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1 Community e-Platform Overview  
Community e-Platform is a platform for shipper & forwarder to exchange shipment information in 

order to enhance operation efficiency, process workflow and management control. 

 

Our products offer a solution for forwarder to manage shipment data received from shipper & 

airline. 

 

EzySuite Solution allows the user to  

1. Manage shipment booking from Shipper (“Shipper Booking”) 

2. Manage shipment document received from Shipper (“Shipper Booking Document”) 

3. Manage shipment data  

4. Manage shipment tracking status to shipper 

 

Supported document includes: 

1. Shipper Letter of Instruction (“SLI”) 

2. Packing List (“PL”) 

3. Commercial Invoice (“CI”) 

4. Certificate of Origin (“COO”) 

5. Dangerous Goods Declaration (“SDDG”) 

6. Shipping Instruction (“HSO”) 

7. Proforma Invoice (“PI”) 

8. Purchase Order (“PO”) 

9. Export license (“EL”) 

10. Inspection Certificate (“ISC”) 
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2 Getting Started & Log in 
 

1. Key in www.ezycargo.com in the ““““AddressAddressAddressAddress””””    box of the Internet Explorer browser. 
 

Resulting Screen is shown as below: 

 
 

2. Enter your Company ID (to be assigned by GLSHK). 
 

3. Enter your User ID (to be assigned by your system administrator). 
 

4. Enter your password in the “Password””””    field. Your password should be pre-assigned by 
your system administrator and changeable by user. 

 
5. After log in for one hour with no activity of the application, your session will timeout, and 

you will have to log in again. 
 

6. If you forget your Ezycargo password, click on the hyperlink “Forgot Your Password? 

and then submit your company ID and login ID. We will notify you of your new password 
through email shortly. 

 

7. Resulting screen after logging in is shown as below: 
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3 User Guide 

3.1 Accept/Reject Shipper Booking 

3.1.1 Check Shipper Booking from inbox 

 

1. After login EzyCargo, click  icon to view the inbox message. 

 

 

2. If forwarder received a booking from shipper, a message will be sent to EzyCargo inbox.  Click 

 to view the Shipper’s Letter of Instructions Summary. 
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3.1.2 Check Shipper Booking from Air Operation Menu 

1. Click “Air Operation” -> “Shipper Booking” -> “Receive” 

 

2. Click the “SLI Ref. No.” to display the Shipper’s Letter of Instruction Summary. 
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3. Shipper’s Letter of Instruction summary will be shown as below. 

  

 

4. Click the hyper-link in the “Supplementary Document”, a pop up window will be displayed for 

open/download the document. 
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3.1.3 Accept/Reject Shipper Booking 

 

1. In Shipper’s Letter of Instruction summary, fill in the “House Waybill No.” and click “Accept 

Booking” button to accept the booking

 

 

2. In Shipper’s Letter of Instruction summary, click “Reject Booking” button to reject the 

booking. 
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3.1.4 View Shipper Booking Version Summary 

1. Click “Air Operation” -> “Shipper Booking” -> “Receive” 

2. Click the “Ver.” of the selected shipper booking 

3. The shipper booking version summary will be shown 
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3.2 Manage Shipper Documents 

3.2.1 Assign AWB and send document(s) to pouch 

1. Click “Air Operation” -> “Shipper Booking” -> “Receive” 

2. Fill in the “AWB No.” in selected shipper booking record and press “Save” button. OR 

3. Select multiple shipper booking records and fill in the “AWB No.” at the top of the list and 

then press “Save Selected” button  

 

4. After click the save button, and dialog box will be prompted as below for you to send 

document(s) to pouch.    
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3.2.2 View document(s) in Airline/Forwarder Pouch 

1. Click “Air Operation”->”Ezyfreight” 

2. Input the searching criteria and then click “Search” 

3. Click  of airline pouch/forwarder pouch to view document(s)  
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3.3 Manage Shipment Data 

3.3.1 Create FWB 

1. Click “Air Operation” -> “Shipper Booking” -> “Receive” 

2. Click “FWB” of selected shipper booking, it will re-direct to the FWB function and some 

information will be pre-filled in the FWB 
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3.3.2 Create ISAC 

1. Click “Air Operation” -> “Shipper Booking” -> “Receive” 

2. Click “ISAC” of selected shipper booking, and a dialog box will be prompted as below 

 

3. Fill in the Air Waybill information and click “Save”, it will redirect to House Air Waybill 

function. 
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3.3.3 Send House Waybill (FZB) to shipper 

1. Click “Air Operation” -> “Shipper Booking” -> “House Waybill (Shipper)” 

2. Input the searching criteria and then click “Send” 
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3. Click the “HAWB No.”, it will re-direct to the FZB function and some information will be pre-

filled in the FZB 

4. After fill in all the House Waybill information, click “Send” to send FZB to shipper 
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3.4 Shipment tracking status to shipper history 
1. Click “History” -> “Status (Shipper) History” 

2. Input the searching criteria and click “Search” button 

3. The Shipment Tracking Status to Shipper History will be shown 
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3.5 Receive email booking from shipper 
1. There is an option for user to receive email booking from shipper. 

2. To enable this option, click “Option” -> “Company Management”. 

3. Enable the option “Receive E-mail Booking from Shipper” (The booking is sent to your e-mail 

address provided by shipper, not to the e-mail address(es) stored in EzyCargo). 

4. Click “Update” button to confirm receive email booking from shipper. 

 

 

 


