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On-Boarding Kit

Ocean and Logistics and Services
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Tha nk you for c hoosing MCC Tra nsport a nd We lc ome on boa rd!

De a r (Custo me r Na me he re )

It is o ur p le a sure to me e t yo u! We tha nk yo u fo r g iving us the o p p o rtunity to wo rk to g e the r. On

b e ha lf o f MCC Tra nsp o rt, Iwo uld like to we lc o me yo u to o ur On Bo a rd ing Pa c ka g e .

I will b e yo ur sing le p o int o f c o nta c t a s yo u e mb a rk o n yo ur MCC Tra nsp o rt ship p ing e xp e rie nc e .

My e ma il a d d re ss is (e xa mp le ) p h.d o me stic @ mc c .c c o m.sg a nd my p ho ne numb e r 976-9500.

Atta c he d he re a re the d o c ume nts ne e d e d fo r e nsuring a smo o th a nd se a mle ss first c usto me r

e xp e rie nc e with us.

We THANK YOU fo r yo ur b usine ss, a nd lo o k fo rwa rd to wo rking c lo se ly to g e the r in the future .

Yo urs Sinc e re ly,

(CARE Ag e nt Na me he re )

We bsite  

• Bo o king  Pro c e ss

• Ship p ing  Instruc tio n

Othe r Se rvic e s

• Do me stic  Cut o ff a nd  

Sc he d ule

We bsite  

• Ship me nt Tra c king

• Pro d uc t a nd  Se rvic e s

1610-23635165
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Custome r Conta c t Dire c tory

Custome r Se rvic e

Fina nc e Colle c tors

Ope ra tions Empty Pre - a dvise

Ema il Ad d re ss : p h.d o me stic @ mc c tra nsp o rt.c o m.p h

Pho ne Numb e r : (02) 8271 2679 o p tio n 2

Ema il Ad d re ss : p h_d o m_fina nc e @ ma e rsk.c o m

Pho ne Numb e r : (02) 8271 2679 o p tio n 3

Ema il Ad d re ss : p hp re a d vise @ ma e rsk.c o m

Ope ra tions Ga te - IN Pre - a dvise

Ema il Ad d re ss : p re a d vise @ mc c tra nsp o rt.c o m.p h

Fina nc e Pa yme nt

Ema il Ad d re ss : p hilpa yme ntsd o me stic @ mc c tra nsp o rt.c o m.p h
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Loc a l Te rmina l a nd De pot

DEPOT UPDATES
Sinc e  MCC ha s multip le  d e p o ts fo r c o nta ine r p ull o ut a nd  re turn, we  

a re  up d a ting  d a ily o ur d e p o ts o n o ur we b site  to  e nsure  tha t yo u g e t 

the  la te st info rma tio n a nd  b e  a c c o mmo d a te d  whe n yo u re turn a nd  

p ull o ut c o nta ine rs. 

*For Pull out a t MNHPI (Pie r 16) (Dry Conta ine rs Only)

1. Se nd  re q ue st to  p hp re a d vise @ ma e rsk.c o m p rio r p ull o ut o f e mp ty c o nta ine r

2. Ind ic a te  c o mp le te  d e ta ils to  the  re q ue st: 

- Bo o king  Numb e r

- Co nta ine r Typ e , Size  & Co unt

- Truc king  De ta ils. 

*For PRLI One  Stop (Dry a nd Re e fe r)

1. Re q ue st p re -advise for empty pull out on One Stop’s website.
**G uid e line s a tta c he d  o n this e ma il. 

Ple a se  c he c k the  d e p o t up d a te s fro m o ur we b site  

se a la nd ma e rsk.c o m o r via  SEABOT

Here’s how to (Se a b o t) o n Fa c e b o o k me sse ng e r:

1. Go  to  Fa c e b o o k a nd  se a rc h Se a b o t Philip p ine s 

2. C lic k Se nd  Me ssa g e

3. Typ e  Hi a nd  initia lly p ro vid e  p ho ne  #  (mo b ile  o r la nd line ) fo r 

c usto me r c he c king  (fo r first me ssa g e )

4. Type “Depot” and check provided depot update for the day

We b site :

1. Enc o d e  www.se a la nd ma e rsk.c o m in the  a d d re ss b o o k.

2. C lic k Me nu o r this ic o n 

3. Cho o se  Asia  o n lo c a l o ffic e s a nd  c ho o se  Phillippine s

4. Se le c t loc a l solutions > Inla nd se rvic e s > de pot upda te

o r yo u ma y inp ut the  link https:/ / www.se a la ndma e rsk.c om/ loc a l-

informa tion/ a sia / philippine s/ loc a l- solutions/ inla nd-se rvic e s in the  

a d d re ss b o o k to  d ire c t yo u to  the  d e p o t up d a te s.

mailto:phpreadvise@maersk.com
http://www.sealandmaersk.com/
https://www.sealandmaersk.com/local-information/asia/philippines/local-solutions/inland-services
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Ge tting  Sta rte d
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Outbound Proc e ss

Event Client MCCEvent Client MCC

PROVIDE 

BOOKING  

CONFIRMATION

SEND SHIPPING  

INSTRUCTION

PRE-ADVISE 

G ATE-IN 

CONTAINER

BOOKING

DOCUMENTATION

TERMINAL

PROCESSING

BOOK ONLINE

PULL-OUT 

CONTAINER

LOAD 

CONTAINER

PORT CHARGES 

PAYMENT
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Inbound Proc e ss

Event Client MCCEvent Client MCC

INVOICE 

G ENERATION

RELEASE D.O .

DISCHARGE 

CONTAINERS

PRE- ARRIVAL

ARRIVAL

TERMINAL

PROCESSING

SETTLE PREPAID 

CHARGES

PULLOUT 

CONTAINER

PORT CHARG ES 

PAYMENT

RETURN

CONTAINER
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Re g iste r to  

Se a la ndma e rsk.c om
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Re g iste r to  o ur we b site

STEP 1: Click “Log-in / Register” on the 
se a la nd ma e rsk.c o m ho me p a g e .

STEP 2: Fill in Use r De ta ils a nd  Co mp a ny De ta ils

* Whe n c ho o sing  the  lo c a l MCC Offic e :

• Choose “Philippines” then “MCC Domestic” for 
Inb o und  /  Outb o und  Do me stic  b o o king s

STEP 3: Re vie w a nd  tic k Ac c e p t > c lic k Sub mit

STEP 5: Once email address has been verified, you’ll be 
a b le  to  a c c e ss yo ur a c c o unt. 

Re g iste r on our We bsite  

Our we b site  ha s b e e n re -d e sig ne d  fo r a  fa ste r, 

smo o the r ship p ing  e xp e rie nc e . Re g iste r to d a y in just 

five , e a sy ste p s!

STEP 4: Yo u will re c e ive  a n e ma il with a  link to  Ve rify 

yo ur e ma il a d d re ss.
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Pre - Booking  Che c klist

1. Ha ve  sub mitte d  Fo rm 2303 with TIN Numb e r to  o ur Sa le s 

fo r yo ur c o mp a ny to  b e  up d a te d  in o ur syste m.

2. Sa le s c o nfirme d  a nd  p ro vid e d  the  ra te s a nd  Se rvic e  

Co ntra c t Numb e r. The  SC  Numb e r is imp o rta nt to  

e nsure  p ro p e r ra te s will b e  c a p ture d  o nc e  b o o ke d .

3. Ha ve  suc c e ssfully re g iste re d  o nline  to  p ro c e ss the  

b o o king  thro ug h we b site .

4. If yo u ne e d  a ssista nc e  o n the  p ro p e r wa y o f b o o king  

thro ug h we b site , p le a se  c a ll o ur c usto me r se rvic e  a t 

Te l. +63 2 8271 2679  TOLL FREE: 180011102912.

IMPORTANT!

Ple a se  se c ure  yo ur Se rvic e  Co ntra c t Numb e r fro m yo ur Sa le s/ Ac c o unt 

Ma na g e r to  c a p ture  the  c o rre c t ra te s o nc e  b o o king  is p ro c e sse d .
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Find Sc he dule  a nd Pric e s
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Se a rc h for a  Sa iling  Sc he dule

1. G o  to  www.se a la nd ma e rsk.c o m and click “Schedules”

2. Enter Port of Loading and Discharge then click “Search”

http://www.sealandmaersk.com/
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Re quire me nts for Spe c ia l Dry Ca rg o

1. Spe c ia l c onta ine rs (ope n- top, fla t ra c k a nd 

pla tform) – To ta l d ime nsio ns in c e ntime te r (LXWXH) 

a nd  to ta l we ig ht in kilo g ra ms must b e  p ro vid e d  to  

the  Sa le s a c c o unt ho ld e r fo r the  q uo ta tio n.  The y 

will d e te rmine  whe the r c o mmo d ity is In-g a ug e  o r 

Out-o f- G a ug e . 

2. Motorize d ve hic le s, c a rs, buse s, truc ks, lorrie s, 

motorc yc le s, miniva n, se t- up, ne w – This type  o f 

c o mmo d ity will o nly b e  a c c e p ta b le  a s no n-

d a ng e ro us g o o d s if we  re c e ive  a  d e c la ra tio n in 

writing  fro m the  ship p e r tha t the y c o mp ly with 

Sp e c ia l Pro visio n 961 o f the  IMDG  c o d e .

3. Shipper’s Owned Container (SOC) shipments – a  

Le tte r o f Ind e mnity fro m the  ship p e r must b e  

p ro vid e d .

4. Sug a r – SRA p e rmit (Sug a r Re g ula to ry Autho rity) is 

re q uire d  p rio r b o o king  a c c e p ta nc e .

5. Tire s, Tyre s, Rubbe r – c o mmo d ity must b e  ne w to  

se c ure  a  b o o king  c o nfirma tio n.

6. For c e rta in c ommoditie s tha t c a n e ithe r be  DG or 

non- DG suc h a s Lubric a nts, Fe rtilize rs, Fish me a ls, 

Sa lt/ Sulphur/ Ce me nt, e tc – To  d e te rmine  whe the r 

c o mmo d ity is DG  o r a  no rma l Dry Ca rg o , a  va lid  

a nd  c o mp le te  MSDS must b e  p ro vid e d .
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Ma king  Booking s
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Booking  Shipme nts Online
Pie r (CY) to  Pie r (CY)

STEP 1: Click ‘Book New Shipment’. 

Go to the ‘Book’ tab then click on ‘New Booking’

STEP 2: Fill in Booking  De ta ils.

2A. Ente r the  p la c e  o f re c e ip t 2B. Ente r the  d e stina tio n

2C. Ente r 

the  Pric e  

Owne r, 

c lic k ADD 

the n 

Se a rc h o r 

Se le c t

2D. Ente r 

the  d a te  o f 

the  sa iling  

sc he d ule .

*No te  to  

a d just a t 

le a st a  d a y 

p rio r fo r the  

d a te

2E. Ente r the  c o mmo d ity o f the  ship me nt. 

*No te : Tic k o n b o xe s if the  c o mmo d ity 

re q uire s sp e c ia l c o nd itio ns 
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Booking  Shipme nts Online

STEP 2: Fill in Booking  De ta ils.

2F. Ente r the  Co nta ine r Typ e , Size  a nd  We ig ht

*No te : C lic k a b o ve  to  a d d  a no the r 

c o nta ine r type , size  a nd  we ig ht
2G. C lic k Co ntinue

2H. Ente r Se rvic e  Co ntra c t Numb e r

2I. C lic k Co ntinue

STEP 3: Se le c t Sa iling  Sc he dule .
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Booking  Shipme nts Online

STEP 4: Indic a te  a dditiona l de ta ils.

4A. Ente r Emp ty Co nta ine r p ic k up  d a te  a nd  Ha ula g e  Instruc tio ns if a ny

*Optiona l:

Yo u ma y a d d  

a d d itio na l 

p a rtie s suc h 

a s Co nsig ne e  

o r First No tify 

Pa rty

*Optiona l:

Yo u ma y a d d  

a d d itio na l 

p ro d uc t a nd  

se rvic e s to  

yo ur 

ship me nt.

4B. C lic k 

Re vie w 

Bo o king  to  

p ro c e e d  to  

the  ne xt ste p .
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Booking  Shipme nts Online

STEP 5: Re vie w booking  de ta ils.

CONGRATULATIONS! 

Yo u ha ve  suc c e ssfully b o o ke d  yo ur ship me nt. Be lo w a re  the  turn a ro und  time  fo r se nd ing  o f 

b o o king  c o nfirma tio n:

Dry: 5 – 15 minute s

Re e fe r: 2 ho urs

DG : Onc e  MSDS o r Initia l MDG F ha s b e e n a p p ro ve d  b y the  DG  Te a m. 

*Optiona l:

Yo u ma y a d d  

a no the r 

b o o king  

c o nfirma tio n 

re c ip ie nt.

5A. C lic k 

Ac c e p t Te rms 

a nd  Sub mit 

Bo o king  to  

p ro c e e d .



Classification: Internal

Booking  Shipme nts Online
Door (SD) to  Door (SD) DRY

STEP 1: Click ‘Book New Shipment’. 

Go to the ‘Book’ tab then click on ‘New Booking’

STEP 2: Fill in Booking  De ta ils.

2A. Ente r the  p la c e  o f re c e ip t 2B. Ente r the  d e stina tio n

2C. Ente r 

the  Pric e  

Owne r, 

c lic k ADD 

the n 

Se a rc h o r 

Se le c t

2D. Ente r 

the  d a te  o f 

the  sa iling  

sc he d ule .

*No te  to  

a d just a t 

le a st a  d a y 

p rio r fo r the  

d a te

2E. Ente r the  c o mmo d ity o f the  ship me nt. 

*No te : Tic k o n b o xe s if the  c o mmo d ity 

re q uire s sp e c ia l c o nd itio ns 
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Booking  Shipme nts Online

STEP 2: Fill in Booking  De ta ils.

2F. Ente r the  Co nta ine r Typ e , Size  a nd  We ig ht

*No te : C lic k a b o ve  to  a d d  a no the r 

c o nta ine r type , size  a nd  we ig ht
2G. C lic k Co ntinue

2H. Ente r Se rvic e  Co ntra c t Numb e r

2I. C lic k Co ntinue

STEP 3: Se le c t Sa iling  Sc he dule .
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Booking  Shipme nts Online

STEP 4: Fill in Loa ding  Addre ss.

4A. Ind ic a te  lo a d  a nd  d a te  time  o f c o nta ine r/ s

4B. Clic k Ad d  Ne w Ad d re ss

4C. Ind ic a te  c o mp le te  

d e ta ils whe re  c o nta ine r 

sho uld  b e  p o sitio ne d

4D. Clic k Ad d

NOTE: After clicking “Select”, below boxes will appear. You may indicate any special instruction
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Booking  Shipme nts Online

STEP 5: Indic a te  a dditiona l de ta ils.

*Optiona l:

Yo u ma y a d d  

a d d itio na l 

p a rtie s suc h 

a s Co nsig ne e  

o r First No tify 

Pa rty

*Optiona l:

Yo u ma y a d d  

a d d itio na l 

p ro d uc t a nd  

se rvic e s to  

yo ur 

ship me nt.

4B. C lic k 

Re vie w 

Bo o king  to  

p ro c e e d  to  

the  ne xt ste p .
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Booking  Shipme nts Online

STEP 6: Re vie w booking  de ta ils.

CONGRATULATIONS! 

Yo u ha ve  suc c e ssfully b o o ke d  yo ur ship me nt. Be lo w a re  the  turn a ro und  time  fo r se nd ing  o f 

b o o king  c o nfirma tio n:

Dry: 5 – 15 minute s

Re e fe r: 2 ho urs

DG : Onc e  MSDS o r Initia l MDG F ha s b e e n a p p ro ve d  b y the  DG  Te a m. 

*Optiona l:

Yo u ma y a d d  

a no the r 

b o o king  

c o nfirma tio n 

re c ip ie nt.

5A. C lic k 

Ac c e p t Te rms 

a nd  Sub mit 

Bo o king  to  

p ro c e e d .
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Booking  Shipme nts Online
Door (SD) to  Door (SD) REEFER

STEP 1: Click ‘Book New Shipment’. 

Go to the ‘Book’ tab then click on ‘New Booking’

STEP 2: Fill in Booking  De ta ils.

2A. Ente r the  p la c e  o f re c e ip t 2B. Ente r the  d e stina tio n

2C. Ente r 

the  Pric e  

Owne r, 

c lic k ADD 

the n 

Se a rc h o r 

Se le c t

2D. Ente r 

the  d a te  o f 

the  sa iling  

sc he d ule .

*No te  to  

a d just a t 

le a st a  d a y 

p rio r fo r the  

d a te

2E. Ente r the  c o mmo d ity o f the  ship me nt. 

*No te : Tic k o n b o xe s if the  c o mmo d ity 

re q uire s sp e c ia l c o nd itio ns 
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Booking  Shipme nts Online

STEP 2: Fill in Booking  De ta ils.

2F. Ente r the  Co nta ine r Typ e , Size  a nd  We ig ht

*No te : C lic k a b o ve  to  a d d  a no the r 

c o nta ine r type , size  a nd  we ig ht
2G. C lic k Co ntinue

2H. Ente r Se rvic e  Co ntra c t Numb e r

2I. C lic k Co ntinue
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Booking  Shipme nts Online

STEP 2: Fill in Booking  De ta ils.

2J. Se le c t Co nta c t p e rso n to  re c e ive  b o o king  

c o nfirma tio n

2K. Ente r Ship p e r na me  a nd  

p ric e  o wne r

2L. Se le c t sa iling  sc he d ule

*Optiona l:

Yo u ma y a d d  

Se rvic e  

Co ntra c t 

Numb e r
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Booking  Shipme nts Online

STEP 3: Fill in Conta ine r De ta ils.

3A. Ente r te mp e ra ture  d e ta ils

*Optiona l:

Yo u c a n e d it yo ur c o nta ine r d e ta ils: Co nta ine r Size  a nd  Type , Co mmo d ity, 

Weight, Volume (Optional) and Shipper’s Own

*Optiona l:

Yo u c a n a d d  

ha ula g e  d e ta ils: 

Co nta c t p e rso n 

a nd  c o nta c t 

numb e r, Lo a d ing  

a d d re ss a nd  

Lo a d ing  d a te  a nd  

time
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Booking  Shipme nts Online

STEP 4: Book Shipme nt a nd Pla c e  Booking

4A. Clic k Bo o k 

Ship me nt

4B. Clic k Co nfirm

4C. Clic k Pla c e  

Bo o king

CONGRATULATIONS! 

Yo u ha ve  suc c e ssfully b o o ke d  yo ur ship me nt. Be lo w a re  the  turn a ro und  time  fo r se nd ing  o f 

b o o king  c o nfirma tio n:

Dry: 5 – 15 minute s

Re e fe r: 2 ho urs

DG : Onc e  MSDS o r Initia l MDG F ha s b e e n a p p ro ve d  b y the  DG  Te a m. 
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Duplic a te  Existing  Shipme nts 

Whe n d o e s d up lic a te  b o o king  ha p p e ns?
This is whe n yo u ha ve  a  c o ntinuo us a nd  sa me  b o o king  e ve ry we e k. So  

inste a d  o f filling  o ut a ll the  d e ta ils, just c o p y yo ur p re vio us b o o king  fo r 

fa ste r p ro c e ss

* C lic k Bo o k the n 

se le c t Bo o k 

Dup lic a te  

Ship me nt

* C lic k Dup lic a te  to  

g e ne ra te  the  

b o o king  with the  

sa me  d e ta ils.
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How to a me nd booking ?

1. Lo g  in to  yo ur a c c o unt.  Inp ut the  BL numb e r in the  Tra c k b y Ship me nt 

Bind e r lo c a te d  a t the  rig ht sid e  o f the  p a g e , the n Se a rc h.

2. Open the BL number until you’re directed to the Overview of the Shipment 
Binder. At the right part of the page click the “Amend Booking” Button.
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3.  Ed it d e ta ils o r c lic k Ed it Ship me nt De ta ils a nd  p ro c e ss the  a me nd me nt.

How to a me nd booking ?

4.  Onc e  re visio n is d o ne , c lic k Re q ue st Ame nd me nt to  c o mp le te  the  

re q ue st.

No te : Bo o king  Ame nd me nt will b e  se nt within 2 ho urs
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Ma na g ing  your Shipme nt



Classification: Internal

Submit Shipping  Instruc tions

STEP 1: Click ‘Submit Shipping Instruction’. 
The re  a re  two  wa ys to  a c c e ss Ship p ing  Instruc tio n (SI) sub missio n:

a ) Se a rc h the  b o o king  in Tra c k By Ship me nt Bind e r. On the  

Ove rvie w, c lic k Sub mit Ship p ing  Instruc tio n:
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Submit Shipping  Instruc tions

b ) At the  Ho me p a g e , c lic k Sub mit Ship p ing  Instruc tio n o n the  Pe nd ing  

Ta sks b o x. Onc e  it lo a d s, lo o k fo r the  Bo o king  /  Bill o f la d ing  Numb e r 

a nd  c lic k Sub mit:
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Submit Shipping  Instruc tions

STEP 2: You will be  g ive n a n option if you wa nt to  split, c ombine , or ne e d 

multiple  c a rg o de sc ription for your shipme nt or not. The n Clic k Sta rt.
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Submit Shipping  Instruc tions

STEP 3: Declare your shipment’s document type and the transport document 
re c e ive r in the  doc ume nt prope rtie s fie ld.

DOCUMENT TYPES

1. Fo r Se a wa yb ill – select ‘Waybill – Shipped on Board’

2. Fo r Orig ina l Bill o f La d ing  (OBL), se le c t e ithe r:

• ‘Bill of Lading – Shipped on Board’ (BL date will be date of container 
lo a d ing ) 

• ‘Bill of Lading’ – Re c e ive d  (BL d a te  will b e  d a te  o f g a te  in)

IMPORTANT!

Fo r Dome stic  shipme nts – always select ‘Waybill – Shippe d on 

Board’
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Submit Shipping  Instruc tions

STEP 4: In the ‘Parties’ field, declare the Shipper , Consignee and the First 
Notify Pa rty, if ne e de d.

STEP 5: Update  the  Pa yme nt Te rms (Pre pa id or Colle c t) a nd the  Bill to  

Pa rty. 
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Submit Shipping  Instruc tions

STEP 6: Update  the  Carg o De ta ils Fie ld. Fill out the  c onta ine r numbe r, se a l, 

pac ka g e s, we ig ht e tc .

IMPORTANT!

Fo r HS Code  – Kindly input “000000”
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Submit Shipping  Instruc tions

STEP 7:  If Doc ume nts, Pa rtie s, Pa ye rs a nd Carg o a re  c he c ke d you c an 

proceed to submit your Shipping Instruction by clicking “Send shipping 
instruction”.

CONGRATULATIONS! 

Yo u ha ve  suc c e ssfully sub mitte d  yo ur Ship p ing  Instruc tio ns! Ple a se  no te  

tha t p ro c e ssing  time  is two  (2) ho urs. (G ive n a ll d e ta ils a re  c o mp le te .)
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De adline  fo r the  Shipping  

Instruc tions  submission

Loop Port of Orig in FSI a nd VGM

1 Ma nila Thursd a y 1500H 

1 Ce b u Sa turd a y 0900H

1 Ca g a ya n Mo nd a y 1000H

2 Ma nila We d ne sd a y 1300H

2 Da va o Mo nd a y 1100H

2 G e nsa n Sa turd a y 1200H
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BL Copy Re que st

Ve rify/ BL c o p ie s a re  a va ila b le  in the  we b site  2 ho urs a fte r ship pe r 

sub mitte d  FSI o nline , c o nsid e ring  a ll d e ta ils ind ic a te d  in the  shipp ing  

instruc tio ns a re  c o mple te  a nd  c o rre c t.

Ple a se  p rint d o c ume nts d ire c tly fro m o ur we b site  my.mc c .c o m.sg . 

Here’s how:

1. Lo g -in

2. C lic k Manag e

3. Cho o se  Print Wa ybill

4. Lo o k fo r the  b o o king  numb e r a nd  tic k the  b o x b e fo re  the  BL 

numb e r a nd  c lic k Downloa d .

o r

1. Lo g -in

2. Se a rc h the  b o o king  numb e r in Tra c k

3. C lic k Doc ume nt

4. C lic k Vie w Ve rify Copy or Print Waybill or Vie w Ce rtifie d True  

Copy to  p rint the  BL
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Ve rify a nd BL Ame ndme nts

1. Lo g -in to  www.se a la nd ma e rsk,c o m

2. Se a rc h BL in Tra c k b y Ship me nt Bind e r

3. C lic k Doc ume nt

4. C lic k the  Ame nd Bill of La ding b utto n a t the  rig ht sid e  o f the  

p a g e  to  a me nd  the  VC a nd  the  Wa yb ill.

p rint the  BL

Ve rify a nd  BL a me nd me nts c a n o nly b e  d o ne  o nc e  the se  d o c ume nts 

we re  a lre a d y issue d .
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MNHPI Pre - a dvise / Ga te - in Proc e ss

1. Se nd  a n e ma il re q ue st prior g a ting  in o f the  c o nta ine r/ s to  

pre a dvise @mc c tra nsport.c om.ph

Sa mple :

De a r MCC,

Ple a se  a ssist to  p re -a d vise  b e lo w c o nta ine r fo r g a te  in. Kind ly re fe r to  the  fo llo wing  

d e ta ils fo r yo ur re fe re nc e .

Booking  numbe r: MCB123456

Conta ine r: MSKU1234567

Gross We ig ht:  25000 KGS

Ve sse l /  Voya g e : IRIS PAOAY 1801

Orig in: Ma nila

De stina tion: Ca g a ya n d e  Oro  

La de n or Empty: La d e n

Shippe r Na me : ABC COMPANY

Re g a rd s,

ABC COMPANY

Note : Se nd  it to  pre a dvise @mc c tra nsport.c om.ph only.

2. Up o n re c e ip t o f the  e ma il, o ur Op e ra tio ns Te a m will p ro c e ss the  p re -a d vise  a t 

MNHPI Within 2 ho urs, yo u will re c e ive  a  c o nfirma tio n via  e ma il tha t p re  a d vise  ha s 

b e e n c o mp le te d . 

3. Onc e  c o nfirme d , yo u ma y info rm yo ur truc ke rs to  p ro c e e d  to  the  fa st la ne s 1, 2 

a nd  3 a t MNHPI to  g a te  in the  c o nta ine r.

a . No ne e d to  pre se nt the  OLA. 

b. No ne e d to  que ue  in the  Truc k Holding  Are a

Note : Yo u still ne e d  to  se ttle  the  Arra stre , Wha rfa g e a nd  Cra na g e  se p a ra te ly. The  

truc k c a n g a te  in the  c o nta ine r while  yo ur re p re se nta tive  is p ro c e ssing  the  p a yme nt 

simulta ne o usly. A c o p y o f the  ship p ing  instruc tio n is ne e d e d  fo r this.

Importa nt re minde rs:

1. Fo r SOC Ship me nts, p le a se  se nd  a n SOC Ac tiva tio n re q ue st to  

p h.d o me stic @ mc c tra nsp o rt.c o m.p h b e fo re  re q ue sting  fo r a  p re -a d vise .

2. Fo r re e fe r ship me nts, se p a ra te  p ro c e ssing  sho uld  b e  d o ne  fo r the  RSO.

3. Fo r DG  ship me nts, p e rmits a nd  o the r d o c ume nts sho uld  b e  sub mitte d  o n time .

4. Fo r re -use  c o nta ine r, linking  sho uld  b e  re q ue ste d  a nd  c o nfirme d  p rio r p re -a d vise .

mailto:preadvise@mcctransport.com.ph
mailto:preadvise@mcctransport.com.ph
mailto:ph.domestic@mcctransport.com.ph
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Te rmina l Re quire me nts 

PORT
Re quire me nts for g a ting - in 

c onta ine rs (e xport)

Re quire me nts for Pulling  

out c onta ine rs (Import)
Spe c ia l Instruc tions

Ce b u 

Inte rna tio na l Po rt 

(CIP)

OR c o p ie s o f wha rfa g e & 

a rra stre to  b e  sub mitte d  to  

MCC o ffic e  

1. DO 

2.  Op a sc o r Withd ra wa l 

Re c e ip t

3. OR c o p ie s o f wha rfa g e

& a rra stre

Inb o und  p ull-o ut o f c o nta ine rs is 

a t Dia d e m CY 3 (ne a r sug b o te l), 

2 d a ys p o rt sto ra g e   up o n ve sse l 

a rriva l (Sun & Mo n). Pa yme nt

o f sto ra g e  is a lso  a t Dia d e m. 

Ce b u Inte g ra te d  

Arra stre   (CIA)

OR c o p ie s o f wha rfa g e & 

a rra stre to  b e  sub mitte d  to  

MCC o ffic e  

1. DO 

2.  CIA Withd ra wa l 

Re c e ip t

3.  OR c o p ie s o f 

wha rfa g e & a rra stre

Inb o und  p ull-o ut o f c o nta ine rs is 

a t CIA Te rmina l Pie r 6 (ne a r CIP, 

2 d a ys p o rt sto ra g e  up o n ve sse l 

a rriva l (Thu & Fri ). Pa yme nt o f 

sto ra g e  is a lso  a t CPA PM02 

Pie r 4. 

Da va o  

(Kud o s Po rt)
BL COPY

1. BL COPY 

2. EDO

Ge nsa n

(Ma ka r Wha rf)
BL COPY

1. BL COPY 

2. EDO

Ca g a ya n 

(Ma c a b a la n)

1. Ma nua l Ship p ing  

instruc tio n/ BL  

2.  OR a rra stre & wha rfa g e

3. EIR

1. DO

2. BL Co p y 

3. OR a rra stre & 

wha rfa g e

Inb o und  p ull-o ut o f c o nta ine rs is 

a t Ma c a b a la n Po rt, 2 d a ys p o rt 

sto ra g e  up o n ve sse l a rriva l

Pa yme nt o f sto ra g e  is a lso  a t 

PPA (Ma c a b a la n Po rt). 

Ca g a ya n 

(Ta g o lo a n)

1. Ma nua l Ship p ing  

instruc tio n/ BL

2.  EIR

1. DO

2. OR a rra stre  & 

wha rfa g e

Inb o und  p ull-o ut o f c o nta ine rs is 

a t MCT (To g o lo a n p o rt), 2 d a ys 

p o rt sto ra g e  up o n ve sse l 

a rriva l Pa yme nt o f sto ra g e  is 

a lso  a t MICTSI Billing  (Ta g o lo a n

Po rt). 

Co nta ine rs c a n b e  g a te -in a t 

Ta g o lo a n p o rt witho ut OR o f 

a rra stre a nd  wha rfa g e b ut 

c a nno t b e  lo a d e d  if a rra stre a nd  

wha rfa g e a re  no t ye t se ttle d  a  

d a y p rio r ETA.

Ma nila  

(MNHPI Pie r 16)

1. Bo o king  c o nfirma tio n

2. EIR

3. FSI

4. Pa yme nts o f the  a rra stre

a nd  wha rfa g e

1.BL Co p y 

2. De live ry Ord e r

3. Pa yme nts o f the  

a rra stre a nd  wha rfa g e

Ple a se  fo llo w MNHPI Ga te -in a nd

Ga te -o ut p ro c e d ure s



Classification: Internal

Te rmina l We ig ht Re quire me nt 

PORT

Ma ximum Allowa ble  We ig ht

(c a rg o  + c o nta ine r +

la shing / sho ring )

Ce b u Inte rna tio na l Po rt 

(CIP)
30 TONS

Ce b u Inte g ra te d  Arra stre   

(CIA)
30 TONS

Da va o  

(Kud o s Po rt)
30 TONS

G e nsa n

(Ma ka r Wha rf)
35 TONS

Ca g a ya n 

(Ma c a b a la n)
35 TONS

Ca g a ya n 

(Ta g o lo a n)
38 TONS

Ma nila  

(MNHPI Pie r 16)
35 TONS
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Notific a tions

1. Clic k Ma na g e

2. Clic k No tific a tio n

3. Clic k Cre a te  Ne w No tific a tio n

4. Cho o se  Arriva l No tic e

5. Clic k Co ntinue

6. Fill up  the  fo rm

ETA Notific a tion se nds you proa c tive  notific a tions via  e - ma il de pe nding  

on your pre fe re nc e  - no more  wa ste d time  in having  to  c a ll or e - ma il us 

for update s!

Here’s how to enable Web ETA Notifications
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Notific a tions

Here’s how to:

1. G o  to  se a la nd ma e rsk.c o m

2. C lic k Tra c k yo ur ship me nt, first b o x p ic ture  o n the  le ft sid e . The n c ho o se  ASIA

3. Enc o d e  the  BL numb e r, ship me nt numb e r o r c o nta ine r numb e r in the  

TRACKING  RESULT p o rtio n. C lic k Se a rc h.

4. C lic k Sho w De ta ils o n the  rig ht sid e  o f the  p a g e to  vie w the  d e ta ile d  ship me nt 

sta tus.

5. C lic k Print Re sult, b e sid e  the  Pub lic  Tra c king  Re sult, to  vie w the  PDF file  o f the  

a rriva l d e ta ils.

Here’s how to (Se a b o t):

1. G o  to  Fa c e b o o k a nd  se a rc h Se a b o t Philip p ine s 

2. C lic k Se nd  Me ssa g e

3. Typ e  Hi a nd  initia lly p ro vid e  p ho ne  #  (mo b ile  o r la nd line ) fo r c usto me r c he c king  

(fo r first me ssa g e )

4. Type “Tracking” 
5. Re p ly to  p ro mp t q ue stio ns o f Se a b o t: BL Numb e r

We bsite : www.se a la ndmae rsk.c om

Arriva l notic e s a re  syste m g e ne ra te d a nd the se  a re  be ing  se nt to  the  

e ma il a ddre ss of the  c onsig ne e s 24 hours prior ve sse l a rriva l.
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Notific a tions

Ways to  c he c k Arriva l de ta ils:

Here’s how to (Seabot)/Estimated Arrival:
1. G o  to  Fa c e b o o k a nd  se a rc h Se a b o t Philipp ine s 

2. C lic k Se nd  Me ssa g e

3. Typ e  Hi a nd  initia lly p ro vid e  p ho ne  #  (mo b ile  o r la nd line ) fo r c usto me r 

c he c king  (fo r first me ssa g e )

4. Type Arrival of “BL”
Here’s how to (Seabot)/Actual Arrival:
1. G o  to  Fa c e b o o k a nd  se a rc h Se a b o t Philipp ine s 

2. C lic k Se nd  Me ssa g e

3. Typ e  Hi a nd  initia lly p ro vid e  p ho ne  #  (mo b ile  o r la nd line ) fo r c usto me r 

c he c king  (fo r first me ssa g e )

4. Type Arrival/ Departure of “Vessel Name”
5. Re p ly to  p ro mp t q ue stio ns o f Se a b o t: Ve sse l Na me , Vo ya g e  Numb e r, 

a nd  Po rt (Ple a se  e nsure  c o rre c t info  is p ro vid e d  to  e nsure  tha t c o rre c t 

re g istry will b e  p ro vid e d  b y Se a b o t)

Se a bot via  Fa c e book me sse ng e r
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Notific a tions

Ways to  c he c k Arriva l de ta ils:

Sc a n QR Code !

Vibe r
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Pa yme nt Proc e ssE- DO Proc e ss

EDO Auto- re le a se

1. De live ry O rd e r will b e  se nt b a se  o n the  Auto -re le a se  

sc he d ule .

2. D.O . te a m will issue  the  d e live ry o rd e r b a se  o n the  list 

ind ic a te d  in the  bla nke t a uthoriza tion. If yo u d o  no t ha ve  the  

b la nke t a utho riza tio n, p le a se  fill-o ut the  b la nke t a utho riza tio n 

fo rm fro m mc c .c o m.sg  a nd  se nd  this to  

ph.dome stic @mc c tra nsport.c om.ph

Loop 1

From To ETA DO Re le a se

Ma nila Ce b u Sund a y Sa turd a y

Ma nila Ca g a ya n Mo nd a y Sa turd a y

Ce b u Ma nila We d ne sd a y Tue sd a y

Ca g a ya n Ma nila We d ne sd a y Tue sd a y

Loop 2

From To ETA DO Re le a se

Ma nila G e nsa n Sa turd a y Frid a y

Ma nila Da va o Mo nd a y Frid a y

G e nsa n /  Da va o Ma nila Frid a y Thursd a y
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Pa yme nt Proc e ss
Re que st for De live ry Orde r– for 

e diting  SSDO

Se lf Se rvic e  De live ry Orde r

All d e live ry o rd e r tha t we re  no t re le a se d  d uring  the  a uto -

re le a sing  sho uld  b e  re q ue ste d  thro ug h o ur we b site .

1. Lo g -in to  www.se a la nd ma e rsk.c o m.

2. At the  ho me p a g e  sc ro ll d o wn to  De live ry Ord e r a nd  e nte r 

BL numb e r:

3. C lic k Re q ue st d e live ry o rd e r

http://www.sealandmaersk.com/
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Vie w your Fre e  time  a nd De murra g e

In the ho me p a g e , g o to Imp o rt

De murra g e a nd De te ntio n ta b .

Inp ut the  BL numb e r o n the  

sp a c e  p ro vid e d , a nd  c lic k the  

b utto n vie w D&D d e ta ils 

Clic k De murra g e ta b to vie w the

d e murra g e d e ta ils. Yo u ma y c ha ng e

the d a te to yo ur p re fe rre d d a te o f

p ull-o ut insid e the p o rt to vie w

d e murra g e c ha rg e s

Clic k De te ntio n ta b to vie w the

d e te ntio n d e ta ils. Yo u ma y c ha ng e

the d a te to yo ur p re fe rre d d a te o f

e mp ty re turn to o ur d e p o t to vie w

d e te ntio n c ha rg e s.

Tota l a mount inc urre d should be  a dde d by VAT

Yo u ma y se ttle  thru b a nking  o nline  o r thru o ve r-the -c o unte r tra nsa c tio ns. Onc e , 

d o ne  se nd  the  d e p o sit slip  to  p hilp a yme ntsd o me stic @ mc c tra nsp o rt.c o m.p h.  

mailto:philpaymentsdomestic@mcctransport.com.ph
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Ma na g e  your Ac c ount

MYFINANCE
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Throug h My Fina nc e  (We bsite )

1. LOG-IN to  www.se a la nd ma e rsk.c o m

2. C lic k Ma na g e located in the header and select “My Finance”
3. Ente r the  BL numb e r o n the  se a rc h b a r a nd  c lic k Ente r

4. Tic k the  sma ll b o x b e fo re  the  Invo ic e  Numb e r 

5. A b a r will a p p e a r a t the  b o tto m o f the  p a g e , c lic k “Download” to  

g e t a  c o p y.

How to g e t your invoic e ?

HOW TO GETYOUR INVOICE

• Invoice is automatically sent directly to consignee’s email 
a d d re ss. 

• To  up d a te  the  e ma il a d d re ss o f yo ur a c c o unt, p le a se  se nd  a  

re q ue st to

• p h.d o me stic @ mc c .c o m.sg .

Throug h Ema il se nt to  Shippe r or Consig ne e

HOW TO LOG A DISPUTE

1. LOG-IN to  www.se a la nd ma e rsk.c o m

2. C lic k Ma na g e located in the header and select “My 

Finance”
3. Ente r the  BL numb e r o n the  se a rc h b a r a nd  c lic k Ente r

4. Tic k the  sma ll b o x b e fo re  the  Invo ic e  Numb e r 

5. A b a r will a p p e a r a t the  b o tto m o f the  p a g e , c lic k “Dispute”
6. Se le c t Disp ute  re a so n

7. Ad d / up lo a d  d o c ume nts b y c lic king  “Upload”
8. Ind ic a te  Co nta c t Info rma tio n

9. C lic k “Submit Dispute Case”

My Fina nc e
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Pa yme nt Proc e ssPa yme nt Proc e ss

1. C lie nt se nd s d e p o sit slip  ONLY to  

p hilpa yme ntsd o me stic @ mc c tra nsp o rt.c o m.p h

Whe n se nd ing  d e p o sit slips, ple a se  do not c opy

p h.d o me stic @ mc c tra nsp o rt.c o m.p h to  p re ve nt c re a tio n o f multip le  

c a se s tha t wo uld  furthe r d e la y the  re le a se  o f the  d e live ry o rd e rs.

2. Fina nc e  to  p o st p a yme nt a nd  se nd  the  o ffic ia l re c e ip t b a c k to  the  

c lie nt.

Ba nk Pa yme nts

1. Ba nc o De  Oro (BDO)

Ac c o unt na me : MCC TRANSPORT PHILIPPINES, INC

Institutio n c o d e : 0407

Sub sc rib e r's Na me : Co nsig ne e  na me

Sub sc rib e r's a c c o unt numb e r: BL Numb e r

2. Union Ba nk – Fill o ut the  c usto mize d  p a yme nt slip  fo r Ma e rsk.

mailto:philpaymentsdomestic@mcctransport.com.ph
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Log istic s a nd Se rvic e s
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L&S Export Process

Event Client Sealand  Maersk 

BOOKING

BOOKINGBOOKIN

DOCUMENTATION

BOOK VIA EMAIL
PROVIDE BOOKING 

CONFIRMATION

SEND SHIPPING 

INSTRUCTION

PRE-ADVISE 

CONTAINER

GATE – IN 

CONTAINER

STUFF

CONTAINER

TERMINAL PROCESS

PAY TERMINAL 

CHARGES

OPERATION
POSITION EMPTY 

CONTAINER

PULL OUT EMPTY 

CONTAINER

Trucking- Standalone
Truc k Booking  Proc e ss
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Pre-Booking 
Checklist

IMPORTANT
Please ensure to read the Terms and Conditions of the 
service prior signing the quotation.

1. Signed quotation is required before alignment and onboarding 
will proceed. 

2. Have submitted Form 2303 with TIN Number to our Sales for 
your company to be updated in our system.

3. Alignment and Onboarding will be conducted to secure the 
needed information on the documentation, process and billing

4. Go live for the 1st execution will be 2 weeks after the 
Onboarding date.

Pre - booking  Che c klist
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Onboarding Checklist

De sc ription Custome r

1. Commodity

2. Mode  of Shipme nt (Export /  Import)

3. Volume  (a nnua lly /  monthly)

4. Conta ine r Size  re quire me nts

5. Spe c ia l Equipme nt Re quire me nts

6. We ig ht of the  c a rg o

7. Booking  Time line s /  Spe c ia l Instruc tion

8. Booking  c a nc e lla tion

9. Pic k up loc a tion - Empty Pull Out

10. De live ry loc a tion

11.Truc k Positioning  a t Clie nt Wa re house

13.Wa re house  Re quire me nt

14.Wa re house  Ope ra ting  Hours

15. Loa ding  turna round time

16. Pa rking  Spa c e

Onboa rding  Che c klist

In order to have a smooth flow on truck book execution, 

onboarding is set to secure relevant information from 

the customer.
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Do more with www.sealandmaersk.comBooking Agent Services

Shipping made easy

We understand the intricacies involved in booking   a cargo and 

we want to offer our new logistics solution that will help you 

on your booking concerns.

BKA Coverage

Pricing

COUNTRY PRICE/CONTAINER

PHILIPPINES US$ 50 per container

Booking  Ag e nt Se rvic e s
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Do more with www.sealandmaersk.comBooking Agent Services

Shipping made easyWhy ma ke  a n e xc e ption with your c a rg o?

Se le c t a  pa c kag e  tha t suits your busine ss

Ma e rsk Va lue  Prote c t
You ne ve r ta ke  c ha nc e s with your sa fe ty

Intro d uc ing  a  ne w e xte nd e d  lia b ility so lutio n to  

ke e p  the  va lue  o f yo ur c a rg o  sa fe  fro m 

lo g istic s-re la te d  risks.  Yo ur ne w a nd  simp le  

wa y to  p ro te c t yo ur c a rg o .
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Do more with www.sealandmaersk.comBooking Agent Services

Shipping made easy

Ma e rsk Va lue  Prote c t
You ne ve r ta ke  c ha nc e s with your sa fe ty
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Pa yme nt Proc e ssPa yme nt Proc e ss

1. C lie nt se nd s d e p o sit slip  ONLY to  

p hilpa yme ntsd o me stic @ mc c tra nsp o rt.c o m.p h

Whe n se nd ing  d e p o sit slips, ple a se  do not c opy

p h.d o me stic @ mc c tra nsp o rt.c o m.p h to  p re ve nt c re a tio n o f multip le  

c a se s tha t wo uld  furthe r d e la y the  re le a se  o f the  d e live ry o rd e rs.

2. Fina nc e  to  p o st p a yme nt a nd  se nd  the  o ffic ia l re c e ip t b a c k to  the  

c lie nt.

Ba nk Pa yme nts

1. Ba nc o De  Oro (BDO)

Ac c o unt na me : MCC TRANSPORT PHILIPPINES, INC

Institutio n c o d e : 0407

Sub sc rib e r's Na me : Co nsig ne e  na me

Sub sc rib e r's a c c o unt numb e r: BL Numb e r

2. Union Ba nk – Fill o ut the  c usto mize d  p a yme nt slip  fo r Ma e rsk.

mailto:philpaymentsdomestic@mcctransport.com.ph
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Thank you!


