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Customer Information Maintenance 

The objective of this function is to allow customer service to update customer information. The message will prompt 

to operation immediately when operations encounter the customer. The customer code is created by corporate 

code controller. For how to create customer code, please refer to a separate file. 

 

 

 

Customer / Vendor Subgroup  

User can click to the record and find the basic customer information in the first screen.  The screen is self 

explanatory, however, there are several points need to pay special attention. 

 

 

The only mandatory field are the highlighted in *. Other fields are for reference. 

In HKG, it is important to input KC Code in order to meet with the customs requirement. 

 

Zip code is not a mandatory field but please be informed that under AMS and ENS requirement, the Zip Code are 

mandatory for the consignee address. 

 

For MAWB printing, IATA Code and RA code are important too. 

 

For China or other countries that they will use local accounting system for local tax purpose, the code UF Code will 

be for the accounting interface. 

 

For Singapore, Thailand, Taiwan or other countries that they need to prepare GST Tax Invoice, the Tax Code of the 

customer is required. 



 

Air Import, Air Export, Sea Import and Sea Export can have different contact point in the same customer. 

 

Should there be documents you will send to the customer directly from FM3K, please input [+] and add the 

department and attention, email address. 

 

The system will automatically call up this address book of the customer. 

 

 

 

Address 

Address tag is where we store the address of a customer. You can see that the same address will be default for 

Company Name, Document Name, and Manifest Name.  



 

Company Name / Address is the name of the company and we store the official address. 

Document Name / Address is the name we use in House Bill  

Manifest Name / Address is the name we use in Manifest Printing 

 

Notify Party Name / Address is reserve for other documents that customer need to display different Name / Address. 

 

Please note that there are areas for Chinese Mailing Name / Address for local Chinese document printing. 

 

Background Info 

This is where the customer service officer input the special instruction for operation so that they can serve the 

customer better. The Invoice Handling is reserved for Invoice printing if there is any special information user may 

want to print on the invoice. 

 

 

Special Instructions are divided by Department. If user press [CHG] – Change to input the information, when 

operation encounter this customer, there will be a special sign. 

 

The following is the example.  Customer service officer type in the instruction. 



 

 

When operation create the HAWB for this customer, the instruction will be highlighted and seen. 

 

 

Same alert will be shown in Shipping Order entry for the sea freight. 

 

 

Party and Ex Rate 

This function shall not be used for the initial set up. In fact, this function is reserved for accounting function. 

If you have special fixed exchange rate and other customer, then you are able to input the information and so the 

system will be able to calculate the invoice as according to this profile. 

 



 

 

P/O Caption 

This is where it will integrate with the iPOM and the information can be shown on the manifest. 

 

Since different customer will have different products, the P/O caption is an area where user can type in the 

caption. For example, garment customer may type in PO No.  / Style No. / Season Code as caption.  Electronic 

customer may type in PO / Item No. and etc 

 

The configuration can be done by IT after confirmation of the process. 

 

Credit Control 

This is the function that is used by the accounts department where it will show the Credit Limit, the Usage, the sub 

ledger code.  Shall there be special warning accounts want to alert Operation and Customer Service. They will type 

in the information. 



 

 

Operation can see the remark from Accounts too. 

 

 

Air Marketing - Tariff 

This shall be maintained by the Rate Department or Marketing Department for the Salesman. 

Sales Rate Master 

This is where user can maintain the standard rate for ALL general customers. 

The standard rate can be differentiated by routing, service, charge code, currency, coload or direct shipment and etc. 

Only highlight * are the mandatory field. Other fields are for differentiation. 

The function consists of three tags. Local rate, Freight and Fuel & Security & Surcharge. 

Please note that the information will be generated to Sales for Customer Invoice Processing. 

 



 

Local Rate 

Local rate is where it maintains all local charges. If the charge is applied in all case, user can leave every filtering field 

blank and just select the charge and input the rate. 

All other fields are for filtering and differentiation purpose. 

 

 

Press [+] and user can see the input fields. 

 
The caption highlight in red shall pay special attention. 

Charge – need to select the charge code 

Min/ Flat – referring to the Minimum amount or Flat Rate.   

N – Is normal which is 45kgs > 

Q – Is 45 kgs < 

(However if you have other weight break, you can input it later) 

Then in the front of each row, there is a [+] and you can input the [+] and input the weight break you want and the 

rate you want. 

 

 

 

Effective and Expiry are the dates and it can be emptied. 

Control – is the invoice control. If it is O – Online Invoice. (Each House with one invoice, B – Batch invoice, invoice by 

Job. M – Is Monthly invoice) 

Default is the charge is default to be selected or not. 

Show – means show on the house bill. 

 

Freight 



This is referring to the standard charge for air freight rate. The input is the same as Local. Please note the currency 

have to be matched with the HAWB in order to generate the freight out. 

 
 

 

Fuel & Security Surcharge 

This is referring to the fuel and security charge. Please note that the input screen is a little bit different. User can use 

the Region code to differentiate the rate. 

 
 

 

Cost Rate Master 

Cost Rate Master consists of three tags. The Local Rate, IATA and Fuel & Security. 

Please note that the information will be generating to the Purchase for Vendor Invoice. 

 

 



Local Rate 

The local rate is referring to the local cost. 

Basically, the input method is the same as the Sales Local Rate. The only different is the IATA and Cost. If the charge 

is selected in I – IATA, that means it will be shown in MAWB printing. If it is select in C – Cost, it will be shown as 

accrual.  

For example, for trucking cost, the I – IATA may be empty but it is only C – Cost. 

For ADC, both IATA and Cost shall be filled int. 

   
 

 

IATA 

This is referring to the IATA rate table. This will be shown in MAWB. However, for this record, the Cost will leave 

empty for user to input it. 

 

Fuel and Security 

This the table to maintain the fuel and security charge for the MAWB printing. They are both IATA and Cost normally.  

Please note that you can input Agent (Booking agent) if there is special handling fee from the coloader. 

 

Sales Quotation 

This is the function where you can input your quotation to your customer.  

Operation can then call up the quotation and generate the invoice without error. 

The system will first call up the quotation information and then look at the standard rate. 

So, you can input the freight rate and some special handling charge in this quotation where other handling charge 

may follow the company standard. 



 

Input Quotation 

Please press [+] to input the quotation. 

User can input the quotation number manually or leave it blank for auto generate the quotation number. 

 

User can press F8 to select the customer. The system will bring along its Salesman. 

User can then select the service type. 

 

 

Apply Standard Rate is a flag so that it will show the message apply standard rate in the quotation print out. 

Freight / Local / Destination can leave blank or user can input the defined payer. 

Effective From is default from the creation date. 

Default Quotation is tick if it should be default when OP create the booking. 

After press [Confirm] you can see the screen as below.  

If the quotation number is blank previously, it will have a number assigned. 

 

Please note that you can press [+] to input the information. The field with * is mandatory.  The system will default 

the customer as the payer and user can select the charge. If it is a freight charge, please input POL and POD.   



 

 

Press tick after finish input and you can continue to add other charges for other traffic or charge items. 

 

 

 

If it is needed, you can print the quotation once finished. 

 

 

 

Freight Cost Quotation 

 

The function is where you need to input the contract with your vendor, the airliner or the coloader. 

The process is the same as Sales Quotation. However, this is for reference search only. 

At the moment, the system will not use this cost quotation. 



 

 

 

 

 

 

Sea Marketing - Tariff 

 

Sales Rate Master 

 

This is where user can maintain the standard rate for ALL general customers. 

The standard rate can be differentiated by liner, routing, freight terms, charge code, or service and etc. 

Only highlight * are the mandatory field. Other fields are for differentiation. 

The function consists of four tags. Local rate, Freight, Surcharge and Others. 

The charges will be generated to Sales for Customer Invoice Processing. 

 

 

Local rate 

Charge is the mandatory field, if the rate is 0 in the setting, the charges could not be generated out. 

Criteria in purple columns are the criteria of specific HBL to get the charges. 

Min/ Flat refer to min charge for CFS shipment; and also for those charges charged per SET/JOB/ SHP, please input in 

Min/ Flat column. 

 



 

 

Freight 

Freight should be generated from sales quotation, instead of standard rate table, users are advised to set the freight 

from customer’s sales quotation. Quotation input is in next session.  

 

Surcharge 

This is referring to the charge codes mark with surcharge in charge code master. Please note that the input screen is 

a little bit different. User can use the Region code to differentiate the rate. 

 

 

 

Others 

Charge code marked as ‘Late come’ in charge code master are grouped to Others Charges in standard rate table. 

 



 

 

Cost Rate Master 

Cost Rate Master consists of three tags. The Local Rate, Freight and Surcharge. Please note that the information will 

be generating to the Purchase for Vendor Invoice. 

 

Local Rate 

The local rate is referring to the local cost. 

Basically, the input method is the same as the Sales Local Rate. Purple column refer to criteria, charges could be 

differentiated by liner, liner agent, port, region and service. 

   

 

 

Freight 

This is referring to freight cost generate in Sub job -> Sample Ocean B/L -> Charge 

 

 

Surcharge 

This the table to maintain surcharge marked in Charge code master. Normally the surcharge could be set by liner, 

‘From’ and ‘To Port and region as well.   



 

 
 

Sales Quotation 

Please press [+] to input the quotation. 

User may type the customer name and filtering in auto complete list. The system will bring along its Salesman. 

 

Apply Standard Rate is a flag so that it will show the message apply standard rate in the quotation print out. 

Freight / Local / Destination can leave blank or user can input the defined payer. 

Effective From is default from the creation date. 

Default Quotation is tick if it should be default when OP create the booking. 

 

 

 

After press [Confirm] you can see the screen as below.  



 

 

 

Please note that you can press [+] to input the information. The field with * is mandatory.   

Press tick after finish input and you can continue to add other charges for other traffic or charge items. 

 

 

The system will default the customer as the payer and user can select the charge. If it is a freight charge, please input 

POL and POD.   

 

 

 

 

 

 


