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1. IBS-WEB Account Registration 
 Open IE or Google Chrome browser to website “http://osms.sf-express.com/osms” 

 Select language option that you prefer to display in “Personal Login” tab, and click on “Register” to register 

your personal account. 

 
 Key in all the credentials to create a new personal account and select “Register”. 

 

http://osms.sf-express.com/osms
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 A pop up window will display to inform that a separate e-mail will be sent for account activation.  

 

 Click on “Activation link” to activate the account in the e-mail. A pop up widow will show up to inform that 

the account has been activated and will automatically redirect to IBS-WEB official webpage.   
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2. Login IBS-WEB 
 Open IE or Google Chrome browser to website “http://osms.sf-express.com/osms” 

 

 Select the language option that you prefer to display in “Personal Login” tab. Key your credential and click 

on “Login” button to login 

 

 A welcome page will display after logging in successfully. Go to the “Order” tab to place order.  

 

http://osms.sf-express.com/osms
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3. Online Shipment Order Placing 
 Go to “Start Shipping” tab to place order. 

 

 There are 3 steps to place online shipment order: Address Information, Package Description, Shipment 

Details. 

Step 1/3: Address Information 

Enter address of Shipper and Receiver and click “Save Address” button to save. 

 

 

Step 2/3: Package Description 

Input necessary information and select desired service. Required items are highlighted in red. Click “Save” to 

confirm. 



6 
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Step 3/3: Shipment Detail 

 Complete the ‘Commercial Invoice’ information. 

 

Preview: will show us the sample of the waybill 
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Reset：All the data that you entered will be deleted and you will see a clean page.  

Save:  Order status will be saved as draft (Please kindly be reminded that this is still an UN-SENT order). You could 

still modify/ change any content on the order.  

Sent:  Order will be sent and confirm as soon as you click the “sent” button. This is un-reversible. Our courier will 

schedule to pick up your order in a timely manner.  

 An “Order Status” page will display after process “2/3: Package Description”, order will be listed in “Draft” 

tab. Click “Submit” to confirm your order. A “Waybill number” will be assigned for your order. 

 

4. Waybill Label and Commercial Invoice: View and Print  
 In “Order Status” tab, select order and choose following actions: 

View: To view and print order 

Cancel: To cancel order 

Printer icon: To view and print waybill label 

Invoice icon: To view and print commercial invoice 
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Waybill label Sample 

 

Commercial Invoice Sample 
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5. Cancel Online Shipment Order  
 In “Order Status” tab, select an order you would like to cancel. Click “Cancel” button to cancel the order. 
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6. Change Login Password 
 Click on login name at a top right corner, select “Password” to change password. 

 

 


