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1. The Folder 

1.1 Introduction 

The folder allows the exporter to group all the required information for an export container on a 
confirm booking and also to allow the integration of export Bill of Entry. With this function, the 
shipper can identify other stakeholders to allow them to view information pertaining to folder.  

A folder should be associated to a confirm booking created by the shipping line. 

The Folder is mandatory for the integration of the Bill of Entry in CCS, which will trigger the EGIN 
notification. 

1.2 Creation of folder in CCS 

The Shipper can use the rapid access function. The code can be found in brackets in the menu next 
to each function. 

 

1. Type CDOSS in the  box     

2. Click on the button “GO 

Or by 

 
Browsing the menu: 

Export             Expectation              Folder              Create folder 
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The below screen will be displayed where the Shipper will fill in the mandatory fields.

 

 

Mandatory field  

Serial No Details Description Comments 

1 Folder Reference Internal reference to be inserted by the Shipper   

2 Booking 
Reference CBK generated by the CCS upon 
creation of the booking   

 

After the input of data has been completed by the shipper, the user will click on  and 

 to capture his data.  

 

CCS identification DOS0000XXXX will be generated by the CCS to inform the shipper that the folder 
has been created. 
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2. Search a Folder 

After the creation of the folder, the shipper has the possibility to view or search same in CCS. The 
folder can be search by the rapid access function or by browsing the menu. 

The code can be found in bracket in the menu next to each function. 

 

1. Type RDOSS in the  box     

2. Click on the button “GO 

Or by 

 
Browsing the menu: 

Export             Expectation              Folder              Search folder 

The below screen will be displayed where the shipper will enter his DOS CCS ID in the field folder 
reference and click on search then on the modify button. 

Or a range of date can be input in the field ‘created between’ to search for a period 

 

 

After clicking on the modify button, the shipper will have access to change the folder reference  and 
add another Booking Reference on the folder: 
After modifying the folder, the shipper will have to click on the save and confirm button to capture 
his data. 
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3. Contributor 

The contributor is used to add other party on the folder created by the shipper to have access to 
view information in the folder. 

Example as per below: 

If the contributor is codified in CCS, the shipper will use the field CCS contributor to add the user. 

 

Or if same is not codified, the shipper will use the field CCS Unknown Contributor. 

Example as per below: 

 

After having input his information, the shipper will click on the save and confirm button to capture 
his data. 

And the folder will be updated with the necessary information. 
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4. Linked BOCO 

This function is used to link the shipping line CCS Booking Id to the folder. It is a reference generated 
by CCS after creation of the booking by the shipping line. 

 

 

 After the BOCO has been linked, the shipper will have the access to: 

 
1. View the CBK created by the shipping line by clicking on the CBK number 

 
2. Create or add a container directly by clicking on the field ‘Create Container’- 

 

 
 

3. Create or add a bulk cargo by clicking  on the filed ‘Create Bulk Cargo’- 
 

 
 

4. Or delete all information by clicking on the 
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5. Linked TU 

The linked TU is used to regroup all the consignments to be stuff in the container. Refer as per below 
screen: 

 

The shipper can have access to modify the number of declarations that is expected on the 

goods(ECVXXXX1236) by clicking on the  button. The changes can be made on one or 
several lines of the ECV where he will tick the field Declaration number to choose between one or 
several declarations expected. 

 

Once the changes have been made by the shipper, the user  will click on the and then OK. 

 

By clicking on the icon    the shipper will have access directly on the goods (Bulk cargo TU) 
where same can be modify by the user 

The below screen will be displayed where the shipper will click on the   to have access for  

the changes and once done, he will click on the  and  
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To return on the previous page, the user will have to click on the  button on the page Bulk 
Cargo.  

By clicking on the CBK number in the field BOCO CCS ID, the shipper can have access to view the 
booking of the shipping line 

 

And by clicking on the ECV numbers, the shipper can have access to view the goods details 

 


