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REVERSE SHIPMENTS

Shippers are able to prepare and send a shipment request to 
an Importer. The Importer will need to authorize the request 
in order for the Shipper to process it. Shipment charges will 
be charged to the Importer’s account.

Shipment Instructions

Shipper/Receiver Details

Step 1A - Shipper:

The Shipper logs into Import Express Online.

• � Select a Receiver from the Address Book.

• � Enter shipment details and select an Importer from the  
pull-down list (if a prior Importer-Shipper relationship has 
not been established, the Shipper will need to enter the 
Importer’s e-mail address). 

• � Select a product. 

• � Request approval. 

• � An e-mail is sent to notify the Importer.

Step 1B - Importer:

The Importer receives an e-mail notification and logs into  
Import Express Online.

• � View the shipment request. Update the message to the 
Shipper and the billing information, if necessary.

• � Approve or reject the shipment request. 

• � An e-mail is sent to notify the Shipper.

Step 1C - Shipper:

The Shipper receives an e-mail notification and logs into  
Import Express Online.

• � View the shipment request for the Importer’s update message.

• � Print shipment paperwork and arrange a pickup.
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Schedule Pickup

Request/Review Authorizations

If you do not have a regularly scheduled pickup on a given day, 
you can easily request one using the “Schedule pickup” tab. 
Multiple shipments can be picked up at one time.

Keep a record of all standing authorizations* granted to you  
by Importers.

Request a Standing Authorization* from an Importer to be 
allowed to send shipments on a regular basis

• � Enter Importer’s e-mail ID 

• � Select a Receiver 

• � And follow the same process as for one-time reverse 
shipments 

Standing Authorization*

*Available First Quarter 2011



 

My Profile

OTHER SHIPPER LINKS AND SCREENS

Questions about how to use a particular screen can be 
answered by clicking the “Help” link in the navigation bar. 

The “My Profile” screen contains information the Importer 
entered. It is available for the Shipper to review or update at any 
time. To do this, simply enter the new or changed information 
and click the “Submit” button.
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Once you’ve completed the invoice information, you can add 
this invoice to your invoice templates by clicking the box at the 
bottom and typing in a filename for the new invoice template.

Commercial/Pro Forma Invoice Templates

Tip

Additional help can be found on the shipping forms by clicking the 

various help links located to the right side of some of the form fields.

Address Book

The Address Book stores all your receivers’ information, 
allowing you to prepare shipments without repeatedly entering 
the same contact information. 

Use the “Find” field to search by name or view your contacts 
using a variety of sorting options available in the “Contained in 
Column” pull-down list.
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