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*User ID

*Password

Click "Login"

Click "Air Waybill/Invoice Entry"

Click "New" to create a new waybill.
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*Waibill Only ⇒ 「Air Waybill」

*Both Waybill & Invoice ⇒ 「Air Waybill& Invoice」

Choose one and click "SET".

1. Shipper

Shipper's information has 

already been installed in the 

system.

”*” items must be filled in.

2. Receiver

Fill out receiver's information.If these information is registered in address book, you can 

search it from (A) button. 

〈New Address Registration〉

Check the box and type receiver's information. (B)

It will be automatically registered into the address book.

(B)
(A)
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Address Book

You can see the address book 

after you click (A) button on 

previous page.

On the address book, put in surch 

condition and click the "Search" 

button, then choose the receiver 

and click the "Select" button.

6. Shipment Information

Choose "Product" and "Shipment Type".

Fill in "Number of Pieces".

8. Payment

Choose the payer for 

Transportation Charge and 

Duties & Taxes.

①Making Waybill only: Click "Register". (C)

②Making both Waybill and Invoice in this system:: Click "Invoice". (D)

(C)(D)



Page 5 of 8

1. Login and Creating Waybill & Invoice 4/7

2. Exporter & 3. Importer

If these are same as shipper / receiver, 

you can click "Copy Shipper / Receiver" 

button and copy all information.

2. Exporter & 3. Importer

If exporter is not same as shipper or importer is not same as receiver, 

please fill in exporter's / importer's information (”*” items are neccesary).

If these information is registered in address book, 

you can search it from        button. 

5. Description of Good(s)

Fill in Description, Qty (quantity), Unit (e.g. pcs, set, kg, m), Unit value, and choose 

Incoterms and Currency. If it is the commertial value shipment, please check the 

box next to "Commetial Value".

When you have few kinds of goods, click the "Add" button and fill in another 

commodity.

Click "Register" after finished filling in all information.

〈

If ALL the description information is same, you can register as template.

After

Next time you can use the same information when you search from
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No need to fill in.

No need to fill in.

5. Description of Good(s)

Fill in Description, Qty (quantity), Unit (e.g. pcs, set, kg, m), Unit value, and choose 

Incoterms and Currency. If it is the commertial value shipment, please check the 

box next to "Commetial Value".

When you have few kinds of goods, click the "Add" button and fill in another 

commodity.

Click "Register" after finished filling in all information.

〈Template Registration〉

If ALL the description information is same, you can register as template.

After complete to fill in the descriptions, please click "Register as Template" (E).

Next time you can use the same information when you search from

button. After choose the item, please click "SET" (F).

(E)

(F)
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~

Please confirm that everything is correct, then click "OK".

After click "OK", waybill and invoice are registered.

You can see the waybill number on bottom left of page.

Printing waybill & invoice

Waybill: click "Print AWB", then it will display as a pop-up. Please print out all pages 

of waybill. (the number of shipment cartons + 1 page)

Invoice: click "Print Invoice", then it will display as a pop-up. Please print out 2 sets.
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button. After choose the item, please click "SET" (F).

〈Attachmens Waybill and Invoice〉

DOCUMENT

PARCEL SHIPMENT (ONLY 1 CARTON)

PARCEL SHIPMENT (MORE THAN 2 CARTONS)

Invoice ①

Invoice ①

Invoice ②

Invoice ②


