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1 Introduction & Purpose
This document provides full instructions for booking orders on supplier portal,

1.1 Copyholders
The following parties hold a copy of this document.

LIGENTIA UK LTD,

LIGENTIA HOUSE, LIGENTIA HOUSE, 6 BUTLER WAY
YORKSHIRE, PUDSEY, LS28 6EA

LEEDS, UNITED KINGDOM

Ligentia Asia Ltd, 10FL, 334-336 Kwun Tong Road, Kwun
Tong, Kowloon

1.2 Document Control

This is a version-controlled SOP, and all updates and amendments must be communicated to the
document owners as stated below. The assigned person will maintain SOP Change Logs and will
distribute as required.

Name:

Title:

Company: Ligentia
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3 Placing booking in supplier portal

3.1 Go to http://supplier.ligentix.net
Login by using your user ID and password.

@ Ligentix Login X o+ =
< C & identity.ligentix.net/Account/Login?ReturnUrl=%2Fconnect%2Fauthorize%2Fcallback%3Fclient_id%3Dshipping-confirmation-portal-app%26redirect_uri%3Dhttp.. e Guest

Login To Ligentix Supplier Portal

IigentixM Supplier Portal

Usemame
Username
Password

Password

[ Remember me next time Forgotton Password

3.2 After logging in, you can see there’s BOOKING icon, please choose “NEW BOOKING” to create a
booking

||gen‘t|x HOME BOOKINGS ~ SHIPMENTS ~ HONG KONG LTD (Supplier) @ ~

SEARCH

NEW BOOKING | <=1
Ligentix Supplier Portal

Welcome to the Ligentix Supplier Portal

B (3 Manage Bookings #® Manage Shipments
Enter a Full Booking No... Quick Search Enter a Full Booking No... Quick Search


http://supplier.ligentix.net/
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3.3 - select correct

Supplier code

Free People PO: PO format starts with “000”, please select the supplier code without EU

EU PO: PO format starts with “EU”, please select the supplier code with EU

For example,

PO# 0004300555, select supplier code with digits number only.

PO# EU0000451530, select supplier code with digits number + EU.

Booking Header

Customer*

Wode of Shipment* KYIKY! DIV OF ALMAR HATS (21148)

anlier Name

URBN UK LTD

- Please Select -

KYIKY| DIV OF ALMAR HATS (21148EU)

3.4 — select mode of Shipment “SEA” or “AIR” which same as the order, enter the contact’s name and

telephone number,

Made of Shipment*

Supplier Name

Supplier ﬂmw/

then click button “NEXT”.

- Please Select - v

- Please Select -

Supplier Address 2

Consignee Name

Reg Consignee Address 1

Reg Consignee Address 2

ntact Name
Road
Rail Supplier Contact Tel*
SUITE 300 Supplier Contact Email*
URBN UK LTD Notify Party Name
146 BRICK LANE Notify Party Address 1

Notify Porty Address

h

3.5 — Container information

A — AIR shipment

christie

8055

ASAMABENA@AOL.COM \

a. Booking number is generated by system automatically, no need to do anything.
b. Select the cargo ready date which must no earlier than booked date.
c. Delivery mode: select AIR.
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d. Origin: select the Port of loading port

e. Destination: Heathrow Apt (London (GBLHR)

f. Traded port: default to Origin

g. Freight term: Collect with Inco term EXW and FOB, PREPAID with Inco term CIF/ DDP
h. Local Charge: Collect if Inco term is EXW, PREPAID if Inco term is FOB

i. Currency: select the correct currency.

j.  Contains Batteries: select YES if contains Batteries, select NO if does not contain Batteries.
k. Click button “NEXT”.

Container Info
Booking Ref. Al0709231812 Status New Booking

Mode of Shipment Air v Delivery Mode* Air ~
Goods Ready Date™ 10/09/2023 E_ Place of Receipt

Origin* Los Angeles (USLAX) >

Destination™® Heathrow Apt/London (GBLHR) ~ Final Destination* Heathrow Apt/London (GBLHR) v

Traded Port* Los Angeles (USLAX) ~ \

Freight Terms* Collect ~

Local Charges* Prepaid ~ Currency® uUsD ~

BL Requirements™

HAWB - House air way bill ~
T T \

Customs Required?* No ~

Insurance Required?* No ~

Fumigated?* No ~ Goods on Hangers?*

Morks & Numbers

Contains Batteries?* No v

No
g

SEA shipment

Se 000 oo

Booking number is generated by system automatically, no need to do anything.
Select the cargo ready date which must no earlier than booked date.

Delivery mode: LCL for LCL cargoes, FCL for full container.

Origin: select the Port of loading port

Destination: Felixstowe (GBFXT)

Traded port: default to Origin

Freight term: Collect with Inco term EXW and FOB, PREPAID with Inco term CIF/ DDP
Local Charge: Collect if Inco term is EXW, PREPAID if Inco term is FOB



ligentia

i. Currency: select the correct currency.

j. BLRequirements: select FCR (Forwarder’s certificate of Receipt) which URBN requests.

k. Click button “NEXT”.

Container Info

Booking Ref. SE0609231750 Stotus

Mode of Shipment Sea ~ Delivery Mgfle®
Goods Ready Date* 15/09/2023 E Place of Receipt
Port of Loading*® Shenzhen (CNSZX) v

Port of Discharge™* Felixstowe (GBFXT) ~ Flpol Destination*
Troded Port* Shenzhen (CNSZX) hd

Freight Terms® Collect ~

Local Charges* Collect v

BL Requirements* FCR - Forwarder"s Certificate of Receipt v Tax invaice
Pre-Carriage Required?* No

Customs Required?* No ~

Insurance Required?* No ~

Fumigated?* No ~ Goods on Hangers?*

Marks & Numbers

3.6 — Order Info

a. Click button “+ Add/ Search PO”.

New Booking

LcL / v

- Please Select - /
FCL

Felixstowe (GBFXT) 4
No ~
No ~

\

( i E

Order Info

b. Enter full PO number in the column, select the PO number which pop out from system, then click

Search.

F

Add Items

0004554184 n /

0004554184

Close
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c. Click the ITEM under the PO that will ship, normally should ship all Item, if the item details is
different from your order information, please DO NOT book, and kindly contact URBN to retrigger
the data on Tradestone and refeed to our system Ligentix, then you can book.

REMINDER: check QTY/ Inco TERM/ POL/ Mode/ Ex Fact if same as your update order details.

d. Inco Term is defaulted to the PO details.

If the term is incorrect, please DO Not submit any booking and contact URBN to amend and
refeed the PO to Ligentix.

If the term is shown N/A, then you cannot submit the booking and Must contact URBN to have
the correct Inco term and refeed the PO to Ligentix.

e. Enter Gross Weight, CBM, PKGS per item per line, if mixed load multiple SKU into same carton
box, then please enter the total PKGS into 1 line of the SKU.

f.  Click Button “Confirm & Add Another” if you have other PO need to book in the same booking
Click Button “Confirm & Close” if there is no any other PO

Add Items X

0004554184 B

Gross

Line
Lot Colour Due Del Order Qty veigh

‘Gross CBM PKGS ‘ncoTerm POL Mode Ex Foct. Status Warehouse Booked?

0004554184

0083975403 1 |1
HAT KNITTED 509

01/10/2023 | g9 0 2 2 “0B CAMTR AR 15/09/2023 UREN

WOOL 50% ACRYLIC
POM: FAKE
FUR 80%ACRYLIC 20%
POLYESTER

0083978411

HAT KNITTED -50%
WOOL 50% ACRYLIC

POM: FAKE

FURB0%ACRYLIC 20%

POLYESTER

0083975429

HAT KNITTED :50%
WOOL 50% ACRYLIC

POM: FAKE

FURB0%ACRYLIC 20%

POLYESTER

0083975445

HAT KNITTED -50%
WOOL 50% ACRYLIC

POM: FAKE

FURB0%ACRYLIC 20%

01/10/2023

01/10/2023

01/10/2023

200

115

40

40

20

PETERBOROUGH
FULFILMENT
CENTER

CAMTR AIR  15/09/2023 URBN
PETERBOROUGH
FULFILMENT
CENTER

CAMTR AIR  15/09/2023 URBN
PETERBOROUGH
FULFILMENT
CENTER

CAMTR AR 1B/09/2023 URBN
PETERBOROUGH

FULFILMENT
CENTER

Confirm & Add Another Confirm & Close |

g. Once the order is assigned done, click button “NEXT”.

BORDO

0083978593

HAT KNITTED 509 WOOL 50% ACRYLIC
POM: RAKE FLIR BO%ACRYLIC 20%

POLYESTER

1 0083978437

ROSEWOOD 60

115

1

FOB CAMTR AR | 15/09/2023 URBN PETERBOROUGH  01/10/2023

FULFILMENT CENTER

@0
URBN PETERBOROUGH  01/10/2023 /

E

FOB CAMTR AIR  15/09/2023

3.7 — booking is completed, and you can Review Booking.

a. Ifthereis any data on the booking is incorrect, please click button “Edit” to amend the details.
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Stotus:

Mode of Shipment:

Supplier Contact Name:

Supplier Contact Tel:

Supplier Contact Email:

Naotify Party Name:
Natify Party Address 1:

Notify Party Address 2:

Delivery Mode:

New Booking

Alr

christiz

BO55

ASAMABENA@AOL.COM

/

b. The booking details is correct, then click Button “SUBMIT”.

e P

c. Once it's submitted successfully, it will be popped out below window, and you can provide the
booking number to our origin team to remind them that the booking is submitted.

Booking Submitted

Your Booking Reference is:
A10609231314

Create Another Booking

= Print
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4 Search/Amend the submitted booking, please refer to _

Fo

PLOF

Ligentix - booking
amendment training

5. PO confirmation

Suppliers are required to input shipment details after BL draft has been issued or latest within 2 days
after shipment departure. It is a straightforward tool where supplier confirms what is being loaded in a
container.

How to update PO data on Supplier Portal

5.1 Log in by same UID/PSW as L4
https://supplier.ligentix.net/login

Before updating PO Line & Containers on supplier portal, you must ensure:
a) Booking is Approved

b) PO is Approved

c) Containers have been stuffed

d) Sl has been submitted to Ligentia doc team

e) Correct container# is assigned at shipment level - Packing tab


https://supplier.ligentix.net/login

igentia

e @ https/yidentity ligentbcnet/Account/Login7ReturnUn=%2Fcannec t%2Fautharize%2Fcallback#3Fclient_id%3Dshipping-confirmation-portal-app¥2tre ~ @ O | #%.. Do~ &
@ Ligentix Login % @ Ligentia RDS Access »
|igent|x Supplier Portal
e
gloria.chiou@cn.ligentia.com
Password
[ o -
[ Remember me next tme: Forgotion Password
5.2 ONE Booking ONE HBL
a) Please go to Shipment -> SEARCH
||gentix HOME SHIPMENTS ~ OP'S DASHBOARD ~ Gloria Chiou(Super User)@ ~
SEARCH dmm———__
COMBINE

Ligentix Supplier Portal

ome to the Ligentix Supplie

@ Manage Shipments B Operations Dashboard
Enter a Full Booking Number. Bl Portal Status Download

Qx
7. Ce

b) Search by either booking number or shipment refs
Enter a booking# -> click on Search
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|Igentlx HOME SHIPMENTS = OP'S DASHBOARD =
Shipment Search
All suppliers v All Customers. ~ All Modes v
All Vessels v 170320068 Shipment Ref

Showing Page 1 of 159

Booking
™
cacazorze  DREAMSLTD BRADSHAW INTERNATIONAL HOLDINGS
HONG KONG LTD
ooazeass  DREAMSLTD BRADSHAW INTERNATIONAL HOLDINGS
HONG KONG LTD
coss  BHSINTERNATIONAL  Giobal Shirt BokLid G5B
o UKLTD
2s0s20:69 | DVSINTERNATIONAL  Global Shirt Box L1d 653
UKLTD
- BHSINTERNATIONAL  Chiquita Bacana Ltd
2454 yeuro
ssosz0szs | DMSINTERNATIONAL  Burz Brands Lid

uKLTD

All POLs

ETD (DD-MM-YYYY)

500805036

500805037

S00774513

500774513

S00776058

S00774304

AP AN
LAZARD

[
LAZARD

cosco
SHIPPING STAR

AL MANAMAM

0610612020

06/0812020

08/0612020

130612020

por

NTAo

oNThe

minsA

nnsA

M

BDCGP

wor  cou
sa o5
s 26e2
sa m
sea 225
s s
Sea 108

(R perpa

cantoiners

a0MCx 1

40MC x4

20671

2068 x 1

AOHCx 1

4068 x 1

oL

oL

FeL

Delivery
mode

Gloria Chiou{Super User) @ =

c) Click on booking refs to access “PO Line & Containers” tab

||gent|x HOME SHIPMENTS ~ OP'S DASHBOARD ~
Shipment Search
All Suppliers v All Customers v All Modes v
All Vessels v 170920068 Shipment Ref
Showing Page 1 of 1
client Nome Nome  Shipment Ref Vessel Ham, m ror  mor
——p. 70720068 SERVLITE UX LTD. DA LOC. LTD 500808721 (OOCL HONG KONG 19/09/2020 VNHPH Sea

Previous  Next

d) follow step 5.1 to update “PO Line & Containers”

Step 1: Check these details

6033

All POLs

ETD (DD-MM-YYYY)

cauM  Containers

40HCx 1

R

[&]

Defivery Mode

Gloria Chiou(Super User)@ ~




Review shipment information on Portal vs BL

e Consignee

e POL

e POD

e ETD

e ETA Vessel Name

HOME BOOKINGS ~ SHIPMENTS ~ OP'S DASHBOARD ~

ligentix

ADMIN ~ @ kenneth wu(Super User)

b <3 PO Line & Containers - SE2212210118

0 Step 1: Check these details

o | - o

Consignee
HMM MIR POD GBSOU ETA 16/03/2022
Name
—
Shipment
s ——
PP LIMITED Ref
@ ster2: Add invoices @ step 3: Add containers
Invoice Number Currency Container Number Type

1 CPL-22010145 o v g O FANU1598043 40HC

Step 2: Add invoices

For clients requesting commercial invoice#

75 ed
Vessel yps Approv
FCL Yes

Sea Submitted

QTYy PKGS CBM KGS

v 12570 1285 XV EECRE ) i

1) Add commercial invoice number into field and press ”-” on Key Board

2) Select currency per invoice

ner

@ step 2 Add invoices @ step 3: Add containers

Invoice Number Currency

1 DIG-0021/2020 uso g i' ABCD1234567

Currency
Add invoice no & press en

GBP
EUR
oS(ep4:se\ec(ychosmpa(k HKD
CNY
Order Number AED km
CAD
AUD
28R Full PO 536 0 26.97
INR
ORD0036903.01 | IPY Full PO 240 0 39.81
SGD
THB

NZD
MXN Pack to Container W P Unpack from Container
KES

0 Step 5: Update what hasbeenf DR
CHF
MYR -

Description Colour Marks & No's QTY PKGS CBM

O » ORD0035322_01

[m] >

Please Select A Container

Container Number Type QTy PKGS CBM

KGS Fumigated?
KGS Warehouse
3,500
4,000

@ Save & Submit
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Ignore step 2 if invoice# is not required.

FCL STEP3-STEP5

Step 3: Add containers

1) Add container# and press ”-" on Key Board

2) Select correct container type

||gent|x HOME SHIPMENTS ~ OP'S DASHBOARD ~ Gloria Chiou(super User) @ ~

B PO Line & Containers - 220820085

0B 1: Check thess

g R o o
o wevane o e o
e
P R ——— =
e e e e e s M g
1 osconas w v ¥ Slo o o 0 ol w
) g RPsav et e P =

Container Number:

1 [ e o T

Marks & Load
Number s

ary PGS cam xas Invoice seq Warehouse

Step 4: Select your POs to pack

Select required container, then select full PO and pack to container

1 DIG-0021/2020 usp v @ ® FDCUD131510 40HC v 1376 o[RS ﬂ “ a
Add invoice no & press en ABCD1234567
T —
Order Number Lot Item Description Colour Marks & No's Qrv PKGS cam KGS. Warehouse
> ORDO0036898_01 Full PO 0 0 0 o
>  ORDD036303_01 Full PO 0 ) 0 0
Pack to Container ¥ “ Unpack from Container
T ——
Container Number: FDCU0131510
ord
er ” Marks Lond
O Nu ter Description Colour & Qry PKGS Pack Type cBM KGS Invoice = Warchouse
mb No's
er
OR 0320
ooo °r Sel ~ DIG-0021, ~
) =262 1 3637 000106617.ASSORT.00 000106617 538 o e 26.97 2500 i
55 7422 Apply To Al Apply To Al
o1 o5
oR 0320
oo o Sel ~ DIG-0021,
O] 360 1 5637 000106622.ASSORT.00 000106622 240 o sles 30.81 4000 S
03_ 7423 Apply To All Apply To Al
o1 30
ar 1376 0 66.78 7.500
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Step 5: Update what has been packed

Update below column:

e Qty
e PKGS

e Pack Type>Select and click apply to all

e CBM
o KGS

Invoice -> select if more than one refs, skip if not required

@ step 5: Update what has been packed

Container Number: FDCU0131510

ord
er . Marks Lond
O Nu Lot ¢ Description Colour & qQrY PKGS Pack Type cBM KGS Invoice s:" Warehouse
mb m No's 2
er
orR 0320
D00 87- . .
O 368 1 5637 000106617.ASSORT.00 000106617 538 Select 2607 2500 DIG-0021,
3 7422 Apply To All Select
o1 a5
oR 0320
Doo 92- - -
[l 389 1 5637 000106622ASSORT.00 000106622 840 select 3081 4000 pie-00z
0z 7423 Apply To All Apply To All
ot 30
+ 1376 0 66.78 7.500
Save & Submit
Review PO data vs HBL/PKL
Review container section for values to add up
Once all updated and in total figures are in line with HBL
i v e o Bocking
B s | Sl | e
- " ves cresa
supplier Gzt soam0ET21
@ ser @ser
) Troe Qv ekes coM kG Fumigated
. N - I
@ o
Order Number ot mem  oewcription  Colour o e am ™ Warshouse
> poan Full P o o
@ sier U ———
Container Number: cLL1 58520
DI B eipien col MUY o e | s oI S -
R d
+ 800 £0.33 350

Cmenm




igentia

e) Save & Submit
If invoice# is not required

Please click ok to create a default invoice refs and currency GBP

Warning

(6P invaice.

Confirmation




ligentic

Status changed from “Created” to “Submitted”

If any details need to be amended, follow step 1-5, and click on Save & Resubmit

HOME SHIPMENTS ~ OP'S DASHBOARD ~

ligentix

Gloria Chiou(Super User)@ ~

BT PO Line & Containers - 170920068
@ sier 1 Check hese desails

Consignee

oL VNHPH

€0 190972020 Booking

Shipment Type status
Vessel Name OOCL HONG KONG POD GBRXT ETA  21/10/2020 Ap
e fo
g W L0C, LT s 00se721 '
Supplier DA LOC. 1 s soosae:
@ swep : Addinweicen @ seep 3 Add containers
Invoice Number Currency Container Number Type QIY PKGS CBM  KGS Fumigated?
' «w +« 8§ |O Tew14p8s20 v 180 %0 biesseseer v §
¥
@ 5tep & e your POs to pack
Order Number Lot ftom Description Colour Marks & No's Qry PKGS cam KGS. Warehouse
> powzs Fullp0 s00 200 o o
Pack to Container A Unpack from Container

Please Select A Container

LCL/CFS STEP3-STEP5

Step 3: Shipped Summary

[ fesec JESRI sove & et

a) Since all shipments are LCL / CFS, you do not need to select this
b) Check the data in this box after you complete step 4 & 5

L¥:4 PO Line & Containers - SE1105210015

@ step 1: Check these details

Consi MYER PTY LTD PoL ETD Book
et “ Stpment s
Vessel Name POD ETA App
Supplier WUJIANG CHAMPION ALPHA GARMENTS Shipment Ref 500912547 a2 ek ves Submitted
@ step 2 aga invorces @ step 3: sippea summary
Invoice Number  Currency Date Qry PKGS cBM KGS
1 cwz20zi021 UsD v | 21/05/2021 m ] 65 i “9 314
Add invoice no &
@ step 4 setect POs to deliver ta cFs
m] order Number Lot item Description  Colour  Marks & No's Qry PKGS cBM KGS Wwarehouse Vendor Item Code  Booked Item Price
O > 000002687766 Full PO 0 0 o 0

Delivered to CFS Select Date Delivered  [F]

@ step 5: Check update delivered items

Step 4: Select your POs to pack
a) Select full PO and click “Delivered to CFS”
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@ step +: seiect Pos to detiver to cFs

O Order Number

O > 000002687766

Step 5: Update what has been packed

Item

Description

Full PO

colour

Marks & No's.

qQry

PKGS

CcBM

Warehouse

Vendor Item Code

Booked Item Price

Delivered to CFS - Select Date Delivered (£

Update below column:

- Qty
- PKGS

- Pack Type>Select and click apply to all

- CBM
- KGS

- Invoice

- Check booked item price is correct (if not please go to http://my.ligentix.net to update the booked

item price)
@ step s check update delivered items

Quick Search = search Order Number... Search Lot...

Order
Number

0000026877
66

0000026877
66

0000026877
66

0000026877
66

0000026877
o 66

Lot

Item

82575370

82575361

82575397

82575388

82575379

Description

WAYNE COOPER
WCRW21518A
FRINGE:Black:10

WAYNE COOPER
WCRW21518A
FRINGE:Black:8

WAYNE COOPER
WCRW21518A
FRINGE:Black:16

WAYNE COOPER
WCRW21518A
FRINGE:Black:14

WAYNE COOPER
WCRW21518A
FRINGE:Black:12

Colour

Black

Black

Black

Black

Black

b) Review PO data vs HBL/PKL

c) Once all updated and in total figures are in line with HBL

Marks
& No’s

6. Complete Declaration of Origin
a) Fill in the HS code information and origin conferring criteria and sign as required

QrY

80

70

89

Search Item...

PKGS

40

157

Pack Type

Package

Apply To Al

Package
Apply To Al

Package
Apply To Al

Package
Apply To Al

Package
Apply To All

-

-

v

v

v

4.9

48

Load

Invoice
SEQ

CM20210: ~

Apply To Al

CM20210: ~
Apply To Al
CM20210: v
Apply To Al
CM20210: v

Apply To Al

CM20210: v
Apply To All

Warehouse

Vendor Item
Code

WCRW21518A

WCRW21518A

WCRW21518A

WCRW21518A

WCRW21518A

Booked
Item
Price
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Style

Type

Name

Position

Declaration Of Origin

Assign HS code and Origin Conferring Criteria

Description HS Code

Appﬁ To All

b) Status changed from Created to Submitted
c) If any details need to be amended, then just follow step1-5 and click on Save & Re-submitted

B

Origin Conferring
Criteria

Apply To All

| confirm the above information is true and correct and if required by the importer I'm able to produce
suitable evidence to substantiate this claim of preference

Origin Conferring

Criteria

WP

WO
PSR

ligentix

HOME

SHIPMENTS ~ OP'S DASHBOARD ~

Y PO Line & Containers - 170920068

@ 5tcp 1 Check these deuaie

ETD  19/09/2020
ETA  21/10:2020

Booking
Shipment Type e Status
FeL Yes

Consignee SERVLITE UKLTD POL VNHOH
Vessel Name 0OCL HONG KONG 0D GeexT
supplier DAILOC. LTD s"";’;’“ S00808721
@ sp 2 Addinvoices @ s 3: Add containers
Invoice Number Currency Container Number
1 Defauit (=1 v B (@) TCLU1498920
Add invoice no & press ent

Type

@ 5t 4 Seect your POs 6 pack

Order Number Lot Item Description  Colour

o > P04333 Full 20

QTY PKGS CBM  KGS Fumigated?
IR - - [| SR
PGS caM KGS. Warehouse

Marks & No's Qry

-900

500 [ ]

Please Select A Container

@ Ster 5 Updte what has been packed

Gloria Chiou(Super User)@ ~



