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NOTE: AWB status must be ARR 

AWB “Arrival” screen 

Make sure the field “Rcv Agent” is updated with correct Agent Code 

 

Go to “Delivery” screen 
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Click “Edit (F2)” 

Insert the following: 

- “Delivery Date”  -   “Time”  - “Received By” 

- “ID Number”  -   “Phone Number” 

 

 

 

Click “OK” 

NOTE: “General Invoice” button is now Yellow 
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To review and print the General Invoice 

Click on “Gen.Invoice” 

 

Click on “Print” 

Then, choose “Final General Invoice” 

 

General invoice should be displayed for printing 
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NOTE: After printing of General Invoice, system will issue an invoice number 

automatically, and “Payment” button will become active. 

 

To process and record payment 

Click on “Payment” 

Make sure of “FOP” (Form of Payment) 

 

Click “OK” 
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To print payment receipt 

Click on “Prints” 

Choose “Payment Receipt” 

 

Payment Receipt should be displayed for printing 
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To print the delivery receipt 

Go to “Delivery” screen 

Click on “Prints” 

Choose “Delivery Receipt” 

 

Delivery Receipt should be displayed for printing 
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NOTE: “Delivery Receipt” is important for warehouse staff to deliver shipment to 

customers 

NOTE: After printing of “Delivery Receipt”, system will issue a Delivery Receipt 

number automatically 
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In case customer didn’t collect his shipment within the same day of delivery, 

additional charges should be applied 

To collect additional charges for extra days, you have to issue: 

1- Supplementary Invoice 

2- New payment Receipt 

3- New Delivery Receipt 

To issue a “Supplementary Invoice” 

Go to “Delivery Screen” 

Click Edit (F2) 

NOTE: System will ask you to generate a “Supplementary Invoice” 

Click “Yes” 

 

Make sure to update “Delivery Date” & “Time” 

Click “OK” 
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To review and print the General Invoice 

Click on “Gen.Invoice” 

NOTE: You will notice a new invoice listed in the “Record List” 

 

To print the “Supplementary Invoice” and record the new “Payment” and new 

“Delivery Receipt”, please follow same steps illustrated above. 


