
 
 
 

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  
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   



 
 
3 Placing booking in supplier portal 

 

3.1 Go to http://supplier.ligentix.net 

Login by using your user ID and password. 

 

 

 

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

booking 

 

 

 

 

http://supplier.ligentix.net/


 
 
 

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. 

 

 

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

telephone number, then click button “NEXT”. 

 

3.5 – Container information 

A – AIR shipment 

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. 



 
 

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”. 

 

 

 

B – SEA shipment 

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: LCL for LCL cargoes, FCL for full container. 
d. Origin: select the Port of loading port 
e. Destination: Felixstowe (GBFXT) 
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. BL Requirements: select FCR (Forwarder’s certificate of Receipt) which URBN requests. 
k. Click button “NEXT”. 

 

 

 

3.6 – Order Info 

a. Click button “+ Add/ Search PO”. 

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

Search. 

 



 
 

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 1st 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 

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

 

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

a. If there is any data on the booking is incorrect, please click button “Edit” to amend the details. 



 
 

 

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

 

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. 

 



 
 
 

4 Search/Amend the submitted booking， please refer to Attached file. 

Ligentix - booking 

amendment training material (订单修改培訓材料).pdf
 

 

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) SI has been submitted to Ligentia doc team 

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

 

https://supplier.ligentix.net/login


 
 

 

 

5.2 ONE Booking ONE HBL 

 

a) Please go to Shipment -> SEARCH 

 
 

b) Search by either booking number or shipment refs 
Enter a booking# -> click on Search 



 
 

 

 

 

 

 

 

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

 

 

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

Step 1: Check these details 



 
 

Review shipment information on Portal vs BL  

• Consignee 

• POL 

• POD 

• ETD 

• ETA Vessel Name 

 

Step 2: Add invoices 

For clients requesting commercial invoice# 

 

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

2) Select currency per invoice 

 



 
 

Ignore step 2 if invoice# is not required.  

FCL  STEP 3-STEP 5      

Step 3: Add containers 

1) Add container# and press “Enter” on Key Board 

2) Select correct container type 

 

Step 4: Select your POs to pack 

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

  



 
 

Step 5: Update what has been packed 

Update below column: 

• Qty 

• PKGS 

• Pack Type>Select and click apply to all 

• CBM 

• KGS 

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

 

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 

 



 
 

e) Save & Submit 
If invoice# is not required 

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

 

 

 

 

 

 

 

 

 



 
 

Status changed from “Created” to “Submitted” 

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

 

 

LCL/CFS   STEP 3-STEP 5      

Step 3: Shipped Summary  
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  

 
 
Step 4: Select your POs to pack 
a) Select full PO and click “Delivered to CFS”  
 



 
 

 
Step 5: Update what has been packed  
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)  

 
 
b) Review PO data vs HBL/PKL  

c) Once all updated and in total figures are in line with HBL  
 
6. Complete Declaration of Origin  

a) Fill in the HS code information and origin conferring criteria and sign as required  



 
 

  
 

 
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  

 


