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• 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.  

 

 
 
Step One:  Select the desired booking from the grid and click on “Use this Booking to Create 
Shipmment / BL Instr’. 
 

 
 

• 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 
 

 
 
 
• 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. 

 
 

 
 

• All of the additional voyage specific information provided at the booking level is still available here. You can 
also roll the shipment to a new voyage from this page 

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



 
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 ( * ) 
 

 



 
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. 

 

 
 

• 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. 

 

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

 

 
 
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.  

 
 
 


