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Scope 

This document covers the policies and procedures in receiving documents and encoder 
execution of the House Way Bill (HWB) and checking of pertinent documents as stipulated 
in the Standard Operating Procedure (SOP)/Service Level Agreement (SLA) before uplift 
/sailing for planning and consolidation of the Operations dispatch In-Charge. 

 

Definition of Terms 

PWB – Proforma Way Bill 

HWB – House Way Bill 

SOP – Standard Operating Procedure 

SLA – Service Level Agreement 

CBM – Cubic Meter 

 

Ownership 

The Assistant Operations Manager/ Operations Manager/ Senior Operations Manager/ 
Operations Head/ Assistant Vice President (AVP) – Operations is responsible for ensuring 
that this document is cascaded to all concerned personnel and that it reflects actual 
practice. 
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Objective  

• To prepare the accurate house waybill documents needed before uplift /sailing of 
cargo on its intended flight/voyage. 

• To ascertain that rates used for the application of the freight charges are true and 
correct and will generate accurate invoice and distribute said form for proper 
disposal.  

• To prepare an accurate advice to the destination station prior to the arrival of the 
cargo as basis for delivery planning and scheduling through the data encoded in 
the system. 

Policies 

1.  Operations pick-up team to turn-over PWB and/or client owned documents within 
24 hours after pick-up to assigned Encoder. 

2. All transactions shall be encoded within 24 hours upon acceptance of encoding 
documents from checkers/truckers/drivers.  

3. Encoder to check completeness of the documents based on agreed SOP /SLA. 
Encoder shall check completeness of details in proforma waybill and ensure the 
following information is provided by the client: Pick-up Date, Origin/Destination, 
Consignee's Name/Address/Contact Number, Quantity, Measurement, 
Service/Paymode (OR number if prepaid), Movement, Declared Value, Cargo 
Description, Weight (air transaction) 

4. Encoder shall make sure that all information encoded in the F2 Logistics system 
will be accurate and correct.  

5. Encoder shall place on temporary hold encoding for transactions with incomplete 
details; coordinate with person in-charge (Sales/Customer Experience). 

6. Encoder shall observe proper distribution of documents. 

7. POD/Consignee's copy/Customer documents to be forwarded to Central 
Documentation Department. 

8. Encoder’s copy to be retained for filing. 
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Procedure 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Checker/Trucker 

Representative/ 

Driver 
1. Accepts documents from 

customers and check the 

completeness of received 

documents; If incomplete 

coordinates to Operations 

In-Charge and wait for 

disposition. 

 

Operations  

In-Charge 
2. Coordinates with 

Sales/Customer Experience 

Specialist. 

Sales/Customer 

Experience In-

Charge 
3. Informs Operations In-

charge and secure 

documents. 

 

Checker/Trucker 

Representative/ 

Driver 
4. Turns over documents 

(PWB and Customer 

Documents) to 

encoder/Operation In-

Charge 

 

Encoder/Operations 

In-Charge 
5. Receives and check 

completeness of customer’s 

documents. 

 

Encoder 
6. Encodes the PWB details 

in F2 System HWB Module. 

Encoding of the PWB are 

as follows: 

3.1. Encoder looks for 

the booking number in 

the booking module for 

PWB with service 

mode Door to Door 

and Door to Port. 

3.2 In F2 System HWB 

Module, press create 

new. Enter booking 

number for PWB with 

service mode Door to 

Door and Door to Pier.  

3.3 For PWB with 

service mode Port to 

Port and Port to Door, 

No need to input 

booking number.   

Encoder 
3.4 (Note: Information from 

the Booking Module will 

automatically appear. 

However, you can edit the 

details based on the actual 

PWB and Documents.) 

Encode the details indicated 

in the PWB such as 

Shipper/ Consignee, 

Encoder 
3.6 Click the Cargo 

Tracking - Events. Select 

Cargo Pick Up on the Event 

Tab and Encode the 

Estimated and Actual Date 

of the Transaction indicated 

on the PWB. Note: System 

will not issue HWB # if there 

is no actual date. 

START 

A 
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Encoder 
3.9 For FCL, Click 

Packaging Information to 

encode Container Number, 

Seal#, Carrier, Size, 

Movement, Type then press 

Save. Make sure that 

details are correct to 

capture the freight. 

4.0 Make sure that the SI 

Number appeared was 

correct. 

4.1 Click the Charges then 

press compute. Charges 

will automatically compute 

based on the rate set up in 

Standing Instruction.  

4.2 For Seafreight 

transactions, Print the 

generated HWB (POD and 

Consignee's Copy) as 

additional document for 

endorsing to Finance. 

 

A 

Encoder 
7. Segregate the HWB’s per 

destination and prepare for 

consolidation to be sent to 

destination. 

 

END 


