Everglades, FL, US (Port)
Vessel Voyage# Load Fort
ELECARRIER

NZW 10155 Fort Everglades, FL,
US (Fort)

Booking: 883612, General Cargo, NOS
Booking Summary

Contract Line Item ID: 100000000005
Origin : Port Everglades, FL, US {Port)
Commodity Description :  General Cargo, NOS

Carge and Equipment

“Equipment Number

Discharge Port

Puerto Cortes, Handuras {Port)

. Estimated Estimated Arrival
Discharge Fort
Departure Date Date
Puer Corees, Wed2011-02-22 Sun 201 1-02-27
Hon duras (Porf) 1000 AM 1200 AM

Equipment Type : 40 Containsr

Destination : Managus, Micaragus [Alternats Paort)

Seal Numbers

CMCU - (4601255
Assigned Equipment Mumber Mot Assigned
Empty Container Pickup Information
“Pickup Date 18-Feb-2011

Special Services

T Transfer

T Marine Insurance

| Continue |

Relay Terminal

Estimated

Transit
D t Cutoff C Cutoff

Arrival Date at Mum;:t " arg;at N Time

Destination ® ® [Days)
Sun 2011-02-2T  Tue 2011-02-22  Wed20i102-23 3

12:00 AM 1200 PM 03:00 PM
Hazardous : Mo
Pickup Locaticn Port Everglades, FL, US (Port

also roll the shipment to a new voyage from this page

details.

All of the additional voyage specific information provided at the booking level is still available here. You can

Clicking ‘Continue’ brings you to the Bill of Lading Details page, where you can complete shipment-specific




Step Four: Complete Cargo and Equipment Details

The first section to be completed will be the Cargo and Equipment sections, where you will complete
fields such as your piece count, weight, EEI information, etc.

Required fields are marked with a RED asterisk ( * )

Flease complete the reguired figlds marked with red astenisks {7, along with any other desired optional shipment information. Click Tontinue’ st the bottom of the psge to save your work and be returned to

the Aszembhy page for BL Instruction submizsion.
Cargo and Equipment

Contract Line Item (D :

Booking: 883612, General Cargo, NOS
Hazardous: Mo

Commaodity Description : General Cargo, NOS
" Actual Equipment r ;I

Bocked Equipment: 40 Contsiner

“Quantity : 1
“InBond:  |nbond numbers may be entered in the Additional
Reference Numbers section below.

Description of Cargo : BLAC --- cases DI3M Description of Cargo
[Spanish) :

Point & Country of [~ EElFreparation Support Required
Origin of Goods :
*ITN or Exemption Code is reguired

“Piece Count: 725
ITH

" Declared Weight : 0.0

Declared Volume :

Declared Cargo Value
Exemption Code : T S2500 v
nder 52500 Va

(USD):

= =

Additional Marks & Nos.

Parties and Reference Number

Phone Number Fax Mumber Reference Number

Party Type Contact Name

& - Shipper
2073 N

i~ ___“Consignee




Step Five and Six: Complete Parties and Reference Numbers Details - Complete Terms,
Clauses and Release Instructions Details

Template information is pre-populated in these sections, limiting the amount of additional input required for bill of
lading completion.

Parties and Reference Number
Farty Type Address Contact Name Phone Humber Fax Mumber Reference Mumber
Lo " Shipper USA Conp - Jacksonville
S48T Regency Squars Blvd -
2072 NI
Jacksonville  FL 32225 =
Lo “Consignes
[ Forwarding Agent
[a Motify
Also Netify OR Routing & Instructions
Additional Reference Numbers
Reference Type Reference Mumber (max 17 char)
-
Terms, Clauses, and Release Instructions
Terms
*Split Charges : |No x| ~Payment Mathod : I Collect vI
*Bill To Party : | Consignes Guatemals Corp, 22 y 45 calle frente, Ciuedad de Guatema E..:;I
FEA Applicabls? : | Mo '|
Release Insoructions
*# of Originals *# of Originals #of Non Negotiable # of Non Negotiable g of
*Party Name Contact with Rate without Rate with Rate without Rate ) Preferred Method
- - - - Invoices
Information Information Information Information
[ IL,E.:-. Corp - Jacksony :I | :I 3 ] o 0 o @ Emai O Fax
= Do youwant 3 Draft copy forreview? [Mo =
Typeof Relkease ;| E
*Applicable Clause(s) Changs Clause
- Ocesn Freight Collect

* Note that any information that came from the template or that was entered when the booking was made
carries over to the Bill of Lading instructions, limiting the amount of additional input needed in these sections
prior to completing the bill of lading instructions.

« Also note that because this information carries over from the template and booking, you are really
only maintaining a single set of templates for an entire shipment — not one set for bookings and
another for bills of lading.

« Clicking ‘Continue’ on the BL Details page will save the entered data and return you to the Shipment
Assembly page.



Step Seven: Submit Bill of Lading Instructions

Clicking continue on the BL Details page will save the entered data and return you to the Shipment Assembly page.

If all required fields were completed, the Bill of Lading Instruction Status should now read ‘Ready to Submit’ and a
new command, ‘Submit Shipment’ will be available.

Organize 5hipment - 1 Booking to 1 Bill of Lading
Assigned Booking Bill of Lading Bill of Lading Instruction 5tatus
C BEIG1Z COSS1MIITIO Ready to Submit
| Submit Shipment |

Upon clicking submit, your instructions are immediately transmitted to Crowley’s mainframe system.

Routing Summary

Origin : Port Everglades, FL, US (Port Klonifiyg fesany

Rela
Destination : Managua, Micaragua (Alternate Port Load Port Discharge Port _1"
Terminal
Service Type : Terminal to Terminal _ N
Port Everglades, FL, US Puerto Cortes, Honduras

Origin Mode : (Port (Port

Destination Mode :
Shipment Organization Method

Booking =—Hi of Lading
Organize Shipment - 1 Booking to 1 Bill of Lading
Assigned Booking Bill of Lading Bill of La 1. Missing mandatory equipment information for Booking : 833612

e 2836812 COSSIMO3TI0 Draft Incomplete

| Continue |

If all required fields are not completed, the BL status will remain as ‘Draft Incomplete’ on the Shipment Assembly
page and the ‘Submit Shipment’ command will be unavailable.

Hovering over the status with your cursor will provide a pop-up message indicating the sections in which required
information is missing.



