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1. Requesting Invoice through ODeX 

Step 1: User visits https://www.odexglobal.com and selects the eInvoice option 

with the correct location from which the invoice would be released. 

Step 2: Select the Liner Requests option as shown below to submit a new invoice request. 

 

Step 3: Select Request New Invoice to submit the request. 

 

Select the location and proceed further 

http://www.odexglobal.com/
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Step 4: Update the required information in the REQUEST INVOICE screen and click the Submit 
button. 

- Select the liner name, Enter the BL Number, Select type of delivery. 
- For free days select the check box or update the validity date manually 
- In case of DO Extension select the check box 
- Upload the BL copy (although it is not mandatory) 

 
 

Step 5: Confirmation will be displayed on the screen on invoice been sent to the Liner. 
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Step 6: Enter the BL in the dashboard as mentioned below to track the request submitted on ODeX. 

 

Step 7: Below screen will display the status of the invoice request with the status requested. 

 
 

 

 

 

 

 

 

Enter the BL number here and track the request 
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Step 8: Once the invoice gets released, Invoice will appear in the Invoice field as 

mentioned below and the invoice will be viewable. 

 

 

Step 9: Below screenshot shows how to open the Invoice released by the shipping line. 
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2. How to Re-Request for invoices on ODeX  
 

Step 1: Select the Liner Requests option form the Requests menu as shown below. 

Step 2: Invoice requested with Released status will appear as mentioned below. 
 
 
 
 
 
 
 
 
 
 
 

 
 

Step 3: Make the necessary changes and click on SUBMIT 
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Step 4: Below confirmation will be displayed once the request is again submitted. 

 
Step 5: Invoice once released will be displayed on the dashboard. 
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3.  How to make invoice payments through ODEX 
 

Step 1: User visits www.odexglobal.com and selects the ePayment option with the 

correct location from which the invoice would be released. 

 
Step 2: Enter the BL number as shown below and proceed. 

 
 
 
 
 
 

Select the location and proceed further 

Enter the BL number here and track the request 

http://www.odexglobal.com/
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Step 3: As shown below, select the invoice number for which the payment needs to be done 
 

 
 

Step 4: Click on quick pay option to proceed further for the payments. 
 

 
 
 
 
 
 
 
 
 
 
 
 



11 

 

  
 

 
 ODeX India Solution Pvt. Ltd. - Confidential & Proprietary    

Step 5: Click on continue after confirming the amount from the below summary 
 

 
 
Or Agent can assign the Payment to the Consignee or Shipper by clicking on the Third Party option. 
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Step 6: Select the bank from which you wish to make the payments. 

 

 
 
 Step 7: In case of VAN account, please select the VAN option and proceed for payments 
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Step 8: Payment processing screen will appear on ODeX. 

 
 Step 9: Payment made through ODeX will reflect on the dashboard as shown in the below screen. 
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4. How to add an invoice manually and make a payment  

Step 1: In case the invoices are provided directly or provided at the counter, below process to be 
followed to add the invoice manually and to initiate the payment. 

Select the invoices option from the menu and then click on liner invoices 

 

Step 2: Select the ADD Invoice. 
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Step 3: Select the Add Invoice tab as per the below screen 

 
Step 4: Update the Invoice number, amount mentioned on the invoice, and other mandatory 
information, upload the invoice copy received and click on quick pay 
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Step 5: Below summary page of the invoice amount would appear after adding the 

invoice manually. Click continue to proceed further which will direct you to payment mode 

option. 

 

 
 
 

The payment process remains the same as mentioned in the above payment process flow. 

 

Please note if agent has assigned the Payment to the actual consignee / shipper using Third Party 
option so the 
payment request will be visible on the Consignee / Shipper request dashboard to proceed further with 
the Payments 
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5. Payments – Frequently Asked Questions (FAQs) 
 
What are the modes of Payment? 
Ans: There are 3 modes are available named as  
A) Net Banking 
       B) Virtual Account (VAN) and  
       C) ODeX Pay Later (OPL) 
 
2. How to track the Payments? 
Ans: A) The ODeX Payment can be tracked using the main dashboard by entering the BL Number. 
         B) Go to Track Payment >> Click on more option available on top right >> Select Status >> Search 
 
3. Bank is not available in drop down then how to process the payments? 
Ans: Please write an email to support to create the VAN account. From there customers can process 
the payments. 
 
4. What is VAN and How customers can use this accounts? 
Ans: Virtual account number, ODeX will provide this facility to do the payments to multiple 
stakeholders on the  
platform. With Zero payment failure and 24 X 7 availability. 
 
5. In case payment is not reflected then whom to contact? 
Ans: Please write an email with the details of the payment to ODeX support. They will help you with 
the steps to follow. 
 
6. Payment is processed but DO is not received? 
Ans: Check status on screen payment is approved then contact to Hapag team after the working TAT. 
 
7.Consignee process the Payments? 
 Ans: Please register one time consignee on ODeX and from there they can process the payments or let 
the consignee give the authority to the agents. 
 
8.ODeX VAN amount to be credit in advance? 
Ans: VAN is Zero balance account and no need to put advance money in this account. At the time of 
shipment put the exact amount and process from there. 
 
 
9.ODeX is third party portal? 
Ans: ODeX is providing the solution on behalf of Hapag. And Hapag has given the authority to process 
the Invoice, Payment and Delivery order.  
 
 10.Bulk Payment Options? 
Ans: In ODeX you can select multiple invoices in one go and process the payments.  
Also, customer will get entire reconciliation on single click and export the same from the UI. 
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11.Can customer process the partial payments? 
 Ans: No, customer need to process the full amount mentioned in invoice to proceed for successful 
transaction. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


