
 

 

Export  

On – Boarding Kit (Ocean)  

 
 

 

 

 

 

 



 

 

 

 

 

 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                    Customer Contact Directory:  

                 • Export CS - ph.export@maersk.com  

•               Collectors:  

                ph.collection@maersk.com (Credit) 

sea.          Sea.cash.collections@maersk.com (Cash) 

- (            -statement of account and hold order query)  

 

                Contact Number:  

                Trunk Line: (02) 2823 13126  

Toll           Free: 180011102911  

 

mailto:ph.export@maersk.com
mailto:ph.collection@maersk.com


 

Export Process  

Shipping has never been this easy 

 

➢ Login with your Maersk account  

➢ Click on Book and then Ocean Transport (Containers).  

 

➢ You can also duplicate a booking, by searching the old booking number then select Duplicate.  

 

 

 

 



 

 
 

 
 

➢ Fill in all mandatory fields.  

            Click continue when done 

 

A. Enter Origin and Destination  

 

 

 

 

 

 

 

 

                                                                                                                                                                

 

      B. Commodity: choose a commodity  

category on the drop-down  

 

 

 

 



 

 

 

C. Container Type – Choose from a) Regular Size, b) 

Reefer,      c) Odd Size or d) Shipper’s Own  

D. Weight – indicate close to actual commodity 

weight   (container tare weight should not be 

included) 

 

 

E.  Enter Price Owner and Booked by party 

 

 

 

 

 

If you are not the Price Owner 

➢ tick the option labeled ‘Select a Price Owner’ 

  

 A Search Prompt Appears  

➢ Find the Price Owner 

          By Company Name 

                By Customer Code 

 



 

 

 

 

➢ Enter Booked by Party 

 

 

 

 

 

 

 

                                                          Select your earliest departure date, and click   

                            ‘Continue to book’ 

 

 

 

 

 

 

 

 

 

 



 

 

➢ Select the preferred sailing date.  

 

 

 

 

 

 

 

 

 

 

 

 

➢ You may click “search more sailing options”   

if you wish to see long term sailing dates.  

 

 

 

 

 

 



 

 

➢ Optional – Enhance Your Shipment with our Value Added Services 

                 You can elevate your logistics experience by adding premium services tailored to your needs: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

A. Indicate the preferred depot to withdraw container and scheduled 

date 

 

*** container availability depends on our container audit, which is 

being done every day, you may check our “depot update” in our 

website.  

 

Depot Update Link :  https://www.maersk.com/local-

information/asia-pacific/philippines/local-solutions/inland-services  

 

 

 

 

 

               

➢ You will immediately receive the booking  

number of your shipment. 

 

 

 

 

 

https://www.maersk.com/local-information/asia-pacific/philippines/local-solutions/inland-services
https://www.maersk.com/local-information/asia-pacific/philippines/local-solutions/inland-services


 

 

 

 

 

How to amend booking? 

 

➢ Log in to your account, input BL number in the ‘View details’, then search 

 

➢ Click the Amend booking button 

 

 

 

 

 

 

 

 

 

 



 

 

SUBMIT VGM (Verified Gross Mass) 

 

➢ Ensure Timely VGM Submission  

Make sure to submit your Verified Gross Mass (VGM) before the  

terminal cut-off time. Late submission may result in: 

• Container shut out 

• Offloading from the vessel 

 

You can find the latest export vessel LCT (Loading Closing Time) directly on our website. 

Link: https://www.maersk.com/local-information/asia-pacific/philippines/export  

 

How to Submit VGM 

➢ Search for the BL Number in the ‘View Details  

 

 

 

 

 

 

 

 

 

https://www.maersk.com/local-information/asia-pacific/philippines/export


 

 

 

 

➢ Seleck the ‘Submit VGM’ 

 

 

 

 

 

 

 

➢ VGM Computation:  

CARGO WEIGHT + TARE WEIGHT = VGM 

 

➢ VGM Method 

‘Cargo weigth added to container’ 
 

 

VGM Weight Discrepancy: 

A weight discrepancy of 1,500 kgs is subject to 

 VGM shut out from the terminal.  

 

A weight discrepancy of 3,000 kgs is subject to  

VGM shut out from the terminal and Maersk will  

impose a weight discrepancy fee of USD 300 

 
 
 

 

 



 

                          All origins will be subject to the following Weight Discrepancy Fee (WDF): 

                          Update - WDF (Weight Discrepancy Fee) | Maersk 

 

 

 

 

 

 

 

 

 

Once you’ve successfully submitted your (VGM),  

a notification highlighted in green will appear  

on your screen. 

 

 

 

Additionally, an email notification will be sent  

to your registered email address confirming the  

successful VGM update. 

 

 

 

 

 

 

https://www.maersk.com/news/articles/2025/04/14/update-wdf-weight-discrepancy-fee


 

 

 

Submit Shipping Instructions 

➢ Search for the BL Number in the ‘View Details’ 

 

 

 

 

     Select ‘Submit shipping instructions’ in 

the summary tab 

 

 

 

 

 

 

 



 

 

 

                          Declare your shipment’s document type and the transport     

                            document receiver in the document properties field. 

 

 

 

                 DOCUMENT TYPES  

1. For Seawaybill – select ‘Waybill – Shipped on Board’  

2. For Original   Bill of Lading (OBL), select either:  

• ‘Bill of Lading – Shipped on Board’ (BL date will be date of 

container    

loading)  

• ‘Bill of Lading’ – Received (BL date will be date of gate in) 

 

                    

           Select the Vessel you wish to appear in the Bill of Lading copy 

 

 

 

 

 

 

 

 



 

 

 

➢ For document request, tick YES  

to the details you wish to include in your Bill of Lading. 

 

 

 

 

 

 

 

 

➢ In the ‘Parties’ field, declare the Shipper,  

Consignee and the Frist Notify Party, if needed. 

 

 

 

 

 

 

 

 

 



 

 

 

 

           Payment Details:  

           Update the Payment Terms (Prepaid or Collect) and     

the Bill to Party.  

❖ Prepaid – from origin  

❖ Collect – from destination 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

➢ Declare your shipment’s container details, cargo description,  

mark’s & numbers, and HS code. 

 

 HS CODE: Mandatory to provide HS Code 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

➢ You’ll get a preview of your Shipping Instructions. Check the details then click ‘Submit’. 

 

 

 

  

Manual Amendment request is subject to Manual Amendment fee amounting to 40USD  

 

 

MyFINANCE 

 

➢ After you log in, you will be directed to the Main Page.  

• Select MyFinance  
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➢ MyFinance is a one stop access  

         for your Finance Concerns.  

• View/Download invoices 

• Identify Overdue Invoices 

• Track Paid Shipments 

• Disputes 

• Check Credit Notes and  

       Refund Requests 

• Download copies of  

       Statement of Account 

• Access Paid to Release 



 

 

 

 

    You may use Upload proof of payment directly  

    Or you may seach the BL/ Invoice reference number  

Fill out all required information 

➢ Payment Method (e.g., bank transfer, cheque, etc.). 

➢ Bank/ UTR Cheque Reference (BL Number) 

➢ Currency 

➢ BL number or Invoice number if it is already available. 

➢ Additional comment (Optional) 

- You may include instructions such as:“DND advance payment” 

Contact information 

-Email (Automatically populated using your registered email address) 

- Additional email (optional) - Add another recipient if you want others to receive 

the acknowledgement receipt. 

➢ Submit 

-Once all fields are complete, review the details and click Submit. 

You will receive an acknowledgement email once the payment has been 

validated.  



 

 

 

 Payment Status Definitions  

Incoming Payment – In Process 

       Payment has been initiated and is currently  

       being processed. Posting is still pending. 

 

Payment Accepted – Payment Already Posted 

       Payment has been successfully received and  

       applied to the account 

 

Payment Rejected –  

      Payment was not successfully processed. Please  

      refer to the rejection reason sent via email or coordinate  

      with the Finance team for further assistance. 

 

 
 
         


