
HOW TO : B/L Management
SI and VGM submission

Jinjiang Shipping Agency (Thailand) Co., Ltd.



2

Directory

1. SI Submission    slide no. 3 - 18  

2. Special Operation request  

       2.1 B/L Split    slide no. 20 - 22

       2.2 B/L Combine    slide no. 23 - 24

       2.3 B/L Correct Amendment   slide no. 25 

3. VGM Submission    slide no. 26 - 27

       3.1 Manual input    slide no. 28 - 29

       3.2 Upload file    slide no. 30 - 32

4. Rules and Regulations    slide no. 33 – 37

       4.1 Types of Bill of lading   slide no. 34

       4.2 Mandatory elements in Bill of Loading POL Thailand slide no. 35 

       4.3 Regulations for Transshipment and In-Transit cargo slide no. 36

       4.4 Lost B/L Regulations   slide no. 37

5. Contact us    slide no. 38



SI (Shipping Instruction) SUBMISSION
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Effective sailings
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SERVICE VESSEL/VOY ETD

IA88 MAERSK NORESUND 421N 27/05/2024

CTX HE JIN 2420N 25-27/05/2024

CTX2 MILD ORCHID 2418N 25-26/05/2024

CVT ZHONG GU HUANG HAI 2420N 27-28/05/2024
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Step-by-step for SI submission

1. Go to our respective website https://ebooking.jjshipping.cn and sign-in with your credentials

2. Open function Booking>B/L Management

3. Search B/L number for SI input, then “double click” to access 

https://ebooking.jjshipping.cn/


4. Choose your desired format of “Port Description” to show on B/L, there are 4 selections available.
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Basic Information : To recheck and complete information in all mandatory fields.

5. Select payment method
    5.1 PP = freight prepaid
    5.2 CC = freight collect

6. Select type of B/L  ** applicable only these 2 types for POL Thailand **
    6.1 Original Bill of Lading
    6.2 Telex release Bill of Lading (Surrender)

7. Your shipment is SOC or not?
    7.1 If COC shipment, to skip this step.
    7.2 If SOC shipment, ensure to fill in the mandatory information.

8. Stowage position : If any, please select.
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**This part is only applicable for SOC shipment.**



9. “Container Details” : To recheck and complete information in all fields.
- If COC shipment, container and seal number will be automatically showed after empty is picked up.
- If SOC shipment, please complete information – available for both manual update or file uploading (click “Import” to upload).

Note : In case if there is any discrepancy information of container or seal number, please provide reference photo and contact 
SJJ Document department at docexp@jjshipping.co.th for rectification.
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If you wish to use upload file. 
Click “Import” and “Download template”, after completely fill in the form then “Click to upload” and click “Completed” to save.
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10. “Cargo Details” : To complete information in all fields.

   Should you require to add additional photo into “Mark” or” Product name”, please tick the respective box and upload the file.  
   Allowed formats are PNG, TXT PDF, JPG only. 
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11. “Shipper Information (on B/L)” : To complete information in all fields.
• Contact name
• Contact telephone no.
• Contact Email
• Tax ID
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Should you may have any regular customers e.g. shipper, consignee, notify party. 
You may create and save their account details in system for prompt usage for future shipment.    

Select tab “S/C/N Management”  for contact details creation, input information and click “Save”.
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To select shipper details from your regular customer list.
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To customize contact details show on B/L, click ;

Unlock  = Customer CANNOT edit, information in B/L print per SJJ’ s standard format - “Country/region code” and “Contact Phone” are included.

Lock  = Customer CAN edit – enable customization as per your preferred information which need to be shown in B/L print.
 Click “Lock”  “View billing content”  Modify billing content  Click “confirm”
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12. “Consignee Information (on B/L)” : To complete information in all fields. Same steps as per shipper information input.
• Contact name
• Contact telephone no.
• Contact Email
• Tax ID

** Highlight : Do NOT input any dummy  contact details information in final B/L submission, to avoid delay of B/L release and clearance process at 
destination, may subject to extra surcharge for the change request. **
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13. “Notify party Information (on B/L)” : To complete information in all fields. Same steps as per shipper information input.
• Contact name
• Contact telephone no.
• Contact Email
• Tax ID

** Highlight : Do NOT input any dummy  contact details information in final B/L submission, to avoid delay of B/L release and clearance process at 
destination, may subject to extra surcharge for the change request. **
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14. “Booking Party” : To complete contact information for “B/L confirmation” and “Invoice process”

       * Contact : Input customer contact person
      * Contact phone : Input customer contact telephone number
      * Email : Input customer contact email  For multiple emails, please use ";" as separator between each email.

Auto fetch from customer’s account 
but editable +66 xxxx xxxx ext. xxxAuto fetch from customer’s account
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Once Shipping Instruction details is completely input, please review all information again for data accuracy before your submission.

For your information - Definition and usage of each button related to B/L confirmation process ;

 Submit  = To “Save draft B/L”. You will be able to preview draft B/L anytime before click “Confirm B/L”
 Confirm BL = To confirm submit SI and final draft B/L, then B/L will be locked for any amendment.
      For adjustment request after “Confirm B/L”, to manage via function “Correct Amendment” 
      that is subject to extra charge, in case if any.
 B/L Print = Only applicable for the “Surrendered B/L
 Sample Print = To preview draft B/L
 Other operations = Special function for B/L management
 Split B/L Operation = Request to split B/L
 Combine B/L Operation = Request to combine B/L
 Correct Amendment = Request to make adjustment of B/L details after clicked “Confirm B/L” or over cut-off
 Cancel Split = Request to cancel split B/L 
 Cancel Combine = Request to cancel combine B/L
 Special Container Application  = Special Container details adjustment request after booking is confirmed
 Dangerous Goods Application = Dangerous Goods details adjustment request after booking is confirmed

Highlight
 After clicked “Confirm B/L” as final draft B/L confirmation, carrier will review and proceed B/L confirmation. 
 After SI or VGM deadline is over, you will not be able to make any update into B/L function, to contact carrier and amendment request is subject to 

extra charge. 



Special operations request

  B/L Split
  B/L Combine
  B/L Correct Amendment
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To follow these steps ;

1. Click “Other Operations”, then select 

“Split B/L Operation”, operation page will pop up

2. Click “Select Master B/L”

3. Input Vessel/Voy

4. Input B/L No.

5. Click “Search”

6. Select B/L  

7. Click “confirm”
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B/L Split and B/L Part Container
Purpose : To manage B/L split and B/L Part Container 

Highlight : Must be completed before submit “Confirm B/L”
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8. Click “Add” for number of additional B/Ls required, then B/L list will pop up. Add “suffix” for new B/L number by adding A, B, C,…, Z respectively.

9. Assign the required container for each B/L by tick at the box in front of container number, click “Copy Selected Split B/L”. Proceed the same for the rest B/L(s).

10. Click “Save Draft”, click “Confirm Split”

8

9.1

9.2
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To check list of B/L after split, click “After Split/Combine”. 



To follow these steps ;

1. Click “Other Operations”, then select “Combine B/L Operation”, operation page will pop up

2. Input “Vessel/Voy”

3. Click “Search”

4. Select Vessel/Voy, then click “Confirm”
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B/L Combine
Purpose : To manage B/L combine

Highlight : Must be completed before submit “Confirm B/L”
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To cancel the Combined B/L

Select the combined B/L number, click “Cancel Combine B/L”

5. Select all B/L numbers that need to combine

6. Click “Confirm and Combine Bills”

7. The combined B/L number will available on the right under field “After Combine B/L” 
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B/L Correct Amendment 
Purpose : To make adjustment request of B/L details after clicked “Confirm B/L”, subject to extra charge, if any.

How to :  Submit the “Correct Amendment”. Document team will review your request and manage the amendment, you will receive auto-
notification of the completion via email address provided under “Booking Party”. 

To follow these steps ;

1. Click “Other Operations”, then select “Correction Amendment”, operation page “Change Bill Details” will pop up

2. You can proceed the B/L details amendment under each required information under each tab ;

• Basic Information

• Customer information

• Cargo Details

• Container Details

• Additional fee payment method

3. Click “Save”

4. Recheck data completion, click “Submit” for amendment request

1
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VGM DECLARATION
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VGM Declaration ** NO VGM = NO LOAD , VGM must not over container max gross **

The VGM (Verified Gross Mass) is total weight of the container, that consists of the total combined weight of an ocean shipment's 
cargo, dunnage and lashing plus container tare weight. The declaration requires shipper to verify before it is loaded onto the vessel. 
Loading a container on board a vessel without meeting this requirement is therefore a violation of the SOLAS.
It is important to note that VGM does not have the same meaning with the estimated weight declared in the booking nor with the cargo weight 
declared on the Bill of Lading, and it is under responsibility of shipper to complete VGM before loading.

VGM is determined by using the following methods ;
Method 1 Weighing     = Involves weighing a loaded container
Method 2 Calculation  = Involves weighing the contents of a container + tare weight of the container

There are 2 ways of VGM declaration available to choose :

1. Manual input  (refer to guideline slide number 28-29)

2. Upload file (refer to guideline slide number 30-31)
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Manual input
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1. Go to our respective website https://ebooking.jjshipping.cn and sign-in with your credentials.

2. Open function Booking>VGM Management

3. Click “Add” 

2

3

https://ebooking.jjshipping.cn/


4. Input Vessel/Voy or B/L number, click “Search”
5. Select B/L number, click “Confirm”
6. “VGM Information Maintenance” pops-up, mandatory information ;
      6.1 Container number
      6.2 Seal number
      6.3 VGM (Kgs.)
      6.4 Validation method
      6.5 Update by
7. Recheck if complete information, click “Confirm”
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Upload file
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1. Go to our respective website https://ebooking.jjshipping.cn and sign-in with your credentials.

2. Open function Booking>VGM Management

3. Click “Import” 

2
3

https://ebooking.jjshipping.cn/
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4. Click “Download template”, open file “VGM Template(TH)”

5. Complete information into the template
      5.1 Vessel and Voyage number
      5.2 B/L Number
      5.3 Container number
      5.4 VGM (Kgs.)
      5.5 Validation method
      5.6 Update by

6. Once the file is completely uploaded, click “Completed” for submission
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In case if there is any discrepancy information of container or seal number.
Please provide reference photo and contact SJJ Document department at docexp@jjshipping.co.th for rectification.

Sample of VGM submission error

In case of wrong or mismatch information. To recheck the upload template and re-submit again.

mailto:docexp@jjshipping.co.th


Rules and Regulations
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Types of Bill of lading

• Original Bill of Lading
• Surrender Bill of Lading (Shipper endorsement / Apply Letter of Guarantee and submission)
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Mandatory elements in Bill of Loading POL THAILAND

• Name of the shipping company

• Port of Loading

• Port of Discharge

• Place of Delivery

• Shipper name and correct contact details

• Consignee name and correct contact details

• Notify party name and correct contact details

• Description of packages and goods

• Marks & Numbers

• Gross weight / CBM

• Total weight and volume of the goods
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POD China

• All capital letters

• No special character : “_”

• Contact information must include 
• Contact name
• Telephone number
• Email
• Tax ID/USCI+

POD Japan

• All capital letters

• No special character : “_”

• Contact information must include 
• Contact name
• Telephone number
• Email
• Fax number

POD Vietnam

• Changing name to CATLAI port must have LOI letter

• Contact information must include ;
• Contact name
• Telephone number
• Email
• Tax ID

Regulations for Transshipment and In-Transit cargo



Lost B/L Regulations

• Shipper to provide a deposit or LG (Letter of Guarantee) from tier one bank
• Amount of deposit or LG is equivalent to 3 times of the value of the goods
• Guarantee term must not less than 3 years
• The value of the goods is based on the CIF value (or 110% of FOB value) on the import/export declaration form

*** Remark : Other conditions are not acceptable. ***
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SJJ Document Export Department

 

docexp@jjshipping.co.th 

Office      :  +66 2 4609656 ext. 412-416 (working hour : MON-FRI 08.30 – 17.30 hrs.)

Hotline    :  +66 82 4767272                    (after working hours and public holiday only)
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