IBS User Manual - Enterprise Account

Registration

Steps for registering as an Enterprise Account on IBS,

1. Please contact our local customer service or sales representative to create your company profile in our
system, and obtain a registration code and an SF credit account number.

2. Use the registration code and account number to start your online registration on IBS.

There are two ways to register an account on IBS.

1. SF Express Korea Official website

v Go to www.sf-express.com/jp/en/

v Click “Register” on the upper-right corner to register

=
(SF’ EXPRESS Home Services Service & Support  About us 0803931111 @ Login\ (®) Back to Previous Version
—

2. IBS Login Page

v Go to http://osms.sf-express.com/osms

v Choose your preference language and click “Register” at the bottom to start registration.

Personal Login Enterprise Login

-.v
] Verycode
Register i
Forgot password ofs
@ @ Help

English >

In the registration page, please select “Enterprise Registration”, fill in the information with *, tick “I Agree

<Service Agreement>", and click “Register”.


http://osms.sf-express.com/osms

Please make sure that you provide the correct registration code and the SF credit account number you
receive from our sales representative.

Personal Registration Enterprise Registration

First Name*

Last Name

Your E-Mail*

Your Country
Registration Code*
Your Credit Account*
Password*

Confirm Password*

I Agree {service agreement }

a. For any error messages, please do not hesitate to contact our sales representative for assistance.
Error x

The Customer A/C No. does not exist.

Ok

b. The dialogue box of “Register Successfully” will pop up, and you may begin shipping with SF!

Info

y Register successfully
Login and place an order

1. Input your username and password on the first page. Choose your preferred language and then
login.



Personal Login Enterprise Login

R Email

a Password

== VerifyCode 0 K n £
e

English >

2. Click “Order” on the left to begin placing order.

(E)E[X;Résg English % ® _

© Order ) ‘Welcome To SF!

3. Choose “Order List” and click “New” button.

(EE)E:@ESE English = (@2 _

© Order (6) Import Date (From) ~ 2017-04-21 11:05 “*  Import Date (Until)  2017-07-21 11:05 “  Waybill#
Template Profile (i Ty Receiver's Name Receiver's Tel
Customer A/C No. Receiver's Country Reference#
Import Orders
Order Status
= Ot Search Reset

" Product List

APS Export [ Print SF logo

Address Book

Print

10 Page1 ofl [v] Displaying 1 to 4 of 4 items




4. There are four steps for placing order. Fill in shipment information. Required items are highlighted
in red.

Address Information -

Esmress Type | Ingernational Econcony Express - Parcel

Shipper's Address Addmess Receiver's Addness Address

| Custamer AT Na. Company Name § i Customer AC No. Campany Name

i Shippers Name Country/Kegion

Heceiver's Name Courtry/Regian

| provinceystate City Frovince/State ity

| shippers address Receiver's Address

| fostal Cade TeleFhone M. TelePhone ha.

| email
Step 2/4 Package Description -
Step 3/4 Shipment Detail -
Step 4/4 -

5. After you have filled in information, there are three options below:
Reset: To clear all data and start over
Save: To save order as draft

Send: To confirm and submit your order

6. If your shipment is successfully submitted, the waybill number and status will be shown as below.

(.S_E)EIX?EEE English v & @ 2 _

@ Order (6) Import Date (From)  2017-04-2113:23 ™ Import Date (Until) | 2017-07-2113:23 ™ Waybill#
2 Template Profile Rt Cone 2y Receiver's Name Receiver's Tel
Customer A/C No. Receiver's Country | Reference#
@ Import Orders
Order Status v
3 Gtz e Search Reset

™ Product List

New APS Export [ Print SF logo

& Address Book

& Print

2017-07-2013:23:00 2017-07-20 13:23:00 View Cancel

10/v| Page1 ofl <] Displaying 1 to 5 of 5 items



7. If you shipment is failed, status will be shown as Error with remark.

O 958820282 CN Error Shipper name is required.
O 958820281 CN Error Shipper name is required.
O 358820280 HK Error Shipper name is required.
Place batch orders
1. Prepare atemplate (Excel, csv or txt)
2. Click “Template Profile” on the left column and press “New” button
@® Order (6)
Template Search Import Template B
2 Template Profile
& Import Orders Template Default Date created

Actions

® Order List

® Product List

& Address Book

& Print

10[v] M4 Page 1  ofl rooM o Displaying 1 to 4 of 4 items

3. Input template name and save. Please note that template name cannot be duplicated.

@ Order (6)

Template Search Import Template m
& Template Profile

®= Order List Map fields| Default Rename Export Delete
Template : 3

™ Product List Map fields| Default Rename Export Delete
Map fields| Default Rename Export

& Address Book
Map fields| Default Rename Export Delete

& Print Save Reset

10[v| Page 1 of 1 (s}

Displaying 1 to 4 of 4 items

4. Select “Map fields” to do the template matching work

Template Default Date created Actions

2017-01-06 10:11:00 Map fields| Pefault Rename Export Delete

5. Select your file and file code. Then input your template definitions. Then submit it.

20170106



Choose file 20150820200516_reebonz_sg.csv | Choose FiIeI IFileCode UTF-8 v I

o. Of Title Row 1 No. Of First Data Row 2

Delimiter , (If the file type is csv,the delimiter is mandatory) Text Qualifier

Show The Attr Mapping(Rakuten)

SF standard fields Customer’s file titles D
Start mapping field with SF information.

Choose field name in your file or input default value.

Show The Attr Mapping(Rakuten)

SF standard fields Customer's file titles Default Remark

Orderld” ® 54 Characters
Order

2nd reference No. ® 24 Characters. 2nd Reference No. for printing only

Credit A/C ® 10 Digits.

Company ® 40 Characters.

Contact @ | | shimwei Wong| 30 Characters.

Telephone * & 20 Characters.

Country ™ & 2 Characters, Country code like CN, US, KR
Shipper

Province/State ® 20 Characters.

City ® 20 Characters.

Address * @ 100 Charactsrs for all shipper address fields.

In addition, you can import your old template mapping as below.

ftHome > Order > Template Profile

Template

Rakuten 2015-10-200g:32:10 Default Rename Export | Me

10 v Page 1 of 1 ]

Import x

File reebonz_csv-20151020224421.xlsx Choose File

El ——mm

When you see the saved screen, you can see all successfully filled in information.



Choose file Choose File File Code GBK. A
No. Of Title Row 1 No. Of First Data Row 2

Delimiter ) (If the file type is csv.the delimiter is mandatory) Text Qualifier

Show The Attr Mapping(reebonz_csv-20151020224421)

SF standard fields Customer's file titles Default

Order1d * salesOrder ® 64 Characters
Ordler

2nd reference No. ® 24 Characters. 2nd Reference No. for pr

Credit A/C ® 10 Digits.

Company @ | Reebonz Pte Ltd 40 Characters

Contact ® 30 Characters

Telephone * ® 20 Characters.

Country * @ | Singapore 2 Characters, Country code like CN, US,
Shipper

Province/State ® 20 Characters.

City ® 20 Characters.

Address * ® 100 Characters for all shipper address fi

Postal Code * & | 534166 10 Digits.

Email ® 50 Characters.

W e e s .

Import orders with your file

® Order (6)

Customize the template

&t Template Profile @ Default

@ Import Orders Choose a file| [] Automatic confirmation

System template

= Order List

™ Product List

& Address Book

(O APS Template (O Single Template O Multiple Template O Shipmax Template

& Print Choose a file Automatic confirmation

APS Template Single Template Multiple Template Shipmax Template

The system supports APS Template, you can download and choose Aps Template when you
import APS Template data file.

System template
) APS Template | O Single Template O Multiple Template (O Shipmax Template

Choose a file Automatic confirmation

Submit

APS Template | Single Template Multiple Template Shipmax Template




10.

11.

Single Template and Multiple Template is the same as APS Template.

Select customize template to edit default template

Customize the template

® Default

Only support the file format: . Choose a file [ Automatic confirmation

Submit

If template is successfully imported, it will show as below.

Upload Order:

20150820200516_reebonz_sg.csv Choose File

Total number:3  Number of success:3 | Number of failures:0

Row Error message

If there is error, it will show error message.

Total number :3  Number of success:0  Number of failures:3

Row Error message
1 The payment is required.
2 The payment is required.

3 The payment is required.

You need to modify mapping template or your data file in accordance with guidance on the web
page. Then, resubmit your data.

When all you data are successfully uploaded, it will show as below.

@ Order (6) Import Date (From)  2017-04-21 14:31 *™  Import Date (Until)  2017-07-21 14:31 ™ Waybill#
# Template Profile Receiver's Company Receiver's Name Receiver's Tel
Customer A/C No. Receiver's Country ~ | Reference#
@ Import Orders
Order Status v
i QT U Search Reset

™ Product List

New APS Export [ Print SF logo
& Address Book

Canceled 2017-07-2013:23:00 2017-07-20 13:23:00 View
Pickup JREEEIE BHEMRE 2017-07-04 16:43:04 2017-07-04 16:43:04 View Cancel
Canceled 2017-07-04 15:47:12  2017-07-04 15:47:12 View
Pickup R=HEE SHEMRS 2017-07-04 15:02:55 2017-07-04 15:02:55 View Cancel

Pickup R==EE SHERS 2017-06-29 15:15:18  2017-06-29 15:15:18 View Cancel




Print AWB and Invoice

1. Select one order or multiple orders

wuery RESEL
Waybill No. Reference No. Receiver's Country
[l 444367403759 RB1018002_fw 5G
7] 444367403440 RE1018001 fw SG
(] 444367402842 RB1018001 fw 5G
O 444364476067 CN

w0 v Page 1 of1 v}

2. Click “AWB” or “Invoice” button.

3. Choose PDF print function to print

— HEi
(SF) express 7 5 5 Origin:
S
—rommnrmnn | US e
11 TChild Waybill No.: 070034502707 BEfFGR-a%
SMother Waybill No.: 070034502707 SE - Parcal
To: Timson Wit AER |Signature WHEAZE
Timson 87383820
Oregon ANTELOFPE Testing road
Date HHj
WMEATE
USA 97001 Dalivery ID
EEER ( Actual Weight ) (KG): & Remarks:
it# & (Chargeable WeightKG):
i % (Freight):
R D0RE % (Add| Services) :INSURE
Shi EitRA R
:dfj‘gz?gpel hed TTL Charge CoD
HEBAIC No.:
ITETRTL |
US:18558011133
11 EMother Waybill No.: 070034502707 — com
From: Brandon SEAEE '
Brandon _ 13800138000 Description | Qty
Guangdong Shenzhen city Manshan District Xuefu, road,
buliding, A cloth+{cotlon) 1
518000
To: Timson HELER
Timson 87383920
Oregon ANTELOPE Testing road
Declarad Value:20.000
Currency USD

FEHS Ref No




INVOICE :
HAWB(EE ¥ 9):
L (TR
£2034332237
From: (Sheper ¥ 5) To:Fecsiera )
Campary: Company:
Contact Nama: Conact Nama:
Brandon Timaon
Address: Addess:
Crina Guangdang Shanzhen city Nanshan Distect USA Oregon ANTELOPE Testing read
Xuehs, 10, buliding, A
Fostcode 518000 Post cose: 97001
Tl No: Ted Nex
13800138000 27383920
DESCRIPTION OF G0CO CUANTITY UNT PRCE VALLE Couny of Odgin]
SRENER u ¥R(us) $W(UD) | grn
ot eation) 1 20.000 20.000 cN
Toiol Gockered Vale ® WS WW: (w2) 20,000
Tems ol Tode(W W £ M): [CIF  [F0B [Josf
Razson For Senaing:
|:ll!(ﬂl)| Dioutm A9
ONeo-2unes RS
REMARKS:
LET
| ety cutdy B Tue ond covest o son EARREND
ILCITES
SBNATLRE. DATE:
TNAELE(ES) HE

If you would like to send a multiple items shipment, please contact our sales team for assistance in
multiple items shipment order registration.

1. Be sure to add a [Total Package] column in an order template.

AF 4G 4H 4T 4T AK AN
6. Shipment
Details 7. Payment of Freight Charges
//"—_‘\\ Third Party
District
Charges 2 Detail 3 Charges / Total Package aelf Pickup Payment Method Code
max =8 max=14 max:Bi max = 3 ‘ max = 70
Shipper JFEOLD

2. According to your data template, change [No. of Packages] in [Template Profile] to Total Package for
data mapping. Please refer to below image.



Country Of Origin *
® Order (6) ountry Of Origin ®
Commodity
HS Cod
it Template Profile oce &®
Harmonized Code &
& Import Orders
AES No. &
™ Order List
Brand @
™ Product List
State Bar Code o
& Address Book
; Model &
= [l Geoods Code &
No. of Packages * Total Package &
Length &
Width o
Shipment
. Height &

3. Imported data can be seen in [Parcel Quantity]

® Order (6) Step 1/4 Address Information

Template Profile
# Template Profile Step 2/4 Package Description

& Import Orders

reference No.1 reference No.2
= Order List
968841771
® Product List Parcel Quantity Currency
& Address Book 3 CNY
o print |
+ Add m Del
HS Code Description Quantity @Unit
Select Shoes 3 &

4. After successfully placing order, waybill number will show up at [Waybill#] column.



@ Order (6) Import Date {From)

Receiver's Company

& Template Profile

Customer A/C No.
& Import Orders

Order Status
- is
® Order List S —

™ Product List

& Address Book

& Print

2017-04-22 11:59 ™

Reset

O
O
O
O
O
O

080006881852(3)

wE

5. Click [Print AWB] to see three AWBs

055400

Import Date (Until)  2017-07-22 11:59 = Waybilz

Receiver's Name Receiver's Tel

Receiver's Country Reference#

AP Expor @ o

GB Madeleine... Draft 2017-07-20 16:16:30
Canceled 2017-07-20 15:15:40

Canceled 2017-07-20 13:23:.00

Pickup IE=iEE SHEERE 2017-07-04 16:43:04

Canceled 2017-07-04 15:47:12

_ Pickup IE==iEis S4B 2017-07-04 15:02:55

= PR X R Services Type
R T e
?**ﬂ Detail I='£|rr.:j='|___\L
X é
Total no. of pes
F#5 : SubWaybill No. 000000000000 Ilg
B8 : Main Waybill No. 444800364887 FHEATE
Deilvery I
EFER B4 o AR 5 ®AH wmEER
Actual Weight(lbs) Additional Services | Charges [Type of Customs Clearance
#NER ERFEER
Vol Weightilbs) Formal/Manifest
WeEER
6. Click [Print Invoice] to see invoice o
(U LT UEERHT MR INVOICE
444800364887
Fromi:ishippery ——— To:(Receiver)
Company: Company:
test test
Address: Address:

Ak B AILE |, BHT | HBARETMEARE=2

Blvd, South Bay, 1B Folcroft, PA
Postal code: 18032
Contact Name:

tester

Postal code: 065400

Contact Name:
yaoyan




