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Update on Pickup Cut-off Time and Revised i-WiLL User Guide 
 

 

Dear Valued Customers, 

 

Thank you for choosing OCS services. 

 

To better accommodate customers’ needs, the cut-off time for on-site pickup has been 

extended from 13:30 to 14:00. 

 

In accordance with this change, the online system operation guide has been updated, 

and the latest version is now available. 

 

Kindly download and refer to the attached updated operation guide and use it as the 

reference for all future operations. 

 

Page 1 to Page 3 : i-WiLL Pickup Order – Online Reservation Guide 

Page 4 to Page 10 : i-WiLL AWB Entry – Completion Guide 

 

If you have any questions or require further assistance, please contact our customer 

service team via email at cshk@ocs.com.hk or by phone at 2334-4441. 

 

OCS HONGKONG COMPANY LTD 

 

24 December 2025 

mailto:cshk@ocs.com.hk
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This three-page manual provides instructions on how to complete the "Pickup Request" process within the i-WiLL system. 

 

In the homepage, click on "Pickup Order". 

 

 

     To search for reservations made within a specific range, please click on "Search". 

     To create a new reservation, please click on "New". 
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Customer CD   Enter "001" in the yellow box. 

Contact Name  Enter the contact person's information. 

Small (Document) If it is a document, please enter the quantity here. 

Medium (Parcel)   For parcels that can be carried with hands, please enter the quantity here. 

Large (Parcel)   ① Enter the quantity of parcels that require a hand cart for transport.   

② Check the box "Need Hand Cart".   

③ In "Nonstandard Size", enter the approximate weight. 

Pickup Date   The date must be consistent with the "Ready for Pickup" date. 

Ready for Pickup  Monday to Friday: The time cannot exceed 14:00.   

Saturday: The time cannot exceed 11:30. 

Other Remarks  Please enter the relevant remarks in the “Nonstandard Size” field  

(e.g. pickup requested before 17:00, if possible). 

 

After completing, click "Register".   

*Note: The order time from Monday to Friday cannot exceed 14:30, and on Saturday it cannot exceed 10:30. 
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     To check a reservation, please return to the search page and click "Search".   

     To cancel a reservation, select the shipment on the left and click the "Cancel" button at the bottom. 

 

 

If you have any inquiries, please feel free to contact our customer service team at 2334 4441. 

Thank you for your support! 
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This seven-page manual provides instructions on how to complete the "Waybill Entry" process within the i-WiLL system. 
 
On the homepage, click on "Air Waybill/Invoice Entry" 
 

 
 
 

     To search for air waybills created within a specific range, please click on "Search". 

     To create a new air waybill, please click on "New" ➡ Select "Air Waybill". 
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1. Shipper:  

     The system will automatically display the registered address provided at account setup, which cannot be modified. 

     If the displayed address is not applicable or a new delivery address is required, please contact Customer Service. 

     Fields highlighted in yellow are mandatory, while white fields are optional. 

 

 
 
 
2. Receiver:  

     To select an address saved in the address book, click the magnifying glass icon and choose the required address. 

     You may also enter the address manually.  

After completing the details, tick the checkbox “Save in the Address Book” at the bottom to save it for future use. 
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3. Importer： 

     If the importer is the same as the consignee, please ignore this field. 

     If the importer is different, click “Importer” to expand the section, untick “Same as Delivery,”  

and enter the importer’s information, or select it via the magnifying glass icon. 
 
 

4. Description of Good(s):  

     Please enter the detailed description of the goods. 

     If the shipment contains multiple items, please list the item with the largest quantity. 

 

 
 
 

5. Shippers Reference No :  

     If there are no remarks, please leave this field blank; otherwise, enter the relevant information as needed. 

 
 

6. Shipment Information:  
Shipment Type : If it is a document, please select "Document". If it is a parcel, please select "Non-Document". 
Number of Packages : Please enter the number of parcels. 
Weight : Please enter the total weight. 
 

 
 
 
7. Optional Service:  
Please ignore. 
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8. Payment: Transportation Charge and Duties & Taxes: 
Shipper    : Sender pays. 
Other – Importer (Non Account) : Recipient pays. 
World Account   : Recipient monthly billing  

 (You must enter the billing account number in the "Billing Account" field. The   
 format for the three spaces is: WJP 0000 001). 

 

Once completed, click "Register" ➡ Preview the screen ➡ After checking for accuracy, click "Ok". 

    Once you click “OK,” an AWB number will be generated and the contents will be locked and cannot be modified. 

      If changes are required, please go to the “Search” screen, select the relevant AWB, and click “Copy.” 

 The system will automatically generate a new AWB number. You may delete the original AWB or keep it for future use. 
 

 
 
In the pop-up window, the PDF file of the Air Waybill (AWB) will be displayed. 

     For 1 piece, 2 pages will be displayed; 

     For 2 pieces, 3 pages will be displayed; 

     For 3 or more pieces, (total number of pieces + 1) pages will be displayed. 

 
 
Please make sure to print all pages. 
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If the shipment consists of only one piece: 
 

     Please place the two printed Air Waybills (AWB) together with two sets of invoices (Invoice)  

into a transparent document pouch and attach it to the shipment. 

※ For documents only, invoices are not required. 

※ If you need a transparent document pouch, please feel free to contact Customer Service。 

※ For customers requiring an OCS signature for their files, please print or copy this page to serve as a standalone signature page. 

 

Page 1 Page 2 

Lower section: Delivery Receipt Lower section: Blank 

 

 

 

 

Only one piece 

For documents only, invoices are not required 

Invoice (1) Invoice (2) 
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If the shipment consists of two or more pieces: 

     Please place the AWB with “Piece ID 1”, the final page without a Piece ID (lower section blank),  

 and two sets of invoices together into a transparent document pouch, and attach it to the first piece. 

 

    Please ensure the Piece ID is facing outward so that it can be easily scanned. 

 

     Attach the AWB with “Piece ID 2” to the second piece. 

 For the third and subsequent pieces, please attach the corresponding AWB with the relevant Piece ID in the same manner. 

※ If you require a transparent document pouch, please feel free to contact Customer Service. 

※ For the location of the Piece ID, please refer to the diagram below. 

※ For customers requiring an OCS signature for their files, please print or copy this page to serve as a standalone signature page. 

 

First Page 
 

Page 2 and subsequent pages  
 

Last Page 
 

Including 1st Piece ID Including the 2nd and subsequent 
Piece IDs 

No Piece ID; bottom half is blank 

Place the final page of the waybill 
and two sets of invoices into the 
clear pouch, then affix it to the 
outside of the first package. 
 

Affix the waybills for the 2nd and 
subsequent Piece IDs onto the 2nd 
and all following pieces of cargo. 

Follow the same procedure as the first page. 

 

 

 

 

 
 
 
 
 

 
 
 
 

 
 
 
  

 

Piece ID 

 

If the shipment consists of two or more pieces: 

Invoice (1) Invoice (2) 
Last Page First Page 

Including the 2nd 

and subsequent 

Piece IDs 
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     To search for an air waybill, please return to the search page and click "Search".   

     To cancel an air waybill, select the waybill on the left and click the "Cancel" button at the bottom. 

 

 
 
If you have any inquiries, please feel free to contact our customer service team at 2334 4441.  
 
Thank you for your support! 


