PORTAL DE PAGOS

How to register:

For cash customer with with a billing history. For cash customer without a billing history.

In case you do not have invoicing issued to your TAX ID, it will not be
Enter the following information in: possible to create your access at the moment. We would appreciate

¢No tienes cuenta? Crear una. waiting for the issuance in order to be able to register on the portal and
enter your payment.

L4 Com pany name If your shipment has already arrived and there are still no invoices issued for your TAX ID,

T AX | D please send an email addressed to EderYamil.Saldana@hlag.com and
b RERANI 4 Lizbet.Marquez@hlag.com attaching your proof of payment, TAX ID, and mentioning the
° E ma || requ eSti ng th e access. BL in the subject of the email for its exceptional processing. If your request does not meet

these requirements, it will not be possible to confirm your payment, and any additional
costs incurred will not be the responsibility of HL.

- For security, third parties cannot access your information, including Customs Agents. Each email can be registered once and access only one business name.

IMPORTANTE

* Confirmation time is 6 to 12 business hours (Mon-Fri 8 a.m. to 5 p.m. CDMX time).

¢ You can check the status with your confirmation number by clicking on Client> View requests.

« The status of approved or rejected does not change; for more information, please review the notes made in
section 4 of comments and contact your account representative if necessary.

* Invoices take 24 business hours to appear on the portal; we kindly ask that you wait for this time to pass before
reporting your payment to avoid complications.

* Please do not consider bank fees when making your payment; only pay the invoiced amount.
* We suggest reporting the payment on the same day you make it to expedite processing.

e The portal only accepts one proof of payment and only one currency per request.

e The description section is mandatory with information about your shipment; we kindly ask that it be used
exclusively for this purpose..

* The portal does not allow using or generating credit balances. If you have a credit balance on your account
statement, please request your refund.

¢ Recommended browsers: Chrome and Edge. Other browsers may present problems and errors.

STEPS TO FOLLOW:

Enter the site and enter Click on and upload
username and password > Client > Enter request. the file.

Bienvenido & Cliente ° :

Ingreso de comprobantes Seleccién de deudas
y t: Seleccione Las deudas a pagar

Ingresar SoLicitud%

B Paso L Ingreso de comprobantes

Ver Solicitudes

L

Agregue los comprobantes de pago que desea registrar. Puede agregar miltiples comprobantes i es necesario.

¢Olvidd su contrasefia?
© NUEVO COMPROBANTE

UPLOAD PAYMENTS:
INVOICE SELECTION

4 In browse upload the proof of payment, add amount, 5 By attaching the receipt, the pending invoices will be
currency, company, and a brief description and click on save. displayed; you must select the items to pay.

RESPALDO

Browse [

4

If you are paying IPO, partial demurrages or guarantee, do
not select anything in section 2. in Manual
debt entry "Ingreso manual de deudas" and click on 'Add
debt "Agregar deuda"

B Nueva Deuda

Enter the BL in REFERENCIA *
IlReferenCiall’ add the HLCUABCD12345678
amount and the legend
“Dep6sito de garantia”, [N E———
“IPO” or “demurrages RS

Informacién importante
MXN

”
Si su deuda no aparece en la lista anterior, puede ingresarla manualmente aqui. Recuerde que debe usar la misma moneda del comprobante. ona dVa nce  In th e

description

accoridingly.

Mostrar 10 ¢ registros

X CANCELAR

&& Hapag-Lioyd



6 In case invoice should be issued to a third party, please
let us know in the manual debt description "DESCRIPCION DE
LA DEUDA MANUAL" and upload the TAX ID / CSF of the
company that invoice should be issuedto by using the button
browse in"RESPALDQO" at the moment of uploading the
guarantee deposit.

B Nuevo Comprobante

@ nstrucciones
Complete todos los campos y adjunte su comprabante de pago. Los campos marcados con *

son obligatorios.

COMPROBANTE DE PAGO * RESPALDO
2 Seleccionar archivo VRS 2 Seleccionar archivo

Io Formatos permitidos: .jpg, .png, .pdf I @ Formatos permitidos: .xIsx, .png, .jpg, .pdf

Click on send “Enviar” in the pop-up message.
Once you click send, the record cannot be

modified.

Confirmacion

Por favor, revisa; una vez enviado no podras editar.
Dudas: (+52-55)10361484 opcién 5

%

Both for bill payments and manual debts, once the receipt,
amount, and invoices or concepts to be paid are entered, click

on submit Request "Registrar solicitud" at the bottom.

© Paso 4: Confirmacién y registro

Importante
Antes de registrar su solicitud, verifique que toda la informacién sea correcta. Una vez registrada, no podré modificarta,

A REGISTRAR SOLICITUD

9

If the entered amount does not match with the selected
documents, the record will not be accepted.

)

Error
La suma de los montos de las deudas manuales en

MXN (2,500.00) no coincide con el monto total de los
comprobantes en MXN (25,000.00)

PROGRESS BAR

3 a4

° 2
Ingreso de comprobantes Seleccion de deudas Ingreso manual Confirmacion

Registre su solicitud

Suba su comprobants de pago Seleccione Las deudas a pagar Si su deuda no estd listada

Shows the order to follow. You can find it at the top of the request .

HOW TO READ THE STATUS

The payment has been uploaded in the system; however, it has not been reviewed yet by any

executive.

The payment has been reviewed, confirmed, and applied in the system.

1 EVEL L The payment has been reviewed, but it was not applied for one of the following reasons:

e There is an outstanding balance, therefore, it is not released. However the payment is applied.
Mail of the executive is added in comments.

e The amount of the receipt does not match the selected/entered debts.

e The attached receipt is not valid. Data is missing, please check comments.

Lo geleqne—oo - The payment has been reviewed; however, there is no invoice issued.

© Pago Pendiente
account.

The payment has already been reviewed, however, it has not been credited to Hapag Lloyd's

« Hapag-Lloyd
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