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Shipping 
Instructions 
Quick Start Guide 

2016 

INTTRA’s online interface allows 
shipping instructions to be 
uploaded, edited by co-workers, and 
distributed to all carriers, NVOCCs 
or 3rd parties. 
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Create Shipping Instructions 
 

Go to the Document Tab on the top menu of the page.  
There you will find all your Shipping Instructions needs.  
 

1. Choose Create New from 
under Shipping Instructions. 
  

2. Select the shipper, and 
continue to fill in the 
instructions.  
 

3. The following information is 
required: Shipper, Carrier (& 
Carrier Booking Number), 
Consignee, Vessel, Port of  
Load, Port of Discharge, 
Container Number and Type, Package Count and Type, Cargo Gross 
Weight and Description.  
 

4. To send any 3rd party Shipping Instructions, enter email in the Partner 
Notification field at bottom of page.  
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Save and Edit Drafts 
 

To save drafts click Save Draft at the bottom of the Create New SI page.  
 
1. Drafts can be stored by name 
and later searched for under 
the Document tab.  
2. To filter drafts, click on the 
desired filter information from 
the drop-down menus. 
  
3. Drafts can also be sorted by 
clicking on field headers. 
  
4. Click on the name of the draft 
to enter missing / new information and submit.  
 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 



 

4     Proprietary and Confidential Copyright © 2016 INTTRA Inc.                       

 

Search for SIs 
 
The Shipping Instruction search screen allows users to search for 
and manage SIs. 
 
1. Search for Shipping 
Instructions by clicking on 
Search under Document 
tab. 
 
2. Search INTTRA SI 
Number, provided upon 
creating the SI.  
 
3. Or, Using the Search Criteria menu that requires the Status Date and any 
other option field listed below: Location, Carrier, Vessel, Shipper, SI Requestor, 
SI Name.  
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How to Use Templates 
 
Templates can be reused after creating an SI.  
 
1. Saved templates can be 
accessed through the 
Document tab.  
 
2. Show Company Templates 
or My Templates.  
 
3. When the desired template 
is found, click on the SI Name.  
 
4. The template will appear and information can be edited within the template.  
 
5. Submit the SI when the infor mation is updated.  
 
 

 
 
 
 


