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	IP Outbound Work Instruction
Owner: Director - Operations
Department: Operations



	 Brief
	Work process and procedure for IP Outbound Shipments. 


	Purpose
	1. To standardize the process of IP Outbound Shipments. 
2. To provide a guide for employees working on IP Outbound Shipments. 

3. To ensure employees are able to perform as per company expectation and department’s key performance indexes.
4. To maintain integrity of work, commitment time and quality of work to customer.


	Responsibilities
	1. Handler – Hub are responsible for receiving shipments from Station Couriers & Linehaul / SSC Couriers.

2. Data Encoders are responsible for creating IP outbound shipment labels, manifesting, sending pre alert and checking versus report. 
3. IP Handling Team is responsible for checking, sorting, scanning, repacking, preparing needed shipping documents and arranging IP outbound shipments.
4. Security Executive is responsible for checking the shipments that goes thru the x-ray machine, security sticker, vehicle documents and Seal/Tag prior to departure for airport.
 

	Definition of terms


	1. CONS refers to Consolidate
2. DEO refers to Data Encoders or Data Entry Staff
3. Docs refers to Documents

4. Non – Docs refer to Non Documents 

5. AWB refers to Airway Bill
6. HOP / COMM / STAT77 refers to codes in scanning

7. MDE refers to Manifest Data Entry.

8. DHL refers to the name of the carrier company.

9. EK / SV refer to as flight code of the airline.

10. FCC refers to the name of the carrier company.

11. IP refers to International Priority



	Detailed Procedure/Steps

	1.  Processing International Outbound Shipments

1.1 Handler Hub receives IP outbound shipments, and makes necessary scans.
1.2 Handler Hub segregates Docs from Non Docs, Domestic from IP Outbound Shipments, forward IP outbound shipments to IP outbound handling area.

1.3 IP Handling Team checks Non Docs for Documentation requirements.

1.3.1 If International Shipping Documents are required and are not available, shipments will be held in Hub until further notice and a corresponding end of day list of held shipments will be forwarded via email to Origin Station or SSC, CSD, Sales and Billing Center. 
1.3.2 If Documents are not needed or if needed but are complete will proceed to process.
1.4 IP Handling Team pulls out AWB copies from the IP Outbound shipments, the copies are;
1.4.1 Manifest Copy - ( forward to Billing Department)
1.4.2 Cash Copy (If SSC remove this copy then get the Destination Copy) – for DEOs File.
1.5 IP Handling Team sorts IP outbound shipments and AWB to the following:
1.5.1 AE – UAE

1.5.2 BH – Bahrain

1.5.3 OM – Oman

1.5.4 QA – Qatar

1.5.5 Others

1.6 IP Outbound Shipments sorted to AE, BH, OM, and QA will use the same SMSA AWB.
1.7 IP Outbound Shipments sorted to Others need to have DHL labels and repack in DHL flyers.

1.7.1 Processing IP Outbound Shipments sorted to Others.

1.7.1.1 IP Handling Team sorts the shipment and AWB into Docs and Non-Docs arranged in every 15 minutes or depends on the arrival rate of shipments and capacity of DEOs.

1.7.1.2 IP Handling Team handover pulled out AWBs to DEO.

1.7.1.3 Data Encoder prints the labels of whole batch, and returns to IP Handling Team.

1.7.1.4 IP Handling Team repacks the shipment in DHL flyers, stick the corresponding DHL label on its back side and put the SMSA AWB as well as other shipping documents in the pouch of DHL flyer. The following should be followed;
1.7.1.4.1 For boxes, stick the labels on the box.
1.7.1.4.2 For multiple shipments, place the label on each piece.

1.7.1.4.3 If DHL flyer is not available, keep the label on the SMSA pouch of the SMSA PAK or envelop, then notify Dubai team to do the repacking. 

1.8 IP Handling Team needs to make separate bags for documents and non documents for shipment going to UAE. 
1.8.1 IP Handling Team ensures that small boxes of non documents are not kept in DOCS bags, but in a separate one, which is together with the other small boxes, to help in expediting clearance and delivery for AE shipments. 

1.9 IP Handling Team make necessary scans in Hub before dispatching shipments to DUBAI such as HOP and COMM scan with flight details and on Master AWBs only with STAT77 transit out. 

1.10  IP Handling Team completes all paper works for the shipments prior to departure from Hub such as

1.10.1 Shipment Declaration in Arabic for Customs

1.10.2 Commercial Invoice in Arabic for Customs

1.10.3 Copy of GACA License, CBV, X-Ray Declaration for Customs

1.10.4 Copy of CR for Customs

1.10.5 Cargo manifest in English for Airline

1.10.6 Commercial Invoice in English for Airline

1.11 IP Handling Team submits the shipments in the hub x-ray
1.12 Security Executive checks the security sticker

1.13 IP Handling Team loads the shipment directly to the vehicle bound to airport.

1.14 Security Executive checks vehicle seal and documents.

1.15 Linehaul – Courier moves the shipments from Hub to airport.

1.16 Linehaul – Courier handover the shipments in Airport together with the      required paper works.  

2. Manifesting International Outbound Shipments
2.1 Data Encoders will start manifesting in Easy Ship.

2.1.1 Data Encoders deletes old data from shipment menu, to start the new work from “zero”.

2.1.2 Data Encoders receives AWB for manifesting in batches.
2.1.3 Data Encoders starts data entry with the countries which needs to have DHL label printout. 

2.1.4 Data Encoders enters AWB data and click on print, it will save on the entry as well as print the label.

2.1.5 Data Encoders gives the labels to IP Handling Team after printing the labels. 

2.1.6 Data Encoders has to complete the label printing before the shipments depart to airport. In other cases follow below guideline;
2.1.6.1 If printing of DHL labels were not finish due to any reason, they need to continue entering the data in easy ship (for shipments which they should have printed labels) but now don’t click on print command, now they have to click on save and close. This is to prevent any label from being generated and instead data will be saved for manifesting purpose.
2.1.7 Data Encoders enters the data for shipment going to AE, BH, OM and QA in the same way by clicking save and close.
3. Exporting Manifest in Excel 

3.1 Once all entries of AWBs are finished, each data encoder will export the data to excel. 

3.2 Data Encoder clicks on “Reports menu”.

3.3 Data Encoder clicks on “List”.
3.4 Data Encoder selects “Shipment” from drop down menu of “view reports by category”

3.5 Data Encoder clicks on “END OF DAY SHIPMENT REPORT”

3.6 Data Encoder clicks on “transfer to file” (a window will open to save the file)

3.7 Data Encoder writes the file name. 

3.7.1 File name must of the following format:

3.7.1.1 Manifest(space)Loc(space)Flight Name(space)Date(space)AWB#
Example: Manifest RUH EK 818 Jan 14 AWB 65845875

3.8 Data Encoder selects excel spreadsheet (*.xls) from save as type, and then click save and ok.
3.9 Data Encoder prepares one CONS for all AWBs they are manifesting.

3.10 Data Encoder applies manifest data entry (MDE) scans on the CONS.

4. Versus Report
4.1 After completing the STAT77 and MDE scans, It is required to run versus report.

4.2 Data Encoder runs STAT77 versus MDE to identify shipments sent to Dubai that is not manifested.

4.3 Data Encoder runs MDE versus STAT77 to identify shipments manifested but not sent to Dubai.

5. Checking if all SMSA AWBs have been entered correctly in Easy Ship.

5.1 Data Encoder exports all AWBs from CONS to Excel Sheet in CONS View menu in CORE.

5.2 Data Encoder copy all AWBs which are in CONS

5.3 Data Encoder opens the manifest file created for the day.

5.4 Data Encoder pastes the AWBS from CONS in manifest file in shipment reference column (A) in the last, keep two (2) rows blank from the manifest data.

5.5 Data Encoder click on column header “A” it will select whole column, then click on conditional formatting, then click highlight cells rule, and then duplicate values.

5.5.1 All the shipments with correct entries will be highlighted in Red. If all are red, your manifest is 100% correct.

5.5.2 Any shipments not highlighted in red will have a problem and should be corrected in easy ship.

5.5.3 After correction, Data Encoder needs to export the data to excel again from easy ship, repeating the above steps again to get the correct manifest. 
6. Doing End of Day in Easy Ship
6.1 Data Encoder clicks on “manifesting” menu on easy ship.
6.2 Data Encoder clicks on “End of day”, this will show the number if AWB ready for manifesting.

6.3 Data Encoder clicks “OK”, this will transfer all shipments having DHL labels to shipment history.

7. Sending Pre alert and manifest to Dubai.
7.1 Data encoders exports all their manifest files.
7.2 Data encoders combine all manifest in one excel file and sends to the following email address:

7.2.1 Riyadh: ruhintlob@smsaexpress.com (group name RUH Intl OB)
7.2.2 Jeddah: jedintlob@smsaexpress.com (group name JED Intl OB)
7.2.3 Dammam: dmmintlob@smsaexpress.com (group name DMM Intl OB)

7.3 Once the shipments are connected, pre alert to be sent to above mentioned email address as per below format.


[image: image1.png]Date
origin Destination

[Total No. of shipments [Total No. of PCs (including MPS)
[airline AWB No Flight No.

INo of PCs (Bags + Loose] | weight

Local Departure Date Local Arrival Date

Local Departure Time Local Arrival Time

[Master CONS Number





8. General Guidelines.
8.1 Do not put any comma “,” in any field during data entry, even if the customer puts comma.

8.2  Actual Shipper City should be written in Shipper address 2. Example: if the shipment originated from Dammam, need to write Dammam in address 2. 

8.3  Shipper Address 3 : Always write “c/o FFC EMC”

8.4  Shipper Country: Always write “United Arab Emirates”

8.5  Shipper City: Always write: Dubai

8.6  Data Encoder to writes only Master AWB in the shipment reference and actual number of pieces in pieces field.

8.7  Data Encoder to click on the service button (available on top of the pieces column) and tick mark duties and taxes billed to shipper. If duties and taxes to be paid by consignee no need to do anything

8.8  Shipment weight column should have values only as multiples of 0.5.

8.9  Shipment Declared Value column for all documents need to be updated as “0”.

8.10 All details in the manifest need to be in upper case / capital letters.

8.11 If sending shipments in more than one carrier AWB. Example: SV or EK AWBs, then a separate manifest should be created for each AWB. One manifest file cannot be used to send Shipments in two or more AWBs.

8.12 Two (2) Copies of invoices required for Non Document Shipments.

8.13 Gold Jewelry (both Artificial and original) is prohibited for international transport.
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