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Part A – Administration

➢ Reset the Password

➢ Add a new User

➢ Change group administrator

➢ Email subscription
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Part A – Administration

➢ Reset the Password

▪ Visit OOCL Homepage WWW.OOCL.COM

▪ Then click ‘Forgot your User ID / Password or IVR PIN?’

My OOCL Center Usage Guide
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Part A – Administration

➢ Reset the Password

▪ Input your User ID → Click ‘Request New Password’ → A new 
temporary password will be sent to your mailbox

My OOCL Center Usage Guide
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Part A – Administration

➢ Add a new User 

▪ If you are the administrator of the company, you can add your 
colleague under your company’s account directly;

▪ If you are a member of the company, please kindly ask your company 
administrator for help.

My OOCL Center Usage Guide
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Part A – Administration

➢ Add a new User

▪ After you login ‘My OOCL Center’, go to Top Menu ‘Administrator’;

▪ Choose ‘User Profiles’ → ‘Create User Profile’
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▪ Inputting 
complete 
information with 
‘*’ is a MUST for 
‘Primary 
Information’  and 
‘Preference’ tabs

My OOCL Center Usage Guide
Part A – Administration

➢ Add a new User
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▪ Select one 
preferred Time 
Zone in 
‘Preference’ tab

Part A – Administration

➢ Add a new User
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▪ Choose the 
‘Standard Access’
→click ‘>>’ 
→ the ‘Standard 
Access’ will appear 
in ‘Selected’ column
→ then click 
‘Confirm’
→ finally click ‘Save’ 

Part A – Administration

➢ Add a new User
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▪ If you want to 
receive the notice 
of the right 
functions, you 
may click ‘E-mail 
Subscriptions’ 
tab, and select 
what you want.

Part A – Administration

➢ Email subscription

12



My OOCL Center Usage Guide
Part A – Administration

➢ Notification Types: 

▪ Sailing Schedule

▪ Booking Request

▪ Shipping Instructions

▪ Bill of Lading Document Manager

▪ Arrival Notice / Advice Note

▪ Invoices and Payment

▪ Reports
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▪ Shipments Exception Alerts

▪ Milestone Notifications

▪ Service Requests, Notifications and To Do Items

▪ Task Reminder

▪ Shipment Folder

▪ New Products / Enhancements
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Part A – Administration

➢ Email subscription

▪ Tips for Booking Request Submission

▪ Notification with PDF attachment
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When you successfully submit a Booking 
Request, automatic email would be sent to your 
registry email address.

If you select this item, draft BL of PDF 
format would be attached in the email.
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➢ Add a new User

After all information input, simply click ‘Save’ and you colleague’s account 
will be added under your company successfully.
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Part A – Administration

➢ Change Group Administrator

▪ If you are the administrator of the company, you can manage user 
group directly;

▪ If you are a member of the company, please kindly ask your 
company administrator for help.
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Part A – Administration

➢ Change Group Administrator

▪ After you login ‘My OOCL Center’, go to Top Menu ‘Administrator’;

▪ Choose ‘User Groups’ → ‘User Group Search’ → ‘Edit’
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Part A – Administration

➢ Change Group Administrator

▪ Fill in the wanted name of new Group Administrator → ‘Save’
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Create New 

Booking 

Request

From 

• Templates

• Drafts

From

• Sailing Schedule

• Shipment Detail

Save as draft 

booking request

Submit booking

request
Process booking

request
Receive booking

receipt

Log on to My OOCL Center.

Go to Booking Request

in My OOCL Center.

221

Administrator 

assigns booking 

request privileges

to users.

Save as booking 

request template

Part B – Booking Request 

➢ Logical Flow Chart
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Part B – Booking Request 

➢ Steps of Booking Request Submission
▪ Rate/Reference Information

▪ Parties

▪ Cargo

▪ Cargo (Reefer Information)

▪ Routing

▪ Container

▪ Trucking and Haulage (Empty Pickup)

▪ Trucking and Haulage (Door Pickup Appointment)

▪ Special Requirements

▪ Document Upload 

▪ Save Options

▪ Booking Request Summary

▪ Submit Booking Request

▪ Booking Request Receipt

▪ Booking Request Receipt Print Page

My OOCL Center Usage Guide
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Rate/Reference Information
• To create a new booking:

Booking → Click Booking Request

• For a new booking request, you will need to: 
- Select a Carrier Rate Type on the 

Booking Request page
- Enter the Carrier Rate Reference 

Number (Whatever is ok but do not 
use “123”)

• Optional: You can add additional user 
reference type information:

- Select the User Reference Type
- Enter the User Reference Number
- Click Add

23



• The Shipper or Forwarder information must 
be specified in the New Booking Request 
page.

• In the Shipper area:

– Enter the shipper information, or

– Click Find Shipper to select the 
company name from a list

• In the Forwarder area:

– Enter the forwarder information, or

– Click Find Forwarder to select the 
company name from a list

• The Consignee information is optional:

– Enter the consignee information, or

– Click Find Consignee to select the 
company name from a list

Parties
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• Contact information is conditional 
mandatory. 

– If phone number is filled, First Name or 
Last Name must be specified

• Note: 

Find party data comes from past submitted 

bookings.  System will search out all types of 

party from BC / BL that  is associated with login 

company. The find party search in 

shipper/forwarder/consignee will give out the 

same result.

Parties
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Cargo
• To select the Cargo type:

– Select the Cargo Nature in the Cargo 
area

– Enter the Cargo Descriptions
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Note: Temperature allowable range depends on the atmosphere 

selected.

Cargo
(Reefer Information)
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• If you previously selected Reefer as the Cargo 
Type, you will need to enter additional 
information:

– Select the Container Atmosphere

– Enter the Temperature and select the Unit 
(of measure)

– Enter the required percentage of CO2 and 
O2, if AFAM

– Enter the Ventilation requirement and Unit
(of measure)

– Select the Sensitive Cargo type from the 
drop-down menu

– Enter the percentage of De-humidity and 
select the Pre-cooling check box, if 
necessary

– Select the Generator Set

– Enter additional remarks if necessary

– Enter emergency contact information if 
necessary

• To add emergency contact to the booking 
request:

– Click Add Contact



Cargo
(Reefer Information)

Max Min

AFAM 25C or 78F -4.5C / 23.9 F

CA 25C or 78F -4.5C / 23.9 F

MA 25C or 78F -4.5C / 23.9 F

Magnum -31C or -24F -35C or -31F

No Preference 25C or 78F -30C or -22F

Reefer temperature allowable range
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Routing
• Routing input is similar to that of the Sailing 

Schedule:

– Enter the Origin and Destination cities 
and countries 

– Origin / destination can be either select 
from list or free input text

– For free input text, select the country

– Select the Vessel Voyage
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Routing
• To specify the intended vessel voyage :

– Select the Intended Vessel Voyage 
radio button

– Enter the Service, Vessel, and Voyage

– Select the Direction
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Routing
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• To specify the vessel voyage from the sailing 
schedule :

– Origin & destination city must be selected 
from list

– Select the Find From Sailing Schedule 
radio button

– Select the Intended Sailing Date or 
Intended Arrival Date

– Sailing within will find all vessels departing 
on or after the date entered within the 
range of weeks selected, regardless of the 
arrival date.

– Arrival within will find all vessels that are 
estimated to arrive on or before the date 
entered within the range of weeks 
selected. Schedules departing prior to the 
current date will not be displayed.

– Click Find Sailing Schedule

– Select a schedule from the Sailing 
Schedule list

– Click Book (Note: schedules out of 7 weeks 
ahead cannot be booked)



Routing
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• The sailing schedule will be displayed on 
the New Booking Request page.

• Note: 

Any Cargo nature can find sailing schedule CY 

Cutoff returned from sailing schedule is based 

on the cargo nature selected in booking i.e. GC 

cargo give GC cutoff, same for RF & DG.



• To specify container details:

– Enter the quantity of containers in the 
Quantity field

– Select the Container Size/Type

– Enter the cargo weight per container in the 
Cargo Weight field

– Specify the type of weight in the Weight 
Unit field

– If the container is a shipper owned 
container, select the Shipper Owned 
Container check box

• To add containers to the booking request:

– Click Add Container

• To remove a container:

– Click Delete next to the container you wish 
to remove

Note: Once weight unit is changed, all of the weight unit in all other 

containers are changed accordingly.

Container
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• Select Merchant (CY) in Door Pickup

• To specify a date to pick up one or more empty 
containers:

– Select the date & time in the calendar 
(Free text input is allowed for all date 
component throughout Booking Request 
page.)

– Select the Time Zone

Note: Frequently Used Time Zone defaults to the one selected in User Profile.

Trucking and Haulage 
(Empty Pickup)
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• To add appointment

– Click Add Appointment

– Enter the required information

– To add the shipper’s address for a 
door pickup appointment:

• Select the Copy from Shipper’s 
Address check box

– Click Save

– Input is saved in the create BR form

• Click Modify to edit a door pickup 
address

Trucking and Haulage 
(Door Pickup Appointment)
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• Click Delete to remove a door pickup 
appointment

• If the appointment detail information 
is not available, user can tick To be 
Advised to by-pass the appointment 
input process.

Trucking and Haulage 
(Door Pickup Appointment)
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• You can add more than one appointment 
if necessary:

– Click Add Appointment to add more 
appointments

• You can add special requirements, if 
necessary:

– Select the necessary options

– Enter remarks for the entire booking

Note: 

1. Appointment cannot be added if all containers have been assigned to 

any appointment 

2. At least one door pickup appointment is needed if carrier (door) is 

selected in door pickup.

Trucking and Haulage 
(Door Pickup Appointment)
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Special Requirements 

• You can add special requirements, if 
necessary:

– Select the necessary options

– Enter remarks for the entire booking
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Document Upload 

• While the customer creates a booking 
request via OOCL.com, an option will be 
available for the customer to attach one 
or more documents to submit with the 
booking request.

• The customers will be able to add or 
remove any attached documents prior to 
final booking request submission.

• System will support any document 
formats as in the Shipment Folder.

Note: Only customer who shipment folder access rights will be able to make 

booking with attachment(s).
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Document Upload

Note: It supports PDF files, 

documents (.doc, .rtf, .txt), 

spreadsheets (.csv, .xls) and 

standard image formats (TIFF, 

JPG GIF and PNG). The 

maximum upload size of a file is 

10000KB. 

• To upload documents:

– Select the Document Name

– This list is same as Shipment 
Folder

– Click Browse

– Select a file to upload

– Represents file is uploading

• To download documents: 

– Click download button

• To delete documents: 

– Click delete button

• To stop uploading: 

– Click Cancel button
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Document Upload

Note: If DG cargo is selected and no DG certificate or preliminary DG 

certificate is attached, will give out a warning message to remind customer 

for submission.

• To add documents:

– Click Add Document

– Maximum allowable number of 
attachment is 20.

• When save as template: 

– Only LOI & Scrap Certification 
attachments will be saved

– For the others, it will not be saved 
due to their validity period.

• When save as draft:

– All types of attachment will be 
saved. 
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• Download Document after submission:

– Download & Delete actions are available in Booking Summary page

– Delete actions are available in Booking Receipt page

Document Upload
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• When you have completed the information in 
your new booking request, you have three 
options:

– Click Save as Draft to submit the booking 
request at a later time.

– Click Save as Template to save the booking 
as a template.

– Click Submit Booking Request to create 
the booking.

– Click Back to navigate to previous page ( 
e.g. sailing schedule, shipment details, 
draft list, template list, search booking).

Note: When you save a new booking request as a template, you have the option of adding the template to your list of Favorite 

Templates or sharing it with users in your company.

Save Options
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• After clicking “Submit Booking Request” you could input more 
email addresses to receive booking receipt copy.

• Please do NOT input “space” after the “;”. 

Submit Booking Request
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• On the Booking Request Summary page, you 
can:

– Click Modify to review and edit 
information

– Click Save as Draft to submit the booking 
at a later time 

– Click Save as Template to save the 
booking as a template

• To process the booking request:

– Optional: Select the I would like… check 
box to receive a confirmation e-mail

– Click Process Booking Request

Note: The e-mail option is defaulted from your User 

Profile. You may select or deselect the option here.

Booking Request Summary
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• The Booking Request Receipt summarizes booking 
information at the time of the request.

• The booking number will be assigned and 
displayed on the booking request receipt.

Booking Request Receipt

Note: “View Templates” Button is only available for 

booking created from template which is desired to 

facilitate creation of another new booking based on 

template.
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• To print a copy of the receipt:

– Click Print

– A tip will be shown about the Printed version 
of receipt

• To save as template:

– Click Save as template

• Different buttons to previous navigation will be 
shown at the bottom of the page.

Booking Request Receipt
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• OOCL booking number is shown at the top of 
the Receipt Page

• The booking number in Booking Request 
Receipt Print Page includes check digit so that 
customers can use it for empty pick up and 
laden return.

Booking Request Receipt Print Page

48



Part B – Booking Request 

➢ How to check previous online submitted Booking Status

▪ Select Booking → Search

▪ Input previously online submitted booking number to search 
booking status, then online download Booking 
Acknowledgement (BA) through action folder

My OOCL Center Usage Guide
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Part B – Booking Request 

➢ How to check booking pending reason

▪ Select Tracking → Shipment Details

▪ Input submitted booking number to search, then you may find 
the booking pending reason.

My OOCL Center Usage Guide
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Part C – VGM Submission, Shipping Instruction and Dangerous Goods 
Documents Submission, BL view and print

➢ How to Submit VGM online

My OOCL Center Usage Guide
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VGM Submission

How to declare the VGM?
http://www.oocl.com/eng/resourcecenter/vgm/howtosubmitvgm/Pages/default.aspx

VGM Guide (English) 
http://www.oocl.com/eng/resourcecenter/vgm/Documents/OOCL_User_Guide_for_VGM_Declar
ation_eSubmission_Eng.pdf

VGM Guide (Chinese 中文)
http://www.oocl.com/eng/resourcecenter/vgm/Documents/OOCL_User_Guide_for_VGM_Declar
ation_eSubmission_Schi.pdf
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Part C – VGM Submission, Shipping Instruction and Dangerous Goods 
Documents Submission, BL view and print

➢ How to Submit Shipping Instruction (SI) online

My OOCL Center Usage Guide
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Shipping Instructions Submission

Check list for SI: 
http://www.oocl.com/hongkong/eng/localinformation/CustomerServiceGuid
e/ExportProcedures/Pages/SI_Guideline_en.aspx
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Shipping Instructions Submission
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Shipping Instructions Submission
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➢ How to Submit Shipping Instruction (SI) online

If you want to submit insert two bookings, you may take below steps as 
example.

My OOCL Center Usage Guide

➢ SI Submission Steps: 
 input one or two booking 
number(s)
add 
input another booking number
add 
fill in all columns with * and click the 
"Validate SI" at the bottom of the page
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BL Type: Original or Sea WayBill?

59

How to choose BL Type 
for Telex Release shipment when submit SI



The answer is: Original + BL Handling Instructions

The left column means if 
you want to show the 
charge of BL
1. Show no charge
2. Show all charges
3. Only show prepaid 

charge
4. Only show collect 

charge
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The answer is: Original + BL Handling Instructions

Column on the 
top means the 
party who will 
get the BL

You may input 
the specific 
quantity of 
copies you want 
in the blank
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The answer is: Original + BL Handling Instructions

For example:
If you want to give the 
forwarder 3 copies 
showing collect 
charges and give the 
consignee 2 copies 
with no charge on BL 
image, you may fill in 
the blank like that

3

2
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Part C – VGM Submission, Shipping Instruction and Dangerous Goods 
Documents Submission, BL view and print

➢ How to find Booking Acknowledgement (BA) / BL copy / Debit 
Notes (DN)

My OOCL Center Usage Guide
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Channel: 

Documentation

↓

Shipment Folder

↓

Shipment Folder 

Search

↓

Provided by OOCL
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Channel: 

Documentation

↓

Shipment Folder

↓

Shipment Folder 

Search

↓

Provided by OOCL

66



Part C – VGM Submission, Shipping Instruction and Dangerous Goods 
Documents Submission, BL view and print

➢ How to order OOCL blank BL paper online

My OOCL Center Usage Guide
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How to order OOCL blank BL paper online
• Documentation → Bill of Lading → Order B/L Stationery
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Part C – VGM Submission, Shipping Instruction and Dangerous Goods 
Documents Submission, BL view and print

➢ How to confirm BL

• Sign in My OOCL Center -> go to menu bar -> Documentation -> Shipment 
Folder -> Shipment Folder Search 

-> Input the B/L Number -> Search

-> click "Provided by OOCL" -> Actions (Process document) 

-> Actions (Accept)

My OOCL Center Usage Guide
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Part C – VGM Submission, Shipping Instruction and Dangerous Goods 
Documents Submission, BL view and print

➢ Attention to OBL print online 

➢ Additional BL copy print

My OOCL Center Usage Guide
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1st time print Original BL: Click the Printer Icon
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Reprint Application & Additional Print BL copy
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Part C – VGM Submission, Shipping Instruction and Dangerous Goods 
Documents Submission, BL view and print

➢ How to search BL and Invoice

▪ Login ‘My OOCL Center’ → Documentation → Shipment Folder →
Shipment Folder Search

My OOCL Center Usage Guide
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Part C – VGM Submission, Shipping Instruction and Dangerous Goods 
Documents Submission, BL view and print

➢ How to search BL and Invoice

▪ Input your B/L Number or Booking Number → Then click ‘Search’

My OOCL Center Usage Guide

▪ Note:  There may be a time delay between our 

BL and Invoice upload Action and its display on 

‘My OOCL Center’ (MOC).  Once you are 

advised by OOCL local team or online chat 

colleagues that the BL and Invoice have been 

uploaded, you may check MOC after a short 

period of time (normally 15-30 minutes).
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Part C – VGM Submission, Shipping Instruction and Dangerous Goods 
Documents Submission, BL view and print

➢ How to confirm & accept BL updated by OOCL

Customer may click BL Draft Ready link under 
Shipment Summary.
Then click Process BL button & click Accept button.



Part C – VGM Submission, Shipping Instruction and Dangerous Goods 
Documents Submission, BL view and print

➢ How to upload Dangerous Goods (DG) Documents

▪ Input your B/L Number or Booking Number → Then click ‘Search’

My OOCL Center Usage Guide
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▪ Choose “Required by OOCL” → Preliminary DG Certificate 

→ Then click upload button under Actions column

My OOCL Center Usage Guide

82



▪ Select the uploaded documents and save

My OOCL Center Usage Guide
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▪ Preliminary DG Certificate is uploaded successfully.

▪ The OOCL Channel at YouTube has been updated with the latest version of 
How to Upload Dangerous Goods Documents to My OOCL Center. This is 
version 3 which now includes guidance on how to upload multiple 
documents at one time.  Watch the video here  

My OOCL Center Usage Guide
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Part D – Online Chat Support

▪ The online chat tool is for the customer to clarify information when 
using My OOCL Center (MOC) or to seek guidance on MOC usage.  

▪ OOCL is trying to provide the customer a clear, concise, and 
professional communication to solve problems.

▪ The online chat tool is not for booking/Bill of Lading amendment 
requirements.  The customer can utilize the module of Service 
Request or send email to local office for making.

My OOCL Center Usage Guide
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Thank You for Your Time!

Acting Green: We take it personally !

for Sustainability

Contact us:
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