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Domestic Outbound Process (Pier to Pier)

Event Client MCC

 BOOKING
Book Online 

Pull-out Container

Send Shipping 

Instruction

Pre-advise Gate-in 

Container

Port Charges 

Payment

DOCUMENTATION

TERMINAL PROCESSING

Provide Booking 

Confirmation

Pre-advise team will 

confirm the request

Loading of Cargo
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BOOKING

DOCUMENTATION

TERMINAL

PROCESSING

Pre-Booking Checklist

IMPORTANT!

Please secure your Service Contract Number from your Sales/Account Manager

to capture the correct rates once booking is processed.

1. Have submitted Form 2303 with TIN Number to our Sales for your company 

to be updated in our system.

2. Sales confirmed and provided the rates and Service Contract Number. The 

SC Number is important to ensure proper rates will be captured once 

booked.

3. Have successfully registered online to process the booking through website.

4. An account for the Online payment system must be secured;

Manila - https://opsnp.ictsi.ph

5. If you need assistance on the proper way of booking through website, please 

call our customer service at (02) 8 271-2679. 
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Register on our Website

Our website has been re-designed for a faster, smoother shipping experience. 

Register today and follow below steps!

Step 1: Go to https://www.maersk.com/local-

information/asia-pacific/asia-domestic or click this 

link

Step 2: Click “Book Now” and Register a new 

account. (or to Log-in)

Step 3: Enter desired account details and click 

“Submit”

Step 4: You will receive an email notification from 

registration@maersk.com and click “Validate 

Email” to verify your email address. 

Step 5: After validation, log in using your account 

credentials and update company details.

Step 6: Once update, you may proceed to 

explore the website. 
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Booking Shipments Online

Pier (CY) to Pier (CY)

Step 1: Click “Book” then select “New Domestic Booking”

Step 2: Enter booking details:

2.1. Enter Origin and Destination

2.2. Enter Commodity

2.2.1. Click this if commodity is/are below:

- For Live Reefer

- Dangerous Cargo

2.3. Enter Container Type, Quantity and Est. 

Cargo Weight

2.3.1. Click this if:

- You will use a Shipper’s Owned Container

- Re-use 

- Out of Gauge (OOG) shipments
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Step 2: Enter booking details:

2.4. Set the Price Owner

2.5. Set the sailing schedule

2.6. Click “Continue to book” to proceed

Step 3: Select sailing schedule

Booking Shipments Online

Pier (CY) to Pier (CY)
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Step 4: You may avail Value added 

services for your shipments.

If not, proceed to click “Continue”

Booking Shipments Online

Pier (CY) to Pier (CY)
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Step 5: Set the pick-up date and 

time then click “Review Booking”

Booking Shipments Online

Pier (CY) to Pier (CY)
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Step 6: Review booking details. You have an 

option to add another recipient for the initial 

booking confirmation

Step 7: After checking all the details, click the 

acceptance of terms and conditions and 

“Submit Booking”

Booking Shipments Online

Pier (CY) to Pier (CY)
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Step 8: Note the booking number. The booking confirmation will be sent within 5-15 minutes.

**Reminder

Booking confirmations for below type of shipments still depend on the submission of 

requirements. 

1. Dangerous Cargo – DG documents

2. Reefer Cargo – clarification in reefer settings

3. Out-of-gauge Cargo (OOG) – dimensions and rates

4. Shipper’s Owned Container – SOC LOI, CSC Plate and Container Picture

Booking Shipments Online

Pier (CY) to Pier (CY)

Home with solid fill

Back to Menu

Back to Menu



When does it happen? This is when you have a continuous and same booking every week. 

So instead of filling out all the blanks, just copy your previous booking for faster process.

Duplicate Booking

Pier (CY) to Pier (CY)

Step 1: Click Book then select 

Duplicate domestic booking

Step 2: Just select the 

Origin and Destination of 

the booking that wants to 

duplicate; Once done, click 

the Duplicate

How to Duplicate booking?
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How to amend Booking?

Amend Booking Online
Pier (CY) to Pier (CY)

Step 1: Go to https://www.maersk.com/local-information/asia-pacific/asia-domestic and click “Book Now” to log-in:
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Amend Booking Online

Pier (CY) to Pier (CY)

Step 2: Click “Manage” and select “Hub”

Step 3: In your Hub, search for the booking number:

Step 4: Click “Amend” in the Shipment Details:
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Amend Booking Online

Pier (CY) to Pier (CY)

Step 5: From here, you may edit all the details on your booking. Ensure to click Continue to proceed on the next details of the booking:
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Amend Booking Online

Pier (CY) to Pier (CY)

Step 5.1: Ensure to click Continue to proceed on the next details of the booking:
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Amend Booking Online

Pier (CY) to Pier (CY)

Step 6: Once all details desired to be amended are updated, continue to “Review Booking” to double check details:
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Amend Booking Online

Pier (CY) to Pier (CY)

Step 7: Once done checking, click on the Terms and Conditions then proceed to “Submit Booking”:

Step 8: After submission, you will see below confirmation and our Booking Team will process the amendment request:
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Depot Updates 

Updated depot can be checked on our website to ensure that you get the latest information and be accommodated 

when you pull out containers. 

1. Encode https://www.maersk.com/local-information/asia-

pacific/asia-domestic in the address book.

2. Scroll down and look for “Everything you need to know”

3. Select Depot update

4. Click “here”

6. These are being updated daily between 10Am to 11AM. Please 

ensure that you get the latest depot updates before pull out of container.

Depot Address:

KUDOS CONTAINER YARD,PUROK 8,VILLA ROSARIO,CASINGLOT,TAGOLOAN MIS. OR.

Operating Hours:

Monday to Saturday - 0800H to 2400H

Sunday - 0800H to 1700H
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Deadlines - Cagayan

Loop 1
(CGY-MNL)

Arrival in MCT Mon 1200H

Loading Closing Time (LCT) Same as ETA

Final SI Deadline with VGM Mon 1000H

SOC Container List Fri 1700H

Pre-advise Request Deadline Mon 0800H

Impediments Deadline Same as ETA

Book Close Fri 1700H

Final MDGF Thu 1200H

DG Permit Submission Sun 1200H

Departure from MCT Tue 0500H
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Terminal Important Reminders

➢ Follow below for Wharfage Hold Lifting and Arrastre Settlement:

✓For guaranteed clients

▪ MCCP be the one to settle at PIA for wharfage hold lifting and MCT Online payment for 

arrastre.

✓For cash clients

▪ Please bring your BL copy PIA located at 2nd floor Mindanao container terminal. Proceed to 

settle the wharfage to the cashier to lift wharfage hold and proceed to settle Arrastre/Storage 

thru MCT Online payment system.
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Vessel Visit on our Website

Step 1: Go to 

https://www.maersk.com/local-

information/asia-pacific/asia-domestic 

or click the provided link.

Step 2: Under "Everything you need 

to know," click Vessel Service 

Information.

Step 3: Scroll down to the bottom of 

the page to see our vessel visits per 

month.
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IMPORTANT!

Vessel visit is needed for settling port charges.
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Pre-Advise – Gate-in Cagayan

In Cagayan, laden containers should be pre-advised prior gate in. 

Please take note of the process below:

1. Correctly fill-out ALL boxes in “Section I” of the Pre-Advise Form 

(as attached). 

For special containers (i.e. Reefer, DG or OOG), additional details 

will be required and should be filled-out in Section II of the form. 

UPDATED PRE-ADVISE  FORM WITH TIN.xlsx

2. Send an email request and attach the filled-out Pre-Advise Form 

prior gate-in of container/s to phiexportpreadvise@maersk.com. 

Please follow the subject format below for smooth processing. 

Email Subject Format: 

For Domestic => DOM PRE-ADVISE: VESSEL & VOYAGE NO. 

Ex. DOM PRE-ADVISE: MCC PALAWAN 2021-2022 

 3. Upon receipt of your email, our OPS pre-advise team will 

process your request within two (2) hours.

➢ If everything is found in order, you will receive a confirmation 

that the pre-advise has been completed.

➢ Should there be discrepancies (e.g. booking no., container 

nos.), you will be advised to provide the correct details.

➢ To avoid delays, please ensure that all the details in the Pre-

Advise Form are reviewed. 

➢ Pre-advise schedule of acceptance are as follows: 

• Monday to Saturday : 8:00 am to 4:30 pm 

• Sunday: 8:00 am to 11:30 am 

** Please note that submission beyond the set schedule will be 

processed on the following working schedule

4. Once pre-advise is confirmed, you may now proceed to gate-in 

the container. Then, settle the port charges accordingly. 

5. Should you need to change (amend) any of the details in the 

pre-advise, please send a new email request and follow the subject 

format below and then indicate the details needed to be changed. 

Email Subject Format: 

For Domestic => DOM AMENDMENT: VESSEL & VOYAGE NO. 

Ex. DOM AMENDMENT: MCC PALAWAN 2021-2022 

Sample: 

Important Reminders:

➢ Please note that changes may incur an administrative fee from 

the terminal and may phiexportpreadvise@maersk.comen 

cause delay on the container gate-in. We strongly suggest to 

review the details in the Preadvise form prior submission

file:///C:/Users/CAL117/OneDrive - Maersk Group/Desktop/UPDATED PRE-ADVISE  FORM WITH TIN.xlsx
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FSI or the Final Shipping Instruction is our source of information for your shipment. You will need to declare the details of 

shipment to get a draft Bill of Lading. 

The FSI is also a prerequisite for your Bill of Lading, Billing Invoice and Delivery order. Below is how you will submit:

Step 1: Log in to www.sealandmaersk.com/asia-domestic

Step 2:In your Hub, search for the booking number

Step 3: In the Shipment Details, click “Submit Shipping 

Instruction” in tasks to complete

Submission of Final Shipping Instruction
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Step 4: Set the Document type to “Waybill – Shipped on Board

Step 5: These special details are only optional for Domestic. If 

you require none, click “Save & Continue” for the next step.

Submission of Final Shipping Instruction
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Step 6: In Parties, click as “Add” to set your Shipper 

and Consignee
6.1: A small window will appear, click “Search/Add” then indicate 

the Company Name and Country. Click “Search” after

6.2: Click “Select” on the results then click “Confirm” to set the 

party

6.3: After the Shipper and Consignee are set, click “Save and 

Continue” to proceed. 

Submission of Final Shipping Instruction
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Step 7: In Payers, set up your billing invoice 

payer:

7.1: Click “All” to highlight all charges

7.2: Click “Prepaid” to highlight all charges. In 

Domestic, all charges should only be Prepaid

7.3: To select a payer, click this drop-down arrow 

and select the payer

7.4: Once all are set, click “Save & Continue” to 

proceed to the next step

Submission of Final Shipping Instruction
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Step 8: In Cargo Details, declare your shipment details:

8.1: Pick the Kind of Package and indicate the HS Code. 

You may check below link for HS codes:

https://www.tariffcommission.gov.ph/tariff-book-2022

8.2: Type in the Cargo Description. We suggest to declare 

the specific commodity of your shipment.

8.3: Indicate the Cargo Weight, Volume and VGM

8.4: Click “Save and Continue” to proceed. 

Submission of Final Shipping Instruction
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Step 9: Review the details declared and edit if needed. You have an 

option for an additional recipient of the draft bill of lading. 

Step 10: If there are no changes, click “Submit Shipping 

Instruction.

Step 11: You will see this confirmation and processing will be within 2 

hours given all details are complete

Submission of Final Shipping Instruction
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Domestic Inbound Process (Pier to Pier)

Event Client MCC

E-DO ISSUANCE

(24 hours before vessel arrival)

Cash Clients: Settle freight & upload 

payment to P2R.

 Cash Clients: Pay via OPS. 

 Credit Clients: MCC settles via 

OPS. 

Use Delivery Order and Gatepass to 

pull out the container.

Return empty container to the depot. 

Ensure Delivery order is within valid to 

date

TERMINAL CHARGES

CONTAINER RETURN

Send E-DO to the client.

.  MCC processes charges for credit 

clients & reefer plug-out fees

CONTAINER PULL-OUT
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Billing Invoice / MyFinance

IMPORTANT!

Billing Invoices can only be available after FSI submission and are auto sent after vessel departure. 

If not received, you may download a copy from the website

1. Click "Manage" and then select "MyFinance“ or 

Click "MyFinance" at the left-hand side of your screen
2. Go to “Open” or type in the Booking no. or BL no. in the Search Bar

3. Highlight the invoice and click this icon 

to download the PDF copy
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Bank Account Information

IMPORTANT!

We have 3 mode of payment. Please note that you can only release the Final Waybill and Delivery order if Freight 

Charges are settled and posted on our system.

1. Over-the-Counter Transaction (OTC)

Bank Currency Account Number Account Name

HSBC PHP 000-555821-040 MCC Transport Philippines Inc

Union Bank PHP 000-590072-195 MCC Transport Philippines Inc

BDO PHP
Please use bills payment slip - Institution code 

0407

For BDO, Account Name is 

HSBC FAO MCC TRANSPORT PHILS

Reminders:

➢ Please refer to the bank’s hours of operation and the availability of bills payment over-the-counter. 

➢ When making a bank deposit, remember to always provide either the B/L number or Invoice number when filling-up the payment/deposit slip.

➢ Submit the validated deposit slips via Paid to Release in MyFinance. Once uploaded, our Finance Team will reply to you whether the payment 

was approve or rejected.  Please note payments submitted before 4:30PM will be attended the same day. Those sent after the said cut-off  time 

will be attended to the following business day.

2. Payment via Online or Wire Transfer

Bank Currency Account Number Account Name Swift Code

HSBC PHP 000-555821-040 MCC Transport Philippines Inc HSBCPHMM

Union Bank PHP 000-590072-195 MCC Transport Philippines Inc UBPHPHMM 

3. Payment via UnionBank’s Online Bills Payment: 

For UnionBank account holders, you may also avail of their bills payment option accessible in both web and mobile formats.  Simply login to your online 

UnionBank account, go to Bills Payment then select MCC Transport Philippines in the Biller. For the step by step bills payment guide, please access the 

link https://www.unionbankph.com/online/pay-bills.html.
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How to: Submit Payment (P2R)
With Invoice

1. In MyFinance, type the BL or Invoice number on the search 

bar. Click Enter.

2. Tick on this box to select the invoice.

3. A bar will appear at the bottom of the page, click below icon to 

“Upload Payment Proof”

4. Input below:

- Payment Method

- Cheque or Bank Reference

- Currency

- Paid Amount
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5. Upload the copy of payment proof (ensure it is readable)

6. Indicate comments (you may input specific containers in 

this)

7. Add Contact Information, you have an option to add 

another OR recipient

8. Click “Submit Proof of Payment” to proceed

9. You will see below and received an email regarding the 

payment submission. 

Our finance team will send the copy of the Official Receipt 

on the email addresses indicated on the Contact 

information

Reminder:

If you will submit a WHT or BIR 2307, kindly send it separately to 

ph.domestic@mcctransport.com.ph. 

Please ensure the correct format for the subject is followed:

“ CWT: BL or Invoice Number “

How to: Submit Payment (P2R)
With Invoice
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1. Click “Upload Proof of Payment(s)” in the upper right 

corner in MyFinance

2. Indicate below details:

- Payment method 

- Cheque or Bank Reference

- Currency

- Booking or BL number

- Payment Reason

- Paid Amount

**You may click this to submit payment for 

another shipment. 

How to: Submit Payment (P2R)
Without Invoice
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5. Upload the copy of payment proof (ensure it is readable)

6. Indicate comments (you may input specific containers in 

this)

7. Add Contact Information, you have an option to add 

another OR recipient

8. Click “Submit Proof of Payment” to proceed

9. You will see below and received an email regarding the 

payment submission. 

Our finance team will send the copy of the Official Receipt 

on the email addresses indicated on the Contact 

information

Reminder:

If you will submit a WHT or BIR 2307, kindly send it separately to 

ph.domestic@mcctransport.com.ph. 

Please ensure the correct format for the subject is followed:

“ CWT: BL or Invoice Number “

How to: Submit Payment (P2R)
Without Invoice
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❖ Enroll account by providing the Letter of Authorization

❖ Send the Blanket LOAs to the following email addresses

❖ Domestic – ph.domestic@mcctransport.com.ph

❖ Blanket LOA should have details of requestor/ broker’s 

code / email address and consignee code / consignee 

email address.

Note: Once enrolled in IDO, no need to always attach LOA from 

consignee

Instant Delivery Order
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Download the file for Blank Authorization Letter:

Blanket 

Authorization
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Make sure that Official Receipt is 

already received

ALL D.O Pre-requisites are 

highlighted in Green 

Proceed to request for Delivery 

Order via website

Receive Delivery Order

Blanket Authorization is required to allow 

enrollment on the Instant Delivery order

Instant Delivery Order
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NOTE: Before requesting DO, B/L Status should be all in GREEN DOT

And consignee should not be on hold, if yes, please call our Finance 

Collection team at 8271-2679 press 3 to further check the outstanding 

details of the consignee.

 

Reminders in Requesting Delivery Order

NOTE: EDO releasing turn time is 1-2hours for Self-Service Delivery 

Order (SSDO) and 5-10 minutes for INSTANT DO.

INSTANT DO have a benefit to lessen your waiting time for DO releasing 

if you provide a BLANKET LOA from your consignee. Also, per request 

you don’t need every time to attach LOA under INSTANT DO.
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Request Delivery Order

1. In your Hub, enter the BL number in “Delivery Order” and click 

“Request”

2. Check if the pre-requisite task (if all are green) then click 

“Continue”

3. Click “Continue with Merchant Haulage”

Back to Menu

Back to Menu



Request Delivery Order

4. Indicate the Release Party (Consignee)

5. Indicate pick up date (Container Pull out)

6. Indicate any Haulage Instructions (free text 

box)

7. Click “Continue”
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8. Indicate the email recipient and then click “Submit”

9. You will see a reference number for the request 

made. Standard processing time is within 2 hours. 

Once you receive the Delivery Order, you may proceed to process the 

releasing of your container/s8

Request Delivery Order
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Revalidation of Delivery Order

1. After logging in to your Sealand account, go 

to HUB DASHBOARD and proceed to Delivery 

Order.

➢ Enter 9-digit BL number and Click Request

Back to Menu
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2. Click Continue to proceed and Request 

Amendment

Revalidation of Delivery Order
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Here you will see if the container/s have 

incurred DND charges

3. Click here to attach the payment for DND 

charges

o If No Payment Made, do not put check on 

the box

4. Indicate any Haulage Instructions (free text 

box)

o Input Date until when D&D was settled and 

containers to be revalidated for reference

5. Click “Continue”

Revalidation of Delivery Order
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Detention and Storage Free time

Detention Free time Counting

➢ Export (Origin): count 9 days backwards from sailing date

➢ Import (Destination): count 9 days onwards from discharged date

Equipment type Free time Detention charges 20' cont (per day) 40'/45' (per day)

Dry containers 9 calendar days 10 to 14th day PHP 1,000 PHP 2,000

Dry containers 9 calendar days 15 to 21st day PHP 1,500 PHP 3,000

Dry containers 9 calendar days 22nd day onwards PHP 2,000 PHP 4,000

Reefer containers 9 calendar days 10th day onwards PHP 4,000 PHP 8,000

Special containers (open-top, flat rack, platform) 9 calendar days 10th day onwards PHP 5,000 PHP 10,000

Storage Free time

Port Container Size Storage Freetime

Cagayan
20 ft 2 calendar days

40 ft 2 calendar days
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Company Directory – Manila Service

Customer Service

ph.domestic@mcctransport.com.ph

(02) 8 271 2679 OPT. 2

phiexportpreadvise@maersk.com(Laden)

Finance

ph_finance_domestic@maersk.com

(02) 8 271 2679 OPT. 3

Preadvise

Back to Menu
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THANK YOU
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