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STEP #3

Click Search Tab and select “I’m an Agent”

Type BL NUMBER or INVOICE NUMBER, (click ADD NEW to search for more than 1 BL or invoice)



STEP #4

Click “Search”

- You can download and share all invoices in this table via email.

• To download invoices → Check ✓ Select invoices, click the PDF logo in the right corner.

• To share invoices via email → Check ✓ Selected invoices, click “Email”,

enter email or click "ADD NEW" to send more than 1 email.

An email will be sent to your email ID with a PDF invoice attached.

An email prompt will appear successfully



Approval Required - All invoices in this table require approval from the consignee so you can 

view or download the invoice.

• Check ✓ Selected invoice

• Enter your email & Consignee email (click "ADD NEW" to send to more than 1

email) to request approval.

• An email prompt will appear successfully



• Once the Consignee approves / rejects your request, you will receive an email

notification to the email ID entered.

• Check the table "Open Invoices Requesting approval", the status changes to "Pending

Approval ".

• If "Rejected", the status will change to "Request Denied",

• If "Approved" then the invoice will be moved to the "Approved Invoices" table and ready

for download.


