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SUBMIT SHIPPING INSTRUCTION



STEP 1 Log in website: www.maersk.com
Choose Manage  Export Overview

Input booking number  View details



STEP 2 Go to Summary for Shipping Instruction

Choose tab Summary

Click Submit Shipping 
Instruction



Fill in DocumentsSTEP 3

Click change to re-assign Transport 
Document Receiver (means the party 
that receives/checks/print BL after SI 

is submitted) if necessary.

Choose bill type & the type of date to 
be shown on BL



In case of House BL involved:
“Yes” means Maersk creates and transmits House BL on behalf of 

customer ($100 per House BL).
“No” means customer creates and transmits House BL by himself.

House BL declaration:
“Yes” means shipment has House BL.

“No” means shipment has no House BL (direct Master BL).

House BL by Maersk:
Input the information of parties 

(ultimate shipper/consignee/notify) 

Click to change the format of showing 
port names in the way you want



Click “Yes” if you 
want to show 

additional clause on 
BL by template



Click to download a sample Certificate.

Certificate fee+ VAT will be applied

Maersk does not verify other types or 
formats of Certificates written by customer.

Click save & Continue
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Fill in PartiesSTEP 4

Click Add to assign parties 
in this shipment

Search by company name or customer 
code. Please contact CS agent for help.

You will see the search result. 
Click Select & then, Click Confirm



Fill in PayersSTEP 5

“No” means to hide charges from BL.
“Yes” means to show charges on BL.

Sometimes, it is destination country’s rule to 
hide/show charges on BL. Please kindly 

contact CS agent for checking in advance.

Add more payer besides the current ones

.
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Fill in PayersSTEP 5

Tick box to choose 
charge group(s)

Choose payterm either “Prepaid” 
or Collect” for all charges

Click to choose a 
payer from the 
dropdown list

Pls read the notes of Payer Amendment 
Fee + VAT applicable

.

Click Save & Continue



Fill in Cargo detailsSTEP 6

Input 6-digit HS code (compulsory)

Free text to describe your cargo

Add Marks & Numbers (optional) Click to add another cargo 
description (optional)

Choose Kind of packages

You can create the 
Template here



Choose tab and input 
each field (compulsory)

Choose tab and input Carrier seal (compulsory) 
“VN1234567” and other seals if any.

Click Save & Continue



Review & Submit Shipping InstructionsSTEP 7

Click Edit to 
change where 

necessary

Preview & Send SI

Click Send shipping 
instructions



View Verify CopySTEP 8

Back to the Export Overview
window & choose tab Documents

When the Verify 
Copy is in blue, click 

on it to download
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Revise Verify CopySTEP 8

Click Amend 
verify copy if 
you would like 

to revise bl

Click Tab
Summary
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