
1 | P a g e  
 

Contents 

HOW TO LOGIN AND LOGOUT .......................................................................................................................... 2 

POM LITE ......................................................................................................................................................... 2 

POM Lite – Input Purchase Order .......................................................................................... 2 

BOOKING MANAGEMENT ................................................................................................................................ 4 

Booking Management – Create Booking ............................................................................... 4 

Shipper, Consignee and Notify Party ................................................................................. 5 

POL ..................................................................................................................................... 6 

Number of Container ......................................................................................................... 6 

Select iPOM ............................................................................................................................ 7 

Booking Alert .......................................................................................................................... 8 

Resend Booking Alert ........................................................................................................... 10 

Copy Booking ....................................................................................................................... 10 

Ship Schedule Approved / Rejected ..................................................................................... 12 

Approve Ship Schedule .................................................................................................... 12 

Reject Ship Schedule ........................................................................................................ 13 

Shipper Document Ready (Submit SI) .................................................................................. 14 

Booking Header ................................................................................................................ 14 

Marks/Remark ................................................................................................................. 14 

Container .......................................................................................................................... 15 

File .................................................................................................................................... 16 

SHIP DOC READY .............................................................................................................. 16 

Cancel Booking ..................................................................................................................... 17 

Remove PO content from cancelled booking .................................................................. 18 

Re-Book the Cancelled Booking ........................................................................................... 19 

Track Status .......................................................................................................................... 19 

By PO Number .................................................................................................................. 19 

Track Status by Reference Number .................................................................................. 20 

OTHER FUNCTION .......................................................................................................................................... 21 

Chat Log ........................................................................................................................... 21 

ISF Form ........................................................................................................................... 21 

 

 
 
 
 
 



2 | P a g e  
 

 

How to Login and Logout 
 
iPOM Lite Production Website: 
http://202.66.117.65/aswctt/con840.asp 
 
 
User can user the login name and password to login to iPOM Lite. 
Please use Google Chrome as browser to login. 
 

 
 
To exit iPOM Lite, please select [System Login]. 
 

 
 
 

POM Lite 
 

POM Lite – Input Purchase Order 

iPOM-> POM Lite -> Press [go] to create PO 
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Then, press [Manual Input] or [+] to input the basic information of the Purchase Order. 
Single PO can support multiple items and single PO can be booked by multiple shipments. 
 

 

 
 
Consignee Contact should be the customer but user can input other consignee information.  
All the red * is the mandatory field in the system. Once user finish the data input, press the 
button [Confirm] and the PO will be generated. 
 

 
 
Then user can Press [+] to input the PO content.  Single PO can have the multiple SKU.  
 

 
 
Single PO support multiple content. Once it is done, press [tick] to save. 
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Booking Management 
 

Booking Management – Create Booking  

Shipper may select iPOM-> Booking Management for creating new Booking 
 
To add a booking, the button can be found either by: 
1) Select button [Add New] besides [go].  
 

 
 
2) Press [go] -> Press [+] to create new booking. 
 

 

 
 
User needs to input basic shipment information for ebooking.  
The red * means the fields are mandatory to input (including Cargo information and Cargo 
Ready Date).  
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Shipper, Consignee and Notify Party 
 
Defaulted Shipper, Consignee and Notify Party will be listed out for your selection. After 
choosing the code, information will be auto-filled in.  
 

 
 
If there is a new Shipper, Consignee or Notify Party, you may input it as free text. Although 
warning message will be shown, you may press [OK] and continue to proceed. 
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POL 
 
When you input the Loading Port, the system will default those port that has been set up by 
ASW office. 
 

 
 
Once finish inputting the booking, press [Confirm] and the Booking Number will be auto-
generated. 
 

 
 

Number of Container 
 
To input the Number of Container,  
 

 
 
Shipper may go to tag [Marks/Remark], and select [+]. 
 

 
 
Then input the number of container, and select [✓] to save. 
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The inputted information will show on both tag [Marks/Remark] and tag [Detail]. 
 

 
 

 
 
 

Select iPOM  

Shipper can search and add the pre-inputted Purchase Order content to e-booking, if 
required. 
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Press [Select iPOM] button to find particular PO which pre-inputted in section “POM Lite”. 
 

 
 
It will then show another screen where the shipper can select the PO information and input 
the PO Quantity in detail. Press [go] to input the PO Detail. 
 

 
 
Please tick which PO involve in this booking. Check the Booking Quantity and other cargo 
information. Press [tick] once done. 
 

 
 
 

Booking Alert 

Press [Booking Alert] when finish this booking. The system will default the email sending to 
your delegated ASW Operations (also known as Station Admins) but you can still input more 
email receivers. 
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The Subject will default the booking information and user can input the remark in the Extra 
Note. 
Press [go] and the email will be send to the delegated ASW Operations (Station Admins). 
 

 
 
The message will prompt out to inform you that this booking will be processed. 
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Resend Booking Alert 

If there is any shipment changes, you can press the [BOOKING ALERT (RE)] to resend the 
Booking Alert. 
 

 
 
Changes will be indicated in red. 
 

 
 
 

Copy Booking 

Shipper can use the function Copy Booking to create new booking with similar past booking 
information. 
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Shipper may first go to suitable past bookings and select [COPY Booking].  
 

 
 
After select [COPY Booking], new booking number will be generated with new Booking Date. 
Information in tag Details will be copied to the new booking (except Cargo Information and 
PO content). 
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Ship Schedule Approved / Rejected 

When delegated ASW Operations prepared the Intended Ship Schedule, Shipper will be 
received an email notification. 
 

 
 
After receiving notification, Shipper may login iPOM Lite to check the booking, which with 
booking status Ship Schedule Ready. 
 

 
 

Approve Ship Schedule 
 
If the Ship Schedule is approved, Shipper may select button [Approve Ship Schedule] to 
notify your delegated ASW Operations.  
 

  
 
After selecting the button, below box will be popped out. Shipper may input email content 
in Extra Note to notify delegated ASW Operations for the approved schedule. 
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After select [go] in above screen, below message will pop out. 
 

 
 
Email will be sent out to corresponding ASW Operations after selecting Confirm.  
Status of the booking will change from Ship Schedule Ready to Ship Schedule Approved. 
 

 
 

Reject Ship Schedule 
 
If the Ship Schedule is not approved, Shipper may select [Reject Ship Schedule] and inform 
your delegated ASW Operations to revise the Ship Schedule. 
 

 
 
After selecting the button, below box will be popped out. Shipper may input email content 
in Extra Note to notify delegated ASW Operations for the rejected schedule. 
 

 
 
After select [go] in above screen, below message will pop out. 
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Email will be sent out to the corresponding ASW Operations after selecting Confirm.  
Status of the booking will change from Ship Schedule Ready to Booking Alerted. 
 

 
 
 

Shipper Document Ready (Submit SI) 

Shipper can update the previous Booking and continue to input the additional information 
so that it can be used for House Bill of Lading. 
 

Booking Header 
 
The function is separated from each tag.  Shipper can press [CHG] to change the booking 
information.  Or directly go to different tag to input the additional information. 
 

 
 

Marks/Remark 
 
Shipper can press [+] to input the Marks and Description 
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Once it is done, press [tick] to save. 
 

 
 

Container 
 
Press [+] to input the container detail such as Liner, Liner SO Container No and Seal No.  
This is particularly for all FCL Case. 
 

 
 
Please input the container information. Single Booking may have multiple containers. 
Shipper is requested to break it down. Once done, press [tick] to save and esc or [Return] 
back to the main screen. 
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File 
 
Shipper can also use the system as the communication platform to upload the 
documentation to facilitate the customs clearance process. 
 

 

 

 
Limitation on the uploaded file: 
1. File name must be in English only. 
2. File Name should not exceed 31 characters. 
3. File cannot be empty which should be larger than 0 kb. 
 

SHIP DOC READY 
 
Once everything is updated, shipper can press the button [SHPR DOC READY]. 
 

 

 
Email will be send to the delegated ASW Operations and in case there is any change 
required, shipper can add remark and also input the additional contact person. Changes will 
always be highlighted and so people can see the difference easily. 
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A message will be shown. 
 

 
 
After selecting [OK], an email will be directly sent to your delegated ASW Operations. 
 
 

Cancel Booking 

Shipper may cancel the booking by selecting the button [Cancel]. 
 

 
 
Below message will pop out and ask for double confirmation for the action. 
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Once confirmed cancel, the action is irreversible.  
 
System will immediately send an auto email message to inform your delegated ASW 
Operations. Email subject will be indicated as “Booking Cancelled”. 
 

 
 
In iPOM Lite, user who cancelled the booking and the time of cancellation will be recorded. 
 

 
 

Remove PO content from cancelled booking 
 
If the booking is booked with PO content and need to cancel the booked quantity, Shipper 
may first select the number which is in front of each line of PO content.  
 

 
 
Shipper may then select the button Scissors and confirm to delete the line of PO content.  
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Re-Book the Cancelled Booking 

If Shipper would like to re-book the cancelled booking, please select button [RE-BOOK]. 
 

 
 
Once select, new booking number will be generated, and booking date will change to up-to-
date. Booking Status will be blank.  
Other booking information will remain unchanged. 
 

 
 
Shipper may select [BOOKING ALERT] to inform your delegated ASW Operations. 
 

 
 
 

Track Status  

By PO Number 
 
Check booking status according to the PO Number. Press the blue ball to check detail 
information. 
 

 

Single PO supports multiple shipments. Double click to the shipment record and see the 
details 
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The current status of the booking can always be shown. 
 

 

 
Click to the status and it will list out the history. 
 

 
 

Track Status by Reference Number 
 
System will generate a booking number automatically. For normal searching, you can use the 
PO number or the reference number to search the PO.   
 

 
 
The status of the booking is shown.  In case the FM3K Ref can be seen, it means that the 
office is handling your shipment and preparing all the process. 
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Other Function 
 

Chat Log 
 
User can also use the chat function by press [+] and communicate with the other parties 
through the platform. The information will be recorded in the system. 
 

 
 

ISF Form  
 
This is the additional tag for user who needs to input the additional information according to 
the ISF requirement. This is a basic checklist for user to check if the information is adequate 
for customs process. 
 
Press [CHG] and user can input the information. 
 

 


