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TOPIC SEVEN: Inbound Schedule / Job Create 

Go to Inbound Schedule / Job Create. 

Input the Date Range if needed and press [go] 

 

 

Press the button [+] 

 

 

Input the name of the vessel, e.g. HEUNG-A ASIA, you can input HEUNG-A 

The system will list out for your selection.  

 

 

Then input the voyage and press the button [Confirm] 
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Press [+] to add the Port Of Loading 

 

 

Input Liner, POL and ETD should be the onboard shown on the master bill. Press tick to confirm. 

 

 

Input POD and the arrival date. The arrival date will be used for the job number. 

 

 

Once it is done, go to the tag Job Number. Press [+] to add a new Job. 

 

The system will default the previous routing and you need to input the Liner, Overseas Agents and the Liner Agents.  
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You can continue to create another job under this vessel voyage or press ESC to proceed to the next step. 
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Bill Distribution  

The function allows you to input the whole manifest of the agent. Please press the button [go]. 

 

 

The system will list out all the job number you have generated. 

 

 

Please double click and input the information. Then you can click [+] to add the HBL. 

 

 

 

 

 

 

 

 

 

 

 

The system will prompt out another screen and ask you to input the HBL number. 
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The field marked in red star is mandatory field. 

The following is the sample information. 

If you have broker, you can press F8 to get the information. 

And if Telex Release is on, it will be mark to print the Telex Release document. 

Once you press the button [Confirm] 

Please press [ok] again if the HBL are under the same container.  

If so, the container information is not required and the OBL will be default. 

 

 

 

After you finish the input, press ESC and you should see the HBL you have input. 

 

 

If there will be a shipment need to re-export through your export department, you can press the button [Send T-

bill to Export Dept] 
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Another window will be prompt out. 

Please input the ETD date (the expected ship out date or booking date) 

Tick the HBL and press the button [Submit] 

 

 

Press [ok] to proceed. 

 

 

A message will be shown and confirm the bill will send to export station. 

 

 

If you look at this shipment, you may notice that the Bill Type of this shipment is marked as T-BILL 

(Transshipment Bill) 
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Once the second leg information is available, you can then print the transshipment advice to the agent. 

 

 

 

[Copy B/L] function 

Users may copy the inbound HBL for some regular shipment.  
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1. Filtering by consignee name, POL, HBL no., or by ETA From To date -> Press [Go] 

2. Select the single HBL which need to be copied by tick the box. 

3. Input the mandatory fields -> Press [Submit] to copy the HBL. 

 

 

Then a dialogue will be appeared once completed. 

 

 

 

In case users need to change the vessel for the existing inbound shipment, please proceed to Bill distribution for 

processing: 

 

Change Job to other vessels 

Change job to other vessels could be completed in Bill Distribution 
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Example as below, originally the job is under vessel MOL PACE/ 104E, user may click [CHG] -> choose the target 

vessel, e.g A.P. MOLLER -> then press [Confirm] to save. 

 

 

 

 

 

 

Change HBL to another job 

In case users need to change the inbound HBL to another job number, please make sure no invoice is created under 

that HBL. Then users may directly change the job number in the HBL:  

Example B/L ABC 12345 originally is under job number SJOSI161000003 -> Press [CHG] -> Change the job number 

SJOSI161000001 directly -> Press [Confirm] to save 
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In case need to change the HBL to another job after generating invoice, user still proceed to change the job number 

if the invoice is not posted to accounting yet. 

Users may click [Release to Accrual] -> select all charges -> press [Release] -> press [OK] to confirm release charges 
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Click [CHG] -> remove the header Job# and B/L#, then user may continue the change HBL to another job process as 

per beginning.  
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Prepare Invoice and Other Import Documents 

Please click to the HBL 
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Another screen will be prompt out. Click to the charge. 

 
 

 

Press the button [Gen.Charges (G)], then the screen will prompt out. Please select the charge.  

O means online invoice. You can pull down to select.  

B means Batch Invoice for a Job. 

M means monthly invoice. 

Then press the button [Add]. 
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The charge will then be added. 

 

Should you need to add additional charges, press [+] 

 

 

Please input CC and the system will default to Consignee as the debtor.  

Or you can simply type customer’s name select other debtor. 

Type to select the charge code 

Input the Rate Currency and the Rate. 

If the Invoice Currency is different from the Rate Currency, the exchange rate will be retrieved from Accounts. Then 

press tick to save. 

 

 

 

 

 

 

 

After finish inputting the charges, press the button [Gen. Invoice] 
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Press [ok] to confirm. 

 

 

 

The screen will display the Invoice Number and the blue blub next to the charges. 

Click the blue bulb if you need to send the Invoice to customer. 

If user need to amend the charges amount, please double click on the charge which need to be changed. 

If user need add new charge items, please click the blue [+] button.  

 
 

 

 

 

If user need to change the invoice’s header, e.g. payee, payment terms, issue date, remark, invoice’s 

currency…please press [CHG]  
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If user need to change the header’s Job number or BL number, please press [Release to Accrual], then select all 

charges -> Press [Release] 

 

 

 

If you need to show the Free Storage Period in the document, make sure you go to the tag [Container] -> double click 

the container and input the Free Storage Period. 



19 | P a g e  
 

 

 

 

 

After you finish all the process, you can print out all the import documents under the function Arrival Notice. 

 

Then you can select the documents you want. And press PDF to get the documents. 

 

 

User may also click to the specific HAWB to send email directly to customers. Press the button [Document]. Then 

can choose the import document and customers’ invoice accordingly, then choose output to Email, press [Execute] 
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User may preset some contact email for their customer in customer/ vendor subgroup maintenance, operation 

users may then have the correct emails when they choose the related party. Then press [Send] to send the email 

out. 

 

Delivery Note – Direct Cost 

If you want to book the direct cost, you can input the cost in the Delivery Note’s Purchase when you prepare the 

Sales Invoice at the same time. 
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Press [+] to input the cost. 

Select CC for local cost. 

Type the vendor’s name to select the creditor 

Type to select the charge code and input the rate. 

Once finish, press tick to save. 

 

 

You can continue to input the cost or press ESC after finish. 

 

 

 

 

Then you can press the button [Gen. Purchase Inv] directly if you have the vendor invoice number or leave it at 

later stage when the vendor invoice is available. 
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A window will be pop out.  

Select the cost in this vendor invoice and input the vendor invoice number or leave the invoice# blank for auto 

generate invoice number. Press the button [Submit] 
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OBL –Shared Cost 

Go to the tag [Ocean B/L] and press the button Build up OBL 

 

 

Press [ok] to confirm. 

 

 

The ocean bill of lading record will be generated. 

You can print the inbound manifest to verify if all house bills have been input. 

 

 

You can also press the button [Generate Cost] 

And select the cost that should be booked under this Job file. 

Tick the item and press the button [Add] 
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If you need to add additional cost to the job, you can also click to the ocean bill of lading. 

Another window will be prompt out. 

Click to the tag [Charge] and press [+] under Purchase for the additional Cost. 

 

 

Then you can input the cost for this job. This is for accrual purpose. 
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Delete HBL/ Job 

To delete a HBL/ job, criteria is no invoice’s record, no charges details, no OBL, no container information, no marks 

and description. 

 

For invoice part, before approved, user may double click to charges details to delete the charges: 

 

Then user may click [CHG] to remove Job# and B/L# record: 

 

 

User may go to [Ocean B/L] tag ->click into Ocean B/L -> press [DEL] to delete the OBL. 
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Users click to the HBL which need to be deleted -> [Marks and container] tag :  

 

 

Then move to House B/L tag -> Click [DEL] to delete the HBL. Thank you. 
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After delete all the HB/L, users may click [DEL] to delete the job in Bill distribution. 

 

Print Job Sheet 

After you have booked all the Sales invoice and the Purchase item, you need to print the profit and loss for the job. 

In [Invoice] tag, please press the button [Document] -> [Job profit and loss sheet] and it will list out all the sales and 

cost booked in the job 

 
 

Once supervisor has reviewed the job, it is necessary to lock it to prevent further changes. 

Please go to the first screen of the Bill Distribution function and select the status menu to [Able to Lock] and 

press [go] 
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Then you can select the Job and press the button [Lock]. Press [ok] to confirm to lock the job. 

 

 

 

 

You can see the lock in front of the job. 

 

 

If you need to unlock it, select the status as [Lock] and press [go] 

 

 

Select the job and press the button [Unlock] 
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Convert Accrual Cost To Vendor Invoice 

When the actual vendor invoice is available, you can then go to the tag [Invoice] and press [+] next to the 

purchase. 

 

 

Please input the vendor invoice number. 

Type the vendor’s name to select the creditor 

 

 

The system will default the Job Number. 

Press the button [Confirm] 

 

 

 

Then press the button [Load From Accrual] 



31 | P a g e  
 

 

 

 

You can find the cost you have previously booked. 

Tick the cost you want and press the button [Load] 

 

 

You can then see the selected charges. 

Press [+] if you want to have more cost booked. 
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Please note that the field with red star is mandatory field. 

Please select the charge code and input the Rate Currency and Amount. 

Once it is done, press tick to save and finally, press ESC to complete the process. 

 

 

You can then print the Payment Request for accounts. 
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Monthly customer / vendor invoice procedure 

Some charges were booked in jobs but not yet issued invoice until month end. 

For issuing monthly invoice for multiple jobs, user may proceed to menu: Invoice ->   Customer invoice 

processing -> press [go] 

 
 

Press [+] to create new invoice,  

  
 

 

 

 

Input the corresponding payee, issue date, invoice pay currency and press [Confirm]. 

 

 

Then please press [Load from Accrual] to have all accrual charges list out for this customer: 
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It is similar for vendor monthly invoice, Invoice -> Vendor invoice Processing: 

 

 

Choose the corresponding division (It is able to load all accrual charges for all division, user choose one of the 

division in order to processing) -> press [go]: 

 

 

After fill the vendor code, invoice pay currency and issue date, then press [Confirm] to save. Then press [Load 

from accrual] to have the accrual charge of this vendor. 
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Reverse Invoice 

After customer/ vendor invoices are posted to accounting, [Reverse] button will be 

appeared. It serves the purpose in case users need to re-issue the new invoice or cancel the 

previous invoice.  

 

 

Reverse cannot be processed in case: 

1. Settlement had been made from accounting, reminder dialogue will come out:   

 

2. Charges loaded from posted Accrual: 
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After user pressed the [Reverse] button, a credit note will be generated offset the 

previous posted invoice. Then the posted invoice will be invalided. User may issue or input 

new customer/ vendor invoice again.  

 

 

Once invoice reversed, the action is irreversible.  

 

 

Issue HBL (For PTY, SCL and SJO only) 

Users in stations PTY, SCL and SJO could print the inbound HBL which is similar to the 

outbound HBL. 

There is a flag to mark print charge on HBL or not. 

 

 

 

 

 

 

 

 

 

 

 



37 | P a g e  
 

 

If the charges are needed to be printed on the HBL, please proceed to [Charge] tag -> press 

[Mark Show] -> select specific charge details which need to be printed on the HBL: 
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Transhipment/Send T-Bill To Export Dept. 

HKG send cross station send EDI to SZX.  

 

2 HBLs have been sent. 2018011603 and 2018011604 

 

http://202.66.117.65/uatfm3k/fms330.asp?TAB1=SZXSI180100003&TB=TAB2&page=1
http://202.66.117.65/uatfm3k/fms330.asp?TAB1=SZXSI180100003&TB=TAB2&page=1


39 | P a g e  
 

HKG send 1 invoice to SZX. This invoice fall in Vendor Invoice Maintenance.  

 

This invoice is HKGDS000028.  

 

 

SZX update the vendor invoice HKGDS0000028 by breaking down charge into different 

charges. This may need to define the charges belongs to import income or export 

income, if the transshipment charges belong to import income, this may input to 

delivery note entry; while if the transshipment charges defined as export income, this 

may need input by export users in shipping order entry.  
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Then user press “Send T-bill to Export Dept.” 

 

User can find HBLs in Export. 

 
User cannot see the transshipment Charges in the HBL(s) which has inputted in Inbound. 

 


