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Information Technology Solutions 

My OOCL Center (MOC), OOCL’s online shipment management tool is a smart and 
intuitive platform, that enables customers to oversee their shipments online, and 
the recent enhancements provide a more intuitive and streamlined user interface 
(UI). The improved platform offers increased visibility into shipment status, along 
with advanced tools for tracking and coordinating logistics, enabling users to 
work efficiently and maintain greater control over their shipments. 

 

 

My OOCL Center (MOC) 
Guide 
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  Key Features & Benefits 

Bookings 
• Submit bookings online 24/7 
• Use templates for faster booking entry 
• Get immediate booking references 

Control Tower 
• End-to-end visibility of all active shipments 
• Track shipments in real time 
• Manage exceptions, enhance your delivery times, and 

streamline your daily operations effortlessly 
• Gain full visibility into shipment data 
• Access commercially sensitive information not available via 

public tracking 
SmartDoc (SI and B/L Functions) 

• Submit SI online with templates 
• Improve accuracy and reduce manual entry 
• Receive draft Bill of Lading (B/L) faster 
• Receive draft and copy B/L via email 
• Request changes and accept drafts online 
• Get Seaway B/L in PDF format 
• Print originals using OOCL stationery 

Email Alerts 
• Receive milestone and exception alerts 
• Stay informed on documentation, booking, and container 

status 
• Get alerts for D&D (Demurrage & Detention) expiry to avoid 

charges 
Automated Reports 

• Customize reports to run daily or weekly 
• Stay updated without logging in 
• Save time and proactively manage shipments 

Smart Folder 
• Centralized document repository 
• Upload documents like B/L, DGD, SI, booking 

acknowledgments with all shipment parties 
Submit VGM (Verified Gross Mass) 

• Submit VGM online for compliance 
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Track & Monitor 

• Submit SI online with templates 
• Improve accuracy and reduce manual entry 
• Receive draft Bill of Lading (B/L) faster 

Inbound Operations 
• Receive draft and copy B/L via email 
• Request changes and accept drafts online 
• Get Seaway B/L in PDF format 
• Print originals and sea waybills using OOCL stationery 

Documentations 
• Receive milestone and exception alerts 
• Stay informed on documentation, booking, and container 

status 
• Get alerts for D&D (Demurrage & Detention) expiry to avoid 

charges 
Finance & Payments 

• Customize reports to run daily or weekly 
• Stay updated without logging in 
• Save time and proactively manage shipments 

Notify & Support 
• Gain full visibility into shipment data 
• Access commercially sensitive information not available via 

public tracking 
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Booking Creation & Submission 

My OOCL Center’s (MOC) new booking form offers a more intuitive platform that is 

easy to navigate and allows you to create a booking in a few easy steps!  

• From the main menu, go to “Plan & Book” → “Bookings”. 

• Choose a booking method (copy from templates, new booking, copy from 

previous booking, or edit drafts). 

• Input your reference number, origin/destination and cargo nature.  

• Utilize either the “Find From Sailing Schedule” or “Intended Vessel Voyage” 

tab. Update the “Search Criteria” section if needed and click “Find Sailing 

Schedule”.  

• A list of available vessel/voyages will populate. Choose your desired sailing 

schedule or vessel by clicking the red “Booking” button under the “Book” 

column. 

• Input the additional booking details such as party information, container 

information, cargo description, etc. 

• Preview the booking request if desired, and when ready submit the request by 

clicking the “Submit Booking Request” button. 

 

 

 

 

 

 

   

Best Practice: 
For best results when 
searching the sailing schedule, 
utilize the Find From Sailing 
Schedule tab. 

Frequently 
Used 
Feature 
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Booking Cancellation Request 

My OOCL Center’s (MOC) booking form supports Booking cancellation requests directly 

from the Booking page, rather than through Service Request 

• From the main menu, go to “Plan & Book” → “Bookings”. 

• Click the “Cancel Booking” button under the “Booking Cancellation” section. 

• Enter the booking number(s) and click “Validate”. 

o You can enter up to 10 booking numbers 

Note: This feature supports both single and batch booking cancellation requests. 
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Service Requests  
 
 

The Service Request feature in My OOCL Center allows you to: 
✓ Request booking amendments (roll, advance, reduce, change of destination) 
✓ Upload delivery instructions 
✓ Upload AES or B13A documents 

 
How to Submit: 

 
• Log into MOC using your username and password. 

• From the main menu, go to “Notify & Support” → “Service Request” → 
“Submit Service Request.” 

• Enter your booking number and click Search. 

• Click the corresponding hyperlink for the desired service request type. 
• Fill out the pre-populated form, then click Submit. 

 

 

Export Service Requests 
 

 

Import Service Requests 
 

 

Frequently 
Used 
Feature 
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Smart Folder 

My OOCL Center (MOC) has a centralized repository called “Smart Folder” that allows 
you to upload and download essential documentation. 

✓ Upload DG documents and Auto Titles 
✓ Download Booking Acknowledgments, Arrival Notices and Invoices 

 
How to Access: 
 

• Log into MOC using your username and password. 

• From the main menu, go to “Documentations” → “Smart Folder”. 
• Search by entering your booking or bill of lading number and click the 

“Search” button. 
• To upload/download documents click the “Upload” or “Download” button 

under the “Actions” column of the respective document name. 

 
 

 

Additional Notes: 
a. For any additional or unlisted documents, click “Add Document” to include them. 
b. If a document has been previously uploaded (by you or OOCL), do not override 
the existing file. Instead follow the below: 

• Click the “+ Add Document” button at the top right corner. 
• Choose the file from your computer you would like to upload. 
• Select the appropriate “Document Type” from the drop-down menu and click 

the “Confirm” button. 
• Once the upload is complete, the SmartFolder will display the upload date 

and time in the “Uploaded Time” column. 
•  

Frequently 
Used 
Feature 
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  VGM Declaration 

OOCL utilizes the marine terminal VGM submission for cargoes that have a port of 
loading (POL) within the US. For non-US POL or shippers that would prefer to submit 
their own My OOCL Center (MOC) allows you to submit VGM quickly online via My 
OOCL Center (MOC).  

• Log into MOC using your username and password. 
• From the main menu, go to “Documentations” →“VGM Declaration.” 

 

• Enter your Booking Number and click “Retrieve Shipment.” (The system will 
automatically populate your booking and container details needed for the VGM 
submission.) 

• Select the Appropriate Weighing Method -Choose one of the following methods 
and complete the required fields: 

a. Method 1: Enter the total weight of the packed container after it has 
been weighed.  

b. Method 2: A calculator will appear. Enter the weight of the cargo. 
Choose the unit (Pounds or Kilograms). Add the tare weight by clicking 
on the provided calculator option. The system will automatically 
generate the VGM. 

 
 
 

• Complete Required Information 
Ensure the authorized party’s name is entered in capital letters. 
Use the calendar icon to select the cargo weight date. 
Add your electronic signature (e-signature) to validate the declaration. 

• Submit the VGM 
Click “Next.” 
You will have the option to either Cancel or Submit. 
To proceed, check the “I Agree” box. 
Finally, click the “VGM Declaration” button to submit your entry. 

Frequently 
Used 
Feature 
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  SmartDoc – Shipping 
Instructions Submission 

Within My OOCL Center (MOC), you can submit your shipping instructions (SI) 

online through the SmartDoc feature. It features advanced AI technology that is 

designed to enhance accuracy and streamline your documentation process.  

Submitting Shipping Instructions: 

• Log into MOC using your username and password. 
• From the main menu, go to “Documentations”→ “SmartDoc (SI & BL)” on 

the menu bar. 

• Enter the desired booking in the search bar and click the “Create SI” button. 

• On the next screen, enter the SI details in three separate tabs: “Shipment 

Info and Parties”, “Cargo and Container” and “B/L Handling Instructions”. 

Data for some fields will be prefilled from the booking information. Kindly 

ensure that all mandatory fields (indicated with a *) are completed before 

submitting your SI.  

• If you would like to review the SI before submitting, click the “SI Preview” 

button. The preview button will show your SI details in a BL format. 

Additionally, you can also create a template from the SI, save as a draft, or 

cancel the SI. Click the “Submit” button once you are satisfied with your 

inputted data.  

 

 

 

Frequently 
Used 
Feature 
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Also within the SmartDoc feature, you can handle B/L functions such as viewing 

the B/L, accepting Draft B/Ls as well as printing documents online.  

• Log into MOC using your username and password. 
• From the main menu, go to “Documentations”→ “SmartDoc (SI & BL)” on 

the menu bar. 

• Enter the desired booking or bill of lading number in the second search bar 

and click the “Search” button. 

o If you do not already have access, sign up by clicking the “Request B/L Printing” 

button. 

o Click the “OOCL Agreement” checkbox and then click “Submit”. 

• When BL status is B/L Proforma Ready or BL Ready, users can click the + 
icon to expand all the BL documents received.  

• To print the B/L documents. Click the Print icon ( ) under the “Print” 

column. For Original bills of lading, you can choose to print on plain paper 

or OOCL stationery.  

• To amend, accept, or view documents hover or click the 3 dots (…) next to 

the respective B/L number under the “Actions” column and choose the 

desired action. 

• Batch Function: SmartDoc also provides Batch Print function so that users 

can easily print multiple BL documents at once. 

 

 

 

Frequently 
Used 
Feature 

SmartDoc – B/L Functions 
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Project Cargo  
Booking Creation 

My OOCL Center’s (MOC) new booking form offers a more intuitive platform that is 
easy to navigate and allows you to create a booking in a few easy steps!  

• From the main menu, go to “Plan & Book” → “Booking Creation”. 

• Choose a booking method (copy from templates, new booking, copy from 
previous booking, or edit drafts). 

• Input your reference number, origin/destination and choose “Awkward” as the 
cargo nature.  

• Utilize either the “Find From Sailing Schedule” or “Intended Vessel Voyage” tab. 
Update the “Search Criteria” section if needed and click “Find Sailing Schedule”.  

• A list of available vessel/voyages will populate. Choose your desired sailing 
schedule or vessel by clicking the red “Booking” button under the “Book” 
column. 

• Input the additional booking details such as party information, container 
information, cargo description, etc. 

• Enter required and relevant awkward cargo information within the “Container 
Information” section. 

• Preview the booking request if desired, and when ready submit the request by 
clicking the “Submit Booking request” button. 
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Reefer  
Booking Creation 

My OOCL Center’s (MOC) new booking form offers a more intuitive platform that is 
easy to navigate and allows you to create a booking in a few easy steps!  

• From the main menu, go to “Plan & Book” → “Booking Creation”. 

• Choose a booking method (copy from templates, new booking, copy from 
previous booking, or edit drafts). 

• Input your reference number, origin/destination and choose “Reefer” as the 
cargo nature.  

• Utilize either the “Find From Sailing Schedule” or “Intended Vessel Voyage” tab. 
Update the “Search Criteria” section if needed and click “Find Sailing Schedule”.  

• A list of available vessel/voyages will populate. Choose your desired sailing 
schedule or vessel by clicking the red “Booking” button under the “Book” 
column. 

• Input the additional booking details such as party information, container 
information, cargo description, etc. 

• Enter required and relevant reefer information within the "Cargo Information” 
section. 

• Preview the booking request if desired, and when ready submit the request by 
clicking the “Submit Booking Request” button. 
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  Sailing Schedule  

 

Within My OOCL Center (MOC), you can view and export sailing schedules as well 

as book directly through the feature. 

• Log into MOC using your username and password. 
• From the main menu, go to “Plan & Book”→ “Sailing Schedule on the 

menu bar. 

• Slowly start typing your origin and destination and then choose the cities 

from the dropdown. 

• Ensure all fields with a red asterisk have the correct information. 

• Click “Find Sailing Schedule”. 

• View and/or export vessel details such as the SI and CY cutoffs, vessel 

arrivals and sailings and service details. 

• If the “Book” button to the right of your desired vessel/voyage is red, click 

it to create a new booking. 

N 

•  
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Control Tower: Shipment Search 
and Review 

 

My OOCL Center’s Control Tower feature within My OOCL Center (MOC) provides a 
variety of information of your active shipments, all within a few clicks. 
 

• Log into MOC using your username and password. 
 

• From the main menu, go to “Track & Monitor”→ “Control Tower on the 

menu bar. 

• Once on the Control Tower Dashboard page you have the ability to: 

o Search shipments by booking, bill of lading, container or reference 

number. 

o View document status, container cargo details. 

o View demurrage and detention details. 

o View transport details based on container(s) milestone. 

o View Task Reminders 

o Create Watchlists 
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Control Tower: Review & Submit 
Documents 

 

Use the Control Tower feature in My OOCL Center (MOC) to monitor the status of 
your documents and quickly review key submission details. 

1. View the current status of various documents in one place. 
2. Check the date each document was last submitted by you. 
3. See when documents were issued by OOCL. 
4. Documents include arrival notices, bills of lading, shipping instructions, 

hazardous documents, auto titles, etc. 
 

• Log into MOC using your username and password. 
• From the main menu, go to “Track & Monitor”→ “Control Tower on the 

menu bar. 

• Insert a bill of lading, booking, container or reference number and then click 

Search. 

• Click the Document Status tab. 

• You can view documents that need to be submitted by you and those 

provided by OOCL. 
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  Rail Pick-up Number  

The easiest way to obtain a pick-up number is via the Control Tower within My 
OOCL Center (MOC).  
Please note that to access the Rail Pick up number online it is required that:  

1. You are a legal party of the bill of lading (consignee or 1st notify only).  
2. Customs status is updated, released and received in our system. 

a. For cargo moving on an IT, the IT arrival is done once the container 
has arrived at the final destination.  

3. All charges are paid, and the shipment is fully released by OOCL. 
 
Obtaining the Pick-up Number: 
 

• Log into MOC using your username and password. 
• From the Control Tower dashboard, enter the bill of lading number and click 

Search. 

• Click on the Transport Details tab. 

•  If available, the rail pick-up number can be found within the IB Inland box 

under the Inbound section. 
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Tracking 
Shipment, Rail and Vessel 

The tracking feature within My OOCL Center (MOC) allows you to track and trace your 

shipments by the container, booking, bill of lading, or reference number. Additionally, you 

can track containers on the North America Rail as well track the vessels your cargo has 

been loaded onto.   

• Log into MOC using your username and password. 

• From the main menu, go to “Track & Monitor”→ “Tracking on the menu bar. 

• Cargo Tracking: Insert a bill of lading, booking, container or reference number and 

then click the “Search” button. 

o You can view the shipment routing, container events (Equipment Activities 

tab) and free time information (Detention & Demurrage tab).  

• Trace North America Rail: Enter container number(s). 

• Track Vessels: Enter the vessel name.  
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Arrival Notice 

The Arrival Notice feature within My OOCL Center (MOC) provides visibility to view 

and print Arrival Notices. 

• Log into MOC using your username and password. 
• From the main menu, go to “Inbound Operations”→ “Arrival Notice” on the 

menu bar. 

• Optional: Insert a bill of lading, container or reference number. 

• Review the date range in the “Estimated Time of Arrival” section, and if 

acceptable, click the “Search” button. 

• From the “Actions” column, you can choose the “Print” icon ( ) to view, 

download or print the arrival notice, or the “Review Revision History” icon, to 

view, download or print the previous and existing versions. 
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Customizing Reports Using 
Report Templates 

With My OOCL Center Reports you have access to 9 standard template reports 
for both export and import shipments including but not limited to: 
 

• Receiving end-to-end milestone updates • Verifying that cargo was loaded on 
vessel • Monitoring import cargo 

 
To utilize these report templates: 

• Log into MOC using your username and password. 
• From the main menu, go to “Notify & Support”→ “Reporting” on the 

menu bar. 

• Click on the Report Templates tab. 

• Under “Customized Report Templates” select the “Standard Templates” 

tab. Select 1 of the 9 reports of your choice and copy the template to “My 

Templates” by clicking on the copy icon under the “Actions” column. 

• Once the standard template is saved under “My Templates,” you can 

modify, view, and email the report. These features are available under the 

“Actions” column. 
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SmartInvoice 

The SmartInvoice feature allows you to search and view invoices. 

• Log into MOC using your username and password. 
• From the main menu, go to “Finance & Payments”→ “SmartInvoice” on 

the menu bar. 

• Invoices will automatically populate on screen. Click the “View Details” 

hyperlink under the “Action” column to view any available details. 

• Click the hyperlink under the “Invoice No.” column to choose the invoice 

type you want to download. 

• To filter down further, utilize the “Search Criteria” section on the left side 

of the page, and search using several search criteria such as bill of lading, 

invoice, or container number, Issue or Due Date, etc.  

o Click the “Show More Criteria” hyperlink, for even more options. 

• To download a list of invoices, click the “Export into Excel” button. 
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Rate & Tariff 

OOCL Tariffs and Rates (including freight and surcharges) for all ocean trades can be 
accessed at www.oocl.com via e-Services or via the My OOCL Center (MOC).  

• Log into   MOC using your username and password. 
• From the main menu, go to “Plan & Book” → “Rate & Tariff”. 

• On the next screen, click the “Rate and Tariff” button and a new page will open. 

 
 
 

 
 
 
 

• Click the desired tariff “Click Here” link and you will be brought to a log in 
screen. 

• This will require a user ID and password to access the site. This is a separate 
password than the one you utilize to access My OOCL Center. First time users 
will need to click on “Register Now” button. 

• Once you have logged into the website, you will be able to access global rate 
and rule tariff.  
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Managing User Access – 
Creating a New User 

My OOCL Center (MOC) grants company MOC administrators the ability to add 
users and manage access within MOC for each user. 

• Log into MOC using your username and password. 
• At the top right corner of the screen, click on your company name, and then 

“Manage Users Profiles”. 

• To add a user, click “Create User”. 

• Complete all required fields marked with an asterisk (*). 

• Once all required information is entered, click the “Role Permission” tab. 

• Adjust the user permissions by turning the slider tabs on or off as needed. 

• Click “Create” to save the new user.  

• After the user is created: 
• The User ID will appear in the online profile. 
• The system will automatically generate a User ID and send a temporary 

password to the new user’s registered email address. 
 
Note: The Batch Create User option can be used to create multiple users at once. 
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  Managing User Access – 
Updating Role Permissions 

My OOCL Center (MOC) allows Company Administrators to control user access to 
the MOC functions through the user profile management feature. 

• Log into MOC using your username and password. 
• At the top right corner of the screen, click on your company name, and then 

“Manage Users Profiles”.  

• Click the paper and pen Icon next to the desired user. 

• Click the “Role Permissions” tab. 

• Click the toggle switches next to MOC functions you wish to turn on or off 
for the user. 

• Click “Save Changes” at the top of the page. 

Note: If a user is experiencing issues accessing an MOC function such as 
Bookings, Shipment Folder or SmartDoc the administrator should check that the 
user has permission to the function, turning them on/off as necessary.  
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Password Reset 

To reset your password for your un-migrated My OOCL Center (MOC), kindly follow 
the below instructions. 
 

• Please go to our My OOCL Center site. 
 

• Click on the My OOCL Center button on the top right hand-corner of the page. 
 

• Click on the “Having trouble signing in?” link. 
 

• Then click on the hyperlink “Forgot your password?”. 
 

• Enter email address (email address) and click “Next”. 
 

• You will receive a temporary password via email from the system. 
 

https://apc01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fmoc.oocl.com%2Fadmin%2Flogin%2Ful_sign_in_v2.jsf%3FENTRY%3DMCC%26ENTRY_TYPE%3DOOCL&data=05%7C02%7COOCLECOM%40oocl.com%7C13399afa1c4b47ce924e08dcdce59e58%7C7851b4cc2c5c459f96d916731d6b4ca4%7C0%7C0%7C638628125999510465%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=ezWPGsUumBdXl7UhiXoVmr9jZQDO%2BNIXGPVkb5iug1s%3D&reserved=0

