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ANA GROUP

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-WIiLL 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

OCS HONGKONG COMPANY LIMITED
Shop 1 & 2, Ground Floor, Freder Centre, 3 Mok Cheong Street, Tokwawan, Kowloon, Hong Kong.
Customer Service Hotline: (852) 2334-4441
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S i-WiLL Pickup Order — Online Reservation Guide
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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".

ANA GROUP h§ UserlD: HKACSALICE Account Code: PC6013 - A | FAQ & User Guide | Logout |
Home 13 Shipping > My List » Document Download | » Shipment Information
Top Page
View ID: PPCMGO0204M  Ref.Date: 28 Nov2024 21:51

-Wili

Shipping |G| My List ‘§| Document Download Shipment Information

p Shipping Document Download(Export) » Shipment Information/Tracking(Export)

= Air Waybillflnvoice Entry p User ID Management

» Pickup Order » Address Book » Tracking Mofice
p» Tracking Mofice by User

» Address Book Upload
» Address Book Download

» Description Template

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

a a s 3
ANA GROUPF h§ UserlD - HK1CSALICE Account Code: PC6013 - A | FAQ & User Guide | Logout|
Home » Shipping » My List » Document Download | » Shipment Information
Pickup Order Search
View ID:PCSWG0301S Rei.Date: 28 Nov2024 21:52
Search Condition
OrderDate : [26102024  |[EE] - 28112024 | [E] cammyyyy
ﬁ Clear the condition
Order No. Company Section/Contact Entered by Pickup Date Status

4

Total Count: 0
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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.

S ,

ANA GROUP hé UserlD: HK1CSALICE Account Code: PC6013 - A | FAQ & User Guide | Logout|

Home » Shipping » My List » Document Download | » Shipment Information

|Ej Pickup Order Entry

* Customer CD PCSD13— el [CLEAR Regular Pickup Schedule

Company OCS HONGKONG CO LTD Mon Tue Wed Thu Fri Sat

Saction | 1st
*Contact Namgl MR CHAN 2nd

SHOF 182, GIF, FREDER CENTRE, 3
Address Ath
62-68 SUNG WONG TOI RD,TO KWUA WAN

City + Pickup Datd 2o 12024

ddmmyyyy ex)13 OCT 2012 —13102012

View ID:PCSWG0302E  Ref.Date: 28 Nov2024 21:52

Region . Cutoff Time for Pickup Order 14:00
Phone No.1 85223344441 Ready for Pickupi 28112024 I | 14:00 ~ I
Phone No-2 |Please enter the phone number that you can be reached. plhers Need Hand Cart I
Small Medium Large Flease enter weight and size of
(Envelope, Bag) (Heavy,Long) the shipment when itis "Large".
* No. of Pieces — Lﬂl
Total 10Pcs. " Honstandara Sz

OES S

Ex.) Length * Width * Height, Pieces, Packing

Fickup Place Info

Ex.) 4th Floor, In front of the elevator.Call ext. 9999

from reception.

Update: 23 Dec 2025 i-WILL Pickup Order — Online Reservation Guide
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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.

N "9

ANA GROUP h@ UserlD: HK1CSALICE Account Code: PCB013 - A | FAQ & User Guide | Logout|
Home > Shipping » My List » D it D load | » Ship t Information
Pickup Order Search _
View ID: PCSWG03015 RefDate: 28 Nov2024 21:55

Order Date - 09102024 |[E] - [o9102024 | [E] sammyyyy |
m Clear the condition ‘
‘Order No. Company Section/Contact Entered by Pickup Date Status
ToT P -
I ® 6793522-01 g 4ONGKONG CO LTD MR CHAN 0cs 100ct2024 B I
001 m
© 879352101 g HONGKONG CO LTD MR CHAN ocs 100ct2024 BE
001 .
O 8783520- 01 g HONGKONG CO LTD MR CHAN ocs 100ct2024 LS
4 »
Total Count: 3 New 4 Copy * Inquiry * Cancel »

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

Thank you for your support!

Update: 23 Dec 2025 i-WILL Pickup Order — Online Reservation Guide Page 3 of 3
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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"

N> 9

ANA GEOUP hg UserlD: HKACSALICE Account Code: PC6013 - A | FAQ & User Guide | Logout|
Home » Shipping » My List * Document Download | » Shipment Information
Top Page
View ID:PPCMG0204M RefDate: 28 Nov2024 20:33

| '!4/ (17
Shipping |B| My List |g| Document Download Shlpment Information
» User ID Management » Shipping Document Download{Export)  » Shipment Information/Tracking(Export)
p Fickup Order N N

» Address Book » Tracking Nofice
» Address Book Upload » Tracking Nofice by User
» Address Book Download

» Description Template

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".

s ‘ S 1

ANA GROUP hé UserlD: HK1CSALICE Account Code: PC6013 - A | FAQ & User Guide | Logout|
Home > Shipping > My List » Document Download | * Shipment Information

\@\ Air Waybill / Invoice List

— View ID:PCSWG1601S  Ref.Date: 28 Nov2024 20:18

Pickup order will not be registered just by Air Waybill/Invoice Entry
If pickup is necessary, please register from [Shipping]-[Pickup Order] button.

Search Condition

*Entry Date:|13112024 = ‘28112024 | ddmmyyyy Status - @ Al [J Cancel Included O Editing O Issued O Picked up O cancelled

ﬁ Clear the condition
- : Shipment .
User ID Air Waybill No. Type Receiver Section Address Status Entry Date
ANA GROUP Qg UserlD: HKICSALICE  Account Code: PCB013 - A | FAQ & User Guide | 'Logout|
Home . Shipping » My List » D Download  *»
l!i Air Waybill / Invoice Entry
View ID- PCSWG1602E  Ref Date 28 Nov2024 20:19
* Air Waybill Invoice v|| SET
Air Waybill & Invoice A Jump to Top
i
4 »
Total Count:0 N N

Update: 23 Dec 2025 i-WiLL AWB Entry — Completion Guide Page 1 of 7
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1. Shipper:

i-WiLL AWB Entry — Completion Guide

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.

B} Air Waybill / Invoice Entry

* Air Waybill/Inveice | Air Waybi

‘Air Waybill No.

Air Waybill

View ID :PCSWG1602E  Ref.Date: 28 Nov2024 20:19

| All | Shipper | Receiver | Importer | Description of Good(s) | Shipper's Reference No. | Shipment Information | Optional Service | Payment |

E2 1.shipper

*Search Key PC6013001
Tax ID for Customs

Company OCS HONGKONG CO LTD
Country HONG KONG

Postal Code

8 [cLEAR

Section Name

*Contact Name MR CHAN

SHOP 1&2, G/F, FREDER CENTRE,
62-68 SUNG WONG TOI RD, TO KWUA WAN
City .
Region .
“Phone No. 85223344441

Address

Email |

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.

REcsirecs ) _R

| @ Address Book - Google Chrome

| 25 webcsw.ocs.co.jp/csw/EPCMX3801X00001P.do

Search Key | ﬂLEAR Address Book
TaxiDforCustoms | View ID: PPCMX3901X  Ref.Date: 28 Nov2024 20:23
* Company | ‘ Search Condition
* Country v Search Key | | Country - v
Postal Code :-— CLEAR Company Name | |
Section Name | ] Address Type:| | Pickup(P) | Exporter(E) = Importer(l) - Delivery(D} | | Bil To(B)
* Contact Name
‘ - 5 Clear the condition
* Address | ‘
- Code Search Key Company Name Contact Name ‘Address P E I D B
1 bt OCS TOKYO SKY GATE ( KOTO-KU e
Region | ‘ | ﬂ 005 PC6013005 IMPORT CLEARAN TOKYO * *
JAPAN
*Phone No. * For smooth delivery, please enter act L International Air Cargo Ter Narita
U — o P , _p
JAPAN
el N MR TANIMOTO HIROSHI USHIKU-SHI
h = address will be saved as “Delivery”. Please add Address Type "Imporier” at Addre: © 008 PC6013008 ‘Ija?:iﬁkl
] SAGAMIHARA-SHI
D s.mporter | © oo Pceot3009 KANAGAWA .
B3 4.Description of Good(s) JAPAN
OCsSCOLTD KOTO-KU
O o PC6013011 TOKYO * *
Description | JAPAN
PRINCFTON I TN SHIGAYA-SHI h
g . »
3 5.shipper's Reference No.
! - | Total Count: 8 R P
K3 &.shipment Information
“Product | [EX EXPORT ™
* Shipment Type @ DOCUMENT () NON DOCUMENT Commercial Value q

Update: 23 Dec 2025

i-WiLL AWB Entry — Completion Guide
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OCS 3

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.

O z.mporter

u 4.Description of Good(s)

Description | [DOCUMENT

O 5.shipper's Reference No.

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.

E2 6.shipment Information

“Product | |[EX EXPORT A
= Shipment Type| {® DOCUMENT () NON DOCUMENT Commercial Value

*Number of Packages 1

0.5 |kg
Please note that transportation charge is based on the measurement by OCS.

Weight

7. Optional Service:
Please ignore.

Update: 23 Dec 2025 i-WiLL AWB Entry — Completion Guide
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8. Payment: Transportation Charge and Duties & Taxes:
: Sender pays.

Shipper

Other — Importer (Non Account)
World Account

i-WiLL AWB Entry — Completion Guide

: Recipient pays.
: 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".

i. 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.

3 7.opticnal Service

E3 s.Payment

I (@ Shipper () Other

*Transporiation Charge

Billing Account

Section Code

I

() Shipper @ Otner| Importer (Non Account) v | I

* Duties & Taxes

Billing Account

Seclion Code

I

Temporary Registerr

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.

D,

N

OCS 3

Home »

Shipping

» My List

[ Air Waybill / Invoice Confirmation

AWB/INVOICE is registered. 14109493005

Air Waybill/invoice Air Wayhbill

Air Waybill No. 14109493005

| All | Shipper | Receiver | Importer | Description of Good(s) | Shipper's Reference

1.Shipper

Search Key
Tax ID for Customs:
Company

Country

Postal Code
Section Name

Contact Name
Address

city

Region
Phone No.
ExtNo.

Email

2.Receiver

Search Key

Tax ID for Customs

PC&013001

0CS HONGKONG CO LTD

HONG KONG

MR CHAN

SHOP 1&2, GIF, FREDER CENTRE,
62-68 SUNG WONG TOI RD, TO KWUA WAN

85223344441

PC6013005

Company OCS TOKYOQ SKY GATE OPC
Country JAPAN

Postal Code

Update: 23 Dec 2025

135-8527

@ Super Visual

Formade Print - G

* In the event of non-payment by Other,
Shipper shall be responsible for payment.

Osameas Transportation Charge

* In the event of non-payment by Other,
Shipper shall be responsible for payment.

Register 4 Back

aeso [{TIINTICONN) 1=
; | DESTINATION

Air Waybill

Nen Megstishle

ORIGIN

14109493005 JP TYO

[Rece iver [

=== PCE0L

3 005

RS

A
OKYO SKY GATE OPC

p B

s R

TEARANCES DEBT

'SUML

KOTO-]

TCKYO

JAPAN

135-8537

* 81-3-

553

morter

[Dinens ions

i-WiLL AWB Entry — Completion Guide
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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.
X If you need a transparent document pouch, please feel free to contact Customer Service,

X 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

gﬁ
HES

wse |

Hir Naybl 11
e gt b

141139

56

Gl
a
5

acss || HATNINRTANI

TESTINTION

P TYO|

[Surcharge

e e

1 =
Aol Sevice — I—
S — e
oSS AR = = ocS
. . T

Delivery Receipt 14113977286 1
[Shipper [Delivery Receipt
oo Yo 05 EONRG 0 10 Rusher+ 5

gature

Only one piece

Air Wayg‘l:lsl + Air wayt::l: <L Invoice (1) + Invoice (2)

v
%
5

For documents only, invoices are not required

Update: 23 Dec 2025 i-WiLL AWB Entry — Completion Guide Page 5 of 7
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i-WiLL AWB Entry — Completion Guide

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.

I. 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.

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

X For the location of the Piece ID, please refer to the diagram below.
X 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 2" 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 2" and
subsequent Piece IDs onto the 2™
and all following pieces of cargo.

Follow the same procedure as the first page.

—————cso | [NINRNNIIRIN

ocs
o 14114

HE HEG

JP TYO

o |NINATNAIA T

T

i LTINS

ocs§

Delivery Receipt

el Facpt.

411401756

[alTvary Facaigt

Shipger s Referemce

lont emal service e

T - OCsS
Piece ID
Flece 1D
IR ERTD TR =esozgyee=
1/2
If the shipment consists of two or more pieces:
Air Waybill + Air Waybill + BAGCEION 4 RLUTCIEYE
First Page Last Page
% & Including the 2nd
. . ‘- zﬁ; sll.rl]l?s:-)qel.le:t
Piece IDs
1%t Package 2" Package
i-WiLL AWB Entry — Completion Guide Page 6 of 7
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i-WiLL AWB Entry — Completion Guide

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.

|] Air Waybill / Invoice List

Pickup order will not be registered just by Air Waybill/invoice Entry.
If pickup is necessary, please register from [Shipping]-{Pickup Order] button.

Search Condition

View |D:PCSWG16018  RefDate:28 Nov2024 20:28

" Entry Date:[23112024

|[E - 28112024

| Iidmmww

status : ® an ) cancel Included O Editing O 1ssued O Picked up C Cancalled

[ Csearch ]

Clear the condition

Shipment

User ID Air Waybill No. Tuna Receiver Section Address Status Entry Date
l @® HK1CSALICE 14109493005 DOCUMENT OCS TOKYO SKY GAT TOKYO,JAPAN lssued  28Nov2024 I -
HK1CSHARA 14109458554 NON DOCUME OCS TOKYO SKY GAT TOKYO.JAPAN lssued  28Nov2024

() HK1CSHARA 14109458532 NON DOCUME OCS TOKYO SKY GAT TOKYO,JAPAN lssued  28Nov2024

() HK1CSHARA 14109458473 NON DOCUME OCS TOKYO SKY GAT TOKYO,JAPAN lssued  28Nov2024

() HK1CSHARA 14109458403 NON DOCUME OCS TOKYO SKY GAT TOKYO,JAPAN lssued  28Nov2024

(O HK1CSHARA 14109458311 NON DOCUME OCS TOKYO SKY GAT TOKYO,JAPAN lssued  28Nov2024

() HK1CSHARA 14109458263 NON DOCUME OCS TOKYO SKY GAT TOKYO,JAPAN lssued  28Nov2024

) HK1CSHARA 14109458230 NON DOCUME OCS TOKYO SKY GAT TOKYO.JAPAN lssued  28Nov2024

() HK1CSHARA 14109458134 NON DOCUME OCS TOKYO SKY GAT TOKYO,JAPAN lssued  28Nov2024

() HK1CSHARA 14109458064 NON DOCUME OCS TOKYO SKY GAT TOKYO,JAPAN lssued  28Nov2024

(O HK1CSHARA 14109458016 NON DOCUME OCS TOKYO SKY GAT TOKYO,JAPAN lssued  28Nov2024

(O HK1CSHARA 14109457784 NON DOCUME OCS TOKYO SKY GAT TOKYO,JAPAN lssued  28Nov2024

) HK1CSHARA 14109457736 NON DOCUME OCS TOKYO SKY GAT TOKYO,JAPAN lssued  28Nov2024

) HK1CSHARA 14109457692 NON DOCUME OCS TOKYO SKY GAT TOKYO.JAPAN lssued  28Nov2024

4 »
Total Count:21 New L) Copy * Inquiry * Cancel »

Terms and Conditions of Carriage

Privacy Policy Change Password

ERSEAS COURIER SERVICE CO

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

Thank you for your support!

Update: 23 Dec 2025

i-WiLL AWB Entry — Completion Guide

LTO. All rights reserved
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