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House Manifest Validity Check User Guide

Introduction
To facilitate freight forwarders compliance with the CLG best practice on House
Manifest data submission for shipments to US, EU and Canada, AAT has enhanced the

functions under “Create House Manifest” and “Update House Manifest” in AIMS.

The system enhancements include: (1) Message boxes displaying the CLG
recommendations for improving the House Manifest data quality and (2) Validity
check on specific data content for shipments to Canada, US and EU.

Step — by - Step Instructions
(1) Select “Create House Manifest” or “Update House Manifest” function
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(2) Select Export under “Shipment Type”, enter MAWB No. and click the button
“Create” in “Create House Manifest” or enter MAWB No. and click the button
“Query” in “Update House Manifest”
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New Features
Remark: All special character / symbol of “-“ “_”, “/”, “%”, “+”, etc. should not be
used in FHL data.

House Manifest Validity Check User Guide

(1) By placing the cursor in the field for “Commodity”, a message box which
recommends the “Best Practice” would be automatically displayed.

Display Message: *Commodity* - According to the FHL Specification in IATA Cargo
IMP Manual, only the first 15 characters will go into the airline system.
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(2) By placing the cursor in the field for “Destination”, a message box which
recommends the “Best Practice” would be automatically displayed.

Display Message: *Destination* - Under the EU Customs requirements, all goods
bought into the customs territory of the EU must be declared prior to arrival in the
EU.
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New Features
(3) By placing the cursor in the field for “Name” under Consignee Details, a message
box which recommends the “Best Practice” would be automatically displayed.

Display Message: *Name?* - The actual name as it appears on the documentation of
the shipment should be used. No “C/O” and “Freight Forwarder” name to be shown.

|
chd Collection * | Admin - | House Manf. - | mRCL ~[Endiiy -] Truckinfo -~ [ misc - [ muLp ~ | Logout |
reate House Manifest
Name
Address |
|
|
|
|
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|-Se\ect- j ‘ |
[ Add Shipper To Address Book v
BEST PRACTICE: *Name*
-Consignee Details————— - The actual name as it
Consignee [-Select- Tobemaniation of the |
Name (I [ty
Address I: ;ﬁ;mv;?tder name to be
|
| |
| |
| |
city R N
Ctry Code l:l =) Postal Code l:l

(4) By placing the cursor in the field for “Address” under Consignee Details, a
message box which recommends the “Best Practice” would be automatically
displayed.

Display Message: *Address* - The house number and street number should be used.

Schd Collection - [ Admin - | HouseMant. - [ mRct - | Enaury - | Truckinfo - | mise “[muo - [ Logout |
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Name
Address ‘ |
\ |
\ |
\ |
\ |
city ] State L]
I
Ctry Code l:l =) Postal Code l:l
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|-Se|ect— =l | |-Se|ect- =l |
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\ |
\ |
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New Features
(5) By placing the cursor in the field for “State” under Consignee Details, a message
box which recommends the “Best Practice” would be automatically displayed.

Display Message: *State* - For shipments to US, only the two letter code for state is
allowed.

Schd Collection - | Admin - | House Mant. - | mRcL - | Enguiv - [[Truckinfo - | Misc - | muLp - | Logout |

reate House Manifest

Name
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| |
| |
| |
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ciry ] sare |

Ctry Code l:l = Phstal Code l:l

Contact No [-select =1 | | P Splect- x| | |
IfSeIectf j ‘ | |fS lect- j ‘ |
IfSeIectf j ‘ |

I Add Shipper To Address Book

~Consignee Details

Consignee |-Se|ect j

Name | |

Address | |
| |
| |
| |
| | v

City L 1 state [

Ctry Code L= Postal Code | | BEST RRACTICE: “Stare®

Contact Ng [setece ] | goly the o letter code

(6) By placing the cursor in the field for “Postal Code” under Consignee Details, a
message box which recommends the “Best Practice” would be automatically
displayed.

Display Message: *Postal Code* - For shipments to US, only the five digit postal code
is allowed.

- Consignee Details

Consignee | Select j
Name ‘ |
Address ‘ |
city I sote [ ]
Ctry Code l:l ME Postal Code l:l
BEST PRACTICE: *Postal
Contact No I-Se\ect- d ‘ Code™ - For shipments to
Us, only the five digit
postal code is allowed.
For enquires and more information, please email to us at commercial@aat.com.hk, Copyright 2003 ms=mmregncTrermmrar=nghts reserved. Privacy Policy | [
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New Features

(7) Under “Create House Manifest” and “Update House Manifest”, after selecting the
record in the dropdown menu of “Shipper Details”, “Consignee Details” & “Notify
Party Details”, the cursor would be kept at the same place instead of scrolling to the
Top of the Page after auto feeding the information.

- Shipper Details -
Shipper -Select- -
Name

Address

city State [ 1]
Ctry Code L= Postal Code [ ]
Consignee Details

Consignee -Select- -

Name

Address

State [ ]
talCode [ |

city

Notify Party Details
Notify Party -Select- -

Name

Address

City

Country \:’ =] Postal Code |:[
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New Features

(8) Under “Shipper Details”, “Consignee Details” and “Notify Party Details”, after
entering city name in the field of “City”, system will search the database and auto fill
in the corresponding state code in the field of “State”.

When the entered city name is a common name in two or more countries, then, the
state code will auto fill in only if the country code is entered under the field of “Ctry
Code”. For example, Sydney could be in Australia (AU) or Canada (CA).

Shipper Details

Shipper -Select- -
Name | |
Address | |
| |
| |
| |
| |
City [SYDNEY | State
Ctry Code =] Postal Code l:l

Contact No -Select- v | |
|

-Select-  ~

Consignee Details

Consigneg -Select- -
Name | |
Address | |

| |

| |

| |

| |
City [sYDNEY | State
Ctry Code i Postal Code l:l
Contact No -Selact- - |

|
-Select- - | |
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New Features

(9) To facilitate the requirement of US Customs and Border Protection (CBP), a new
field of “SLAC” (shipper’s load and count) is added in the function of “Create House
Manifest”, “Enquire House Manifest” and “Update House Manifest”. And it also can
view in the associated print PDF format. In order to transfer the “SLAC” information,
airlines & cargo agents’ system should be synchronized with FHL version 4 that the
SLAC line was in place. (With reference to the 30th Edition of the IATA Cargo
Interchange Message Procedures Manual (Cargo-IMP) for the FHL message
specification 3.7.6)

It is an optional field, with format in 5 numeric characters, which allows cargo agent
to update the quantity of “smallest external package in AIMS.

Schd Collection ~ | Admin - | House Mant. - | mRCL - | Enquiry - | Iuckinto - | misc - | muLp | Logout
Create House Manifest
 House Manifest Details
Master Air WayBill 618-70564900
House Air WayBil —
Commaodity | |
Origin l:l L] Destination l:l b
] weight(kg) | ]
SPL Code | a | [C=0! C=l a | a | =]
r—
SLAC [ |

For example: Consolidation shipments with 2 HAWBs and pre-packed in 3 pallets
export to San Francisco (USA). In 1° HAWB which contains 1 pallet having 300 items,
the piece & SLAC should be filled:

Schd Collection = | Admin - | House Manf. = | mRCL - | Enquiry - | Truckmmfo - | Misc - | muLD - | Logout
Create House Manifest
r House Manifest Details
Master Air WayBill 618-70564200
House Air WayBill
Commaodity [NEwsPAPER |
Origin ElL= Destination SFO | &
Pieces 1 I Weight(kg)
SPL Code 2 | E | =l pE | pE | =)
SLAC [300 |

In 2" HAWB which contains 2 pallets having 100 items, the piece & SLAC should be
filled:

Schd Collection ~ | Admin ~ | House Manf. ~ | mRCL ~ | Enquiry v | TruckInfo - | Misc - | mULD - | Logout

Create House Manifest

r House Manifest Details

Master Air WayBill 618-70564900
House Air WayBill
Commodity [PRINTED CIRCUIT BOARD |
Origin Destination ME
l Pieces Weight(kg)
SPL Code | L=R e | ha | ha | L=
l SLAC
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New Features

(10) For shipments to destination under “CA”, “US” or “EU”. Validity check would be
triggered when you click “Save”. Checks include “House Air WayaBill”, “Commodity”,
“Consignee Name”, “Consignee Address”, “Consignee City”, “Consignee State”,
“Consignee Country Code” & “Consignee Postal Code”

House Manifest Validity Check User Guide

For example, a House Manifest’s destination is to “FLL” and errors were detected
under “House Air WayBill”, “Commaodity”, “State” & “Postal Code”.

schd Collection ~ | Admin v | House Manf. * | mRCL * | Enguiry ~ | TruckInfo ~

g
4
El
=
=
=}
4
—
=1

Create House Manifest

House Manifest Details

Master Air WayBill 618-70495600
House Air WayBill |123456?89012345678
Commodity |123456?89012345678901234567890 |
Origin M Destination M
Pieces Weight(kg)
r Consignee Details
Consignee |-Se|ect- j
Name [TEST consiGNEE |
Address [TEST CONSIGMEE ADDRESS |
| BEST PRACTICE:
*Address* - The house
| number and street
number should be used.
| \
| |
City state
Ctry Code ME Postal Code l:l
Contact No IfSe\ectf = | | IfSe\ectf =l |
|-Se\ect- = | |-Se\ect- = |
|-Se\ect- j | |
M add At T A Pl

After clicking “Save”, an alert message would be displayed:

W indows Internet Explorer

- HAWE No field allows up to 15 characters (alphanumeric) omnly.
- The Content of goods allows masdmwm 15 characters only.

- Consgnes state field accepts 2 Letter State code (alphabet) only.
- Postal Code field allows up to 5 characters (alphamumeric) only.

:,) Accordmg to L& 14 Cargo IMP manual.
-

Pres: “Confirm™  buton to proceed the save action or  “Cancel”  button to discard the save action

fiEE |

When you click “Confirm”, you can by-pass the alert message and continue saving the
data. Finally, system would perform another validity check on all mandatory field(s)
in House Manifest. If system detects non-compliances, an error message would pop
up. The House Manifest would not be saved unless correction has been made.
(Details would be discussed in (11))
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New Features
(10) When you click “Cancel”, the entered House Manifest would not be saved, the

screen would return to create or update House Manifest function, and you can
continue to edit the House Manifest data.

(11) For all House Manifest, when you click “Save”, another validity check on all
mandatory field(s) would be performed. If system detects non-compliances, an error
message would pop up. The House Manifest would not be saved unless correction
has been made.

For example, if you create an empty House Manifest and click “Save” accidently, an
error message would be displayed:

Windows Intemet Explorer

N

Hawb No cannot be blank

Hawb Org cannot be blank

Hawb Dest cannot be blandk
i_ontent cannot be blandk

Pz cannot be blank

W't cannot be blank

mhipper Mame cannot be blandk
mhipper Addrl cannot be blank
mhipper City cannot be blank
ahipper CtoyCode cannot be blank
Consgnes Mame cannot be bland
Consgnes 8ddrl cannot be blank
Consgnes Ciby cannot be blank
i_onsgnes CtoCode cannot be blank
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Enquiry

Should you have any queries or feedback for technical and operations issue, please
feel free to either contact our Data Processing Team (DPT) at 2949 7617 / email to
DPU@aat.com.hk or IT Department at 2949 7712 / email to itsupport@aat.com.hk.
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