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	                                   International Manifesting Work Instructions
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Department: Operations



	Overview
	SMSA requires that the air waybill information for all IP courier shipments be keyed accurately into the MANIFEST system of each service provider and transmitted accordingly for everyday shipments that are moving from connecting HUB.

Keying and verifying must be done at the connecting HUB from the Manifest/Billing copies of air waybill, commercial invoices and any other paperwork.

	Person Affected
	For Export Shipments:

Data Entry Operator: 
· Responsible for entering shipment data of entire international courier outbound.

	Instruction
	Purpose of Manifesting:

· Expedite the customs clearance process.
· Track international shipments.
· Invoice international shipments

· Prevents overages and shortages.
· Support Customer Service/customer inquiries. 

Important: Overages and shortages can cause….

· Loss of revenue.
· Negative customer service

· Impact on relations with customers

· Additional staff, handling, and management follow-up cost

Manifesting Used:

Shipment information for outbound keyed into the Manifest system by origin locations provides the following capabilities:

· Allow the origin, transit, and destination clearance locations to request a manifest.
· Allows regulatory agencies to pre-select and hold shipments for examination.
· Provides tracking information for SMSA Customers.
· Supports pre-clearance for destination countries. 

Important: A manifest is a printout of shipment information that is used to start clearance of an international shipment before it arrives at the destination.
Manifesting Process
1. For SMSA Served Locations:

Manifest for SMSA served international locations is created using SMSA/UPS/DHL system.
Data Entry Operator (DEO) needs to login respective system and start entering “Ship To” and “Ship From” information for each shipment and extract the report by clicking on report tab.
Report will generate all required export information in the form of one manifest file. 

It will reflect SMSA AWB number, Shipper account number, Shipper details, Receiver details, shipment details like contents description, declared value, shipment actual and dimensional weight.
Once manifest is generated, load will be connected to Airport along with the Pre-Alert information by attaching Manifest in Pre-Alert email.
2. For DHL Shipments:

Manifest for DHL served international locations is created using DHL Easy Ship system.

Data Entry Operator (DEO) needs to open DHL Easy Ship application, enter “Receiver” and “Shipper” Information for each shipment and extract the report by clicking on Shipment and then report tab.

Report will generate all required information in the form of one manifest file and link the SMSA AWBs with DHL system. 

Manifest will reflect SMSA AWB number, DHL AWB number, Shipper details, Receiver details, shipment details like contents type, item description, declared value, shipment actual and dimensional weight.
Once manifest is generated, load will be connected to DHL facility without sending any Pre-Alert.
3. For UPS Shipments:

Manifest for UPS served international locations is created using UPS World Ship system.

Data Entry Operator (DEO) needs to open UPS World Ship application, enter “Ship To” and “Ship From” Information for each shipment and extract the report by clicking on report tab ending the entry operation clicking on “End of Day” tab.

Once done, DEO can generate the manifest by visiting www.campusship.ups.com , enter the allotted username and password to SMSA, click on “Quick Start” then click on “Quantum View Manage” and enter the date of data entry on “World Ship”. 

DEO can extract the Manifest file by clicking on “Download as CSV”. Report will generate all required information in the form of one manifest file and link the SMSA AWBs with UPS system. 

Manifest will reflect SMSA AWB number, UPS AWB number, Shipper details, Receiver details, shipment details like contents type, item description, declared value, shipment actual and dimensional weight.
Once manifest is generated, load will be connected to UPS facility in Dubai along with the Pre-Alert information by attaching Manifest in Pre-Alert email.
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