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Hapag-Lloyd offers customers the advanced service to submit their Shipping Instructions
electronically with simple and easy to use PDF documents. The PDF documents are prefilled
with booking data, sent via email and can be edited with the freely available Adobe Reader.
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Step 1. Receive the PDF
Contact Hapag-Lloyd to apply for this service

All you need to do to receive Hapag-Lloyd's PDF Shipping Instruction is provide your email
address. Once you are set up, Hapag-Lloyd will automatically send you a pre-filled PDF for
each booking, 4 days before documentation closure. If you would like to receive the
documents at a different point in time, please contact Hapag-Lloyd.

Prefilled PDF comes as email

You will find new PDF Shipping Instructions in your email Inbox. The subject of the email will
contain the Booking number and any references you have provided during booking. The PDF
Shipping Instruction is attached to the email.

B HLSI 39111715 - Message (Plain Text) _ O] x|
EEiIe Edit “iew Insert Faormat Tools Actions Help
: aReply | (@l Reply to All | (g Forward | = Ba | L4 | & | (3] X
| IS AR LU EE:

i
.
1
LTS
ik
¥
L]

From: I I LR ] SO Sent: Do 08.05.2008 12:08

Ta: e, ik
CC:

Subject: HLSI 39111715

Attachments: IEIHLSI_39111?’15.[:u:h’

HLSI E-mail dispatch LI
Yours truly, 15.05.2008

As attachment you receive following

Please use the software Adobe Reader for reading it.
Yours sincerely

Hapag-Lloyd
Office HAMBURG
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Open PDF and save to suitable folder on your PC

Simply open the PDF Shipping Instruction directly from your email.

From: @ EMNOLBEmMAangal o

Ta: e, ik
CC:

Subject: HLSI 39111715

Attachments: IEIHLSI_@EI111?’15.[3:!1‘

| HL3I E-mail dispatch

To organize your Hapag-Lloyd PDF Shipping Instructions you should save them to an
appropriate folder on your local PC.

# | Adobe Reader - [HLSI_39111715.pdf] _|o] x|

E File Edit “iew Document Tools Window Help - |E|i|

B [E]Save @ 17} Search Ib Select ﬁ ‘ @k |_+J IEIQ% - @ ‘ (@) Help ~ Adobe‘Reader?.Oj

|IJ ‘You can save data typed into this form, [~ Highlight fields [ Highlight required fields |
....................

} Save PDF Export Template | Import Template |

Signatures

Please use the following data to |createa new B/L Instruction j

[ Shinner: [P

Save As

Save in: I@Forms Bl Q22 Ey

2. find or create an appropriate
folder to save your Hapag-Lloyd
PDF Shipping Instructions

File name: IHLSI_39111?15.pdf j

Save as type: IAdobe FDF Files (*pdf) j

Pleage find all Container and Cargo Details on the following page (s

| Movement Type: Total Number of Containers:  Total Number of Packagas [ca\culated]
P

PO SFLES I G 9 sl

W
=
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Step 2: Fill in the PDF Shipping Instruction

The document resembles a Bill of Lading. It contains several editable fields. Click
on "Highlight Fields", to see which sections can be edited.

#! Adobe Reader - [TEST_SI_IFTMIN_31_Editl_rendered.pdf] o] x|
mﬁile Edit Wiew Document Tools  window  Help _|5|£|

P EH=® 0T DL O - ®
' J ‘ou can save data typed inko this Form,

I Sand Mail | SavaFOF |E1me-rphn|h|purtT-mhu|

L
1
i

Please use the following data to create a new B/L Instruction b I

&€ Hapag-Lioyd

Shipmant Moz [EL-Hou: [Faga:
30051496 1/2

_| 3hippsrs Export Fafarance:

Shippsr:

Consignea:  TaOrdar

Ferwardirg Aqent Addrass:

Pages‘ Layers‘ Signatures ‘

Consignee’s Referenca:

Place of Recaipt:

|'l'ﬂmlh|: VopageHo.:
TL EXPRESS WibhT343

Port of Loacirg:

SINGAPORE
| Port of Discharga:

HAMEURG

Pleazes find all Container and Cargo Details on the following pageis) .

| Mowamant Typa: |TD1aINurrb0(quDm'.im|s: Tetal Numbsr of Fackages (caloulatedl:
Port/Door _«|PCL/FCL 'l 1

| AMEAC salf filer: | AMS5 SCAC code/&C1 Numbsr Coda: Erazi Tax IC:
|

|Frnigh:FagublnA: ‘ Invaica Riafararea:

-

| itharges ta:
Al Propaid Al Collect  w individualy

Seafrsight + Additorals | Prepaid | Collect | Port Charge Destination ( Prepaid  Celloct

PertChargs Crigin " Prapaid | Cellee Dastnation Haulsgs Charges © prapaid.  Collet
|DuumrrtTyp-=c Humksr of fraightsd FhamEar of urfraightad
Sea Waybill | crigina BslL: | copies |ungm|BﬁfL_' capies

Recaive back the Saa Wayhil of Lackreg wia ther UHL anlywa past f seit-oolkcton]| Bamarks: addmora |
E-Mail | Post

Cownlcad Salf-Collactor

| Rasivar a-Mail adrass of final BAL:

Varskere 074 51IFTMIN_DYN_ACT_FLATp'3],0lp
SLFTMIH_DYN_ACT FLATxdp/31xcp

ii]- Comments ‘ Attachments
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Some data is already pre-filled by Hapag-Lloyd

Hapag-Lloyd pre-fills the document with the data from the booking:

Shipment No (Booking No)

Vessel(s) & Voyage(s)

Ports of loading and discharge

Places of acceptance and delivery
Movement Type

Number of booked Containers
Container Numbers (if already defined)
Container Seals (if already defined)
B/L Numbers (if already defined)
Housebill Numbers (if already defined)

Edit remaining data

You can directly enter data into the editable fields or you can use copy and paste (CTRL+C /
CTRL+V) to import data from other sources.

If the Consignee is not yet defined, you can use the “To Order” Flag and edit the
corresponding clause (e.g. “To Order of Shipper”).

For best practice it is recommended to include your specific customer references either
under "Shipper’s Reference" or “Consignee’s Reference”. Please note that if you include a
“Reference”, you also need to provide the corresponding “Address”.

Pre-allocated B/L numbers are shown in B/L Number field. Please select the relevant B/L
number, if you need to update the BJ/L.

5-part-tariff charges have to be defined as prepaid or collect. This can either be done
individually or altogether by selecting "All Prepaid” /" All Collect". Origin Haulage Charges
and Destination Haulage Charges can only be set for Door moves.

If you want Hapag-Lloyd to provide customs information to US / Canada customs, please
include true shipper and ultimate consignee details in the "Remarks" field.

Please note that you will receive a warning if you enter data into Place of Receipt and Place
of Delivery if no such places have been defined in the booking. In case these fields are
required for the Letter of Credit, you can ignore this warning.

% | The Booking does not contain a Place of Receipt. Please do only fill this, if it is
N) required for the Letter of Credit.

[ Do not shaw this message agair:

5 @ Back to Overview
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All container and cargo related data can be entered on the following page(s)

Fage2/2 &€ Hapag-Lioyd
Cortainer Nea Seal Fles Hurabsr and Find of Fackages, GrossCargo Weight, Baticrs:
Marks ard Nas. Deseription of Gacds: Mamsuramant Cortaires /
Carga
Corkainer Nos Mumbsr of Packa: (aroos Corgo Weight  Unit Corkainer
ANTU 4746272 - |
. M . copy
Kind of Packages | UN Packing Cads Messurement Uit .
[ =1 | =i add
Find of Packages prirk on B/L as H& Cods
e e
Marks ard Mo Dacoription of Geads ¥ zmmf::'ﬂnmﬁm;l remaove all
H3 Codes Cago
copy
add
SealMo 1
remaove
Seal Mo 2
Seal Mo 3
Cartainer los Humbsr of Packages Greas Corgo Weight Uit Cortmingr
HLXO £141232 ) N ] o
Kind of Packages | UN Packing Cods Massuramere Uit |
= | =1 add
Kind of Packages prirt ori BAL as H& Code
remaove
- Plaurss L the Daseription
Marks and Hos Desoription of Goods !': of e ol remaove all
HS Codes Cargo
copy
add
Seal Mo 1
e e
Seal Mo 2
Seal Mo 3

“"“"‘wm*“'w“r‘“"““‘*"F“f‘_'“ r"

This page contains as many containers as shown in the booking (and possibly also container
numbers) as well as one cargo per container. It can be dynamically extended to hold more
containers/cargos (see below).

Extend the document dynamically as needed

The document contains all the fields that are typically needed to provide all information for a
Shipping Instruction. Where you need more space for your information, the document can be
dynamically extended:

¢ You can enter the Notify Address in the appropriate field. If you need to provide more
Notify Addresses, simply click on the “Add more” button next to the Notify Address
field.

MNotify Address:

Vessel(s): Voyage-No.:
.F [LF™e ] T

6 @ Back to Overview
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¢ Inthe same way you can click on the “Add more” button next to the Remarks field, if
you need more lines for additional Remarks (e.g. for AMS / ACI true shipper and
ultimate consignee addresses).

|Remarks: | Addmore |

When you click on either “Add more” button, an additional page will be inserted into the
document. This page contains fields for 2" and 3™ notify and additional remarks.

Page2/3 a Hﬂpﬂg—'.loyd
Motify Address #2: Additionad Remarks
Motify Address #3:
it gl R IS syttt M ppmimn st gl gl .

If you don’t need this second page, simply click on the “Remove this page” button. However,
please note that any data you may have entered on this page will then be lost.

7 @ Back to Overview
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On the following pages the fields for container and cargo information can be dynamically
extended. You can copy, add and remove containers and cargos.

Fage2/2 « Hapag-Lloyd
Cortaner Hes el Hes | Hurnbsr and Kind of Fackages, GrassCargo Weight, 3
Marks and Moz, Deazription of Goods: Memuramant
Cortainer Mos Mumbsr of Packa fGroes Corgo Weight  Unit
ANTU 4746272 =1
Kind of Packages | UN Packing Cads Messurament _ Unit .
Kird of Packages pring on BiL as Hs Cods
i Plaaa usa the Daseripticn
Marks and Nos Desoription of Goods !E of e Fional
HE Codos
Seal Mo 1
Saal Mo 2
Seal Mo 3
Cortainer Mo Mumbsr of Packa fGroes Corgo Waight  Unit Carkainer
HLXD £141232 - l
. . copy
Kind of Packages | UN Packing Cods Meossurament  Unit i
| =1 | = add
Kind of Packages primcon BiL as Hs Cods
e rmowe
i Plasa usa the Daseripeicn
Marks and Nos Desoription of Goods !: of for any additional remaove all
HS G Corgo
copy
add
Seal Mo 1
remaowe
Seal Mo 2
Seal Mo 3

*_M_*m-ﬂ-m,wx#-“a“*#—-“wlﬂ #
Please note that when removing cargos and or containers any data you may have entered

on this page will then be lost. In addition a Shipping Instruction must at least contain at least
one container and one cargo. Therefore the last container/cargo cannot be removed.

Format of data is automatically checked

Where a specific format is expected, the document will automatically check your input to
ensure maximum data quality.

Fields where a specific format is expected include B/L humber, Container numbers, and
Units.

Container numbers are expected to comply with the ISO standard (i.e. 4 characters, 2
blanks, 7 digits: ‘ABCD 1234567’)

If you enter a valid container number that is just formatted differently (e.g. no spaces

between prefix and number) it will be automatically re-formatted to match the ISO norm. The
following dialogue will appear:

8 @ Back to Overview
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Transform Container Number

& A valid Container Number was entered.
-

It will be transformed o the IS0 norm (ABCD 1234567 automatically.

[~ Do not show this message again

If your container number does not really match the ISO norm, you will be prompted with the
following dialogue:

No IS0 conform Container No.

',E Container number does not match IS0 norm (ABCD 12345670,
L]

Are you sure the number you entered is correct?

mmgﬁgmmmg Ho

If you are sure the entered container number inserted is correct, simply click ‘Yes'.

How to key in 24 hour rules “True Shipper & Ultimate Consignee” (e.
g. for AMS or ACI)

If the Port of Discharge of your shipment is in a country with a valid so called “24 hour
security rule” (e. g. AMS and ACI) as in below example it is required to submit True Shipper
and Ultimate Consignee, Port of Discharge and destination information to the customs and
homeland security departments in the country of ultimate destination.

‘ Vessel(s): Voyage-No.:
Place of Delivery:
MONTREAL EXPRESS 48W06
Port of Loading: VoyageNo?
‘ GDYNIA \LJ

‘ Port of Discharge:
MONTREAL, QC

9 @ Back to Overview
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If you are registered as a self-filer with the customs authorities, you should tick the box as
per below and enter the customs code for the filing:

Port of Discharge:
MONTREAL, QC

. . P Asan AMS [/ ACT Self-filer, you have to file your own House Bills with AMS / ACT
Please find all Container and \'/ By switching your status to a salf-filer you must enter the AMS SCAC Code [/ ACT

Murmber Code,

Movement Type: Total Numb)|
Port/ Port JFCL/FCL J 1 Please note this change will delete any Housebills that you have configured for this

container,

S/ACI self filer: ‘ AMS SCAC code/ACINumber Code: ="

Are you sure you want to change your status to AMS/ACT self-filer?

tht Payable At: Invoice Reference:
estination =
| Set Charges to:

(" Allprepaid (" All Collect (@ individually

[ Seafrainht + 8

If you want Hapag-Lloyd to file the mandatory data to the authorities on your behalf, please
enter the so called “Housebill data” with the True Shipper and Ultimate Consignhee within the
required fields. You will find a clickbox on the page with the cargo items and description of

goods:
&€& Hapag-Lioyd
Container Nos.,Seal Nos., Number and Kind of Packages, Gross Cargo Weight, Actions:
Marks and Nos. Description of Goods: Measurement: Container /
Cargo
Container Nos Number of Packages Gross Cargo Weight  Unit .
Container
‘HLCU 1234567 [1535 [15895 KGM -
Kind of Packages | UN Packing Code Measurement Unit copy
|Package | P | L | J add
Marks and Nos Kind of Packages print on B/L as S Code
|p1ECES EEREEREE remove
Description of Goods remove all
FORGINGS, ROCKER Please use the Description
TS 732690 : hofGoodsforanyadditional Cargo
HS Codes
co
Seal No 1 By
* *
‘123456 IN TRANSIT TO USA add
‘Seal No 2 e
Seal No 3 i
For Housebills
see last page/s

Please click the box and another screen will open. If it does not open, you might need to click
the box a second time:

10
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True Shipper & Ultimate Consignee

1 House B/L No. used for this combination:

Copy Master B/L | | remove |
pelect cne Housebill Number M

True Shippg HLCUATLZRDU0E 344 Ultimate Consignee:
HLCUATLZEKOO00&3AR

create New

Cargoes Available:

Cargoes Linked to this Shipper / Consignee Combination:
TCNU 9870178 | 21 | 1213 KGM

>>

<<

Hapag-Lloyd may have pre-allocated Housebill Numbers for 24 hour rules “True Shipper &
Ultimate Consignee”. If there are no Housebill Nos. in the system yet, the default value is
“create new”. This will result in Hapag-Lloyd to create a new Housebill Number.

11
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Page 3/ 3 eaS| « Hapag'I-IOYd

True Shipper & Ultimate Consignee

1 House B/L No. used for this combination: | Copy Master B/L I | CEEE I
select one Housebill Number
True Shipper: Ultimate Consignee:
ImbeDewid M opamiy Eafgpromy i R R T Gl
. denlerli = il Eaes Loks el
1708 diwrsls “nln Bnia P Al
S = edabe s |
Cargoes Available: Cargoes Linked to this Shipper / Consignee Combination:
TCNU 9870178211213 KGM
[21] 0
>
<
e

After keying in the addresses for the True Shipper and Ultimate Consignee, you can link the
cargoes available to the address pair as defined:

Page 3/ 3 eaS| « Hapag‘l-IOYd

True Shipper & Ultimate Consignee

«IHouserL No. used for this combination: | Copy Master B/L I | e I
select one Housebill Number j
True Shipper: Ultimate Consignee:
ariimi Darmin dHwy e B TR AT R A, T SR
Nl. -Sradmierps 8 Fil] B LAl Bt
=41l fervia Svia ETL= P& JEF
Fol meal =Tk
Cargoes Available: Cargoes Linked to this Shipper / Consignee Combination:
TCNU 9870178 ‘ 21 | 1213 KGM
>>
=
<<

12
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|
Page 3/ 3 eaS| G Hapag'UOYd

True Shipper & Ultimate Consignee To remove the

True Shipper
and Ultimate
— Consignee,
1 House B/L No. used for this combination: Copy Master B/L T K A
select one Housebill Number J | 4 I | CIICk here
True Shipper: [ Ultimate Consignee:
il Dysmim Hwrrvres TV T
Hl. i H FEE] BT il P
M= l§ Pusrvia Svia ETLS P& JETFR )
Folasd =Tk You can click
“pback” button
to return to the
Cargoes Available: Cargoes Linked to this Shipper / Consignee Combination: cargo item
TCNU 987017821 [ 1213 KGM
[21] — screen.

> You can click
“add” button to
< link another
cargo item to a
<< different pair
of parties.
back

13
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Step 3: Create / use your own templates

You can create your own template Shipping Instructions. These templates can be used to
save manual input for your repeating business.

Create a template

To create a template from a Shipping Instruction, click on the "Export Template” Button on
the first page.

¥ | Adobe Reader - [HLSI_38111715.pdf] o] %]
E File Edit “iew Document Tools Window Help - |E|i|
i Hsae =) %ﬁSearchgﬂubSelect ﬁ:‘@k. H = E}IBl% - @ L @Help~ Hrmarapiars
|,J YU can save data typed into this farm, [ Highlight figlds [ Highlight required fields |
>
g s > wpeengo | | =
e
5
A Please use the following data to |create anew B/L Instruction d
8 Export Form Data As m
=
=]
& Savain: I@Templates ﬂ QG
= HLSI w136 Cartons 15402 kg.xml
= HLSI w158 Cartons 16802 kg.xml
= HLSI w177 Cartons 17302 kg.xml
= HLSI « Benton.xml
= HLSI w SPARE PARTS xml
= HLSI o wia Houston xml

2. find or create an appropriate
folder to save your Hapag-Lloyd
PDF Shipping Instructions
Templates

File narme: [HLSIE o 122 Cartans 12788 kgl =l

Save as vpe: IXML Files (*xml) LI Cancel

Z

| TV TR I Ty, | T T

Port/Port |[=|FCL/FCL =2 2

o | AMS/AC) ia{fjilar: | AW SCAC yﬁqu‘ i~ . e 0"“"‘*"“""‘“* \

14
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Import data from templates

To import data from a previously saved template, click on the "Import Template” Button on
the first page.

¥ | Adobe Reader - [HLSI_39111715.pdf] - O] x|
E File Edit “iew Document Tools ‘Yindow Help - |E|i|
Y Esee = @ @ Ssach|] [ solect G [0 ([0 © 0% |- @ [@Fepe| | cmerimimmons

|, _ You can save data typed into this form. [ Highlight fields [~ Highlight required fields |

Please use the following data to |crea1:e anew B/L Instruction

Select File Containing Form Data

Pages‘ Signatures ‘

Laok in: I@Templates

R[S N s

= HLSIE w136 Cartons 15402 kg.xml
158 Cartons 16802 kg.xml
C xml

= HLSI Benton.xml

=] HLSIE wem SPARE PARTS xml
= HLSI wia Houston.xml

File name: [HL=1 = 177 Cartons 17902 kgl =]

Files of type: IXML Files (*xml) LI Cancel

Z

TORTTe T T L Ty e | T IO IO O COT e Ters: T Ol O oe Of Fackages [CanunaEna

Port/Port |[=|FCL/FCL =2

Please note that data already entered into the current Shipping Instruction will never be
overwritten, i.e. only empty fields will be filled from the template.

Any container and cargo information from the template will be amended to the end of the
document. This allows you to mix data by consecutively importing from more than one
template.

Container numbers are never imported from templates as they would not be relevant to
new shipments. If the pre-filled document comes with any container numbers you can simply
copy them to the container number field of the imported data. Then just remove the pre-filled
container item.

15 @ Back to Overview



www.hapag-lloyd.com

4 Shipping Instructions

@ Back to Overview

Step 4: Send the form to Hapag-Lloyd

Choose to “Create a New” or “Change a previously sent” B/L
Instruction

You need to indicate whether Hapag-Lloyd should use your Shipping Instruction to create a
new B/L or if you want to submit changes to a previously sent Shipping Instruction. Please
choose the appropriate from the dropdown field on the first page.

o er P U PR
RPN R e et a2 B T

e T e

: |Shippar:

change previously sent B
make another part load / split B/L Instruction

ey

Especially if you need to send changes, please make sure that “change previously sent
B/L Instruction” is selected, since otherwise a new B/L would be automatically created.

If you need more than one B/L for one Shipment Number (i.e. booking), please choose

“make another part load / split B/L Instruction”. This will automatically create a new B/L
for each Shipping Instruction you send.

16 @ Back to Overview
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Make sure all mandatory fields are filled

Before sending your Shipping Instruction to Hapag-Lloyd, please make sure all mandatory
information is provided. In Adobe Reader 7 you can highlight the required fields in the form
by clicking on “Highlight required fields”.

#! Adobe Reader - [HLSI_39111715_pdf] _ O] x]
EF”E Edit “iew Document Tools “Window Help _IEILI
ISS% - @ @,

T H @8Ol ]e
> | 7 Highlcht requirec fielcs |
»

P H
[ Sonammi I Sawa FOF IElpDrtTnmplltn I |mpmr-np|n| -

|~ | You can save data typed into this form.

Pleaseusethefollming data to ‘c:raataa mew BIL Instruction - I

&€ Hapag-Lioyd

1/2

Shippar:

Pages‘ Signatures ‘

Forwardsr's Relference J Forwarding Agant:

i f"ﬂ’mwﬂfm" "\*“"'“

In Adobe Reader 8 the mandatory fields are automatically highlighted together with the
editable fields.

If you try to send the PDF without all required information, an error message will appear.

Adobe Reader

At least one required field was empty on export, Please fill in the required fields
thighlighted) before continuing.

17 @ Back to Overview



www.hapag-lloyd.com

4 Shipping Instructions

@ Back to Overview

Send document to Hapag-Lloyd by email

To submit the PDF Shipping Instruction to Hapag-Lloyd simply click on “Send Form” on the
first page.

¥ Adobe Reader - [HLSI_39111715.pdf] _ o] x|

E File Edit “iew Document Tools MWindow Help - |E|i|
H . H = |£ + H
B =@ e &L O @@
|~ ou can save data typed into this form. [v Highlight fields [ Highlight required fislds |
E ‘ Sawa FOF I Export Tamplata I Import Template -
=]
% Pleas= uss the following data to create a new BL Instruction ;I
;, |5hippﬂ': o Camiar:
2 T08L cai b &€ Hapag-Lioyd
E Lisw aueail. Shipmerk No: | B/L-Na.: [Faga:
o 39111715 1/2
s _|Zhipper's{ Export Relerence:
|Cunl.ig'm
E FEFE DI OEETSET
TR '
|Fmdd;ﬂﬂmnj’FaruldmgAgnnt:
[x = L]
e i
ol e b

S W Y

You will then be asked if you want to send the form by mail or online. If you are registered
with the Hapag-Lloyd Online Business on our website, you can press Submit Online. If you
prefer to send the form by email, simply click on “Send Email”:

Javascript Window

&€& Hapag-Lioyd

ou can submit your Form via EMail or Hapag-Lloyd Online Business.

Please select the submission method to use;

Submit Snline I Send EMail Cancel Help |

Warning: Javascripk Window

This button will create a new email in your standard email client. The receiving address at
Hapag-Lloyd is already filled - just send.

18 @ Back to Overview
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E® HLSI 39111715 - Message (Plain Text) _ O] x|

EEile Edit “iew |nsert Format Tools Actions Help

Eﬁl@ | T Attach as Adobe PDF | (10 &/ | -4 E

‘ This message has not been sent. |

To.., | SLEFORM@CSDLHLAG, COM

CC... | Ii

Subject: IHLSI 39111715
Attach. .. | = HLSI 39111715 data.sxml (5 KB Attachment Options. .. |
|Plea5e do not change anything in this Mail! ;l

Please do not include any
additional information in the mail
body

On part of Hapag-Lloyd your email will be processed automatically. Text in the email body
or additional attachments cannot be processed and will be ignored. Therefore please
do not modify the email in any way, just press send. (Exception: You may add additional
recipients in the To: or CC: fields)

Please note that the actual PDF Shipping Instruction will automatically be attached to the

email. Depending on the version of the Adobe Reader you use, the data will be either
transmitted as a XML file (Adobe Reader 7) or PDF document (Adobe Reader 8 ff.).
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