OCS Worldwide Selfship User Guide
Introduction
OCS Worldwide has developed this facility to assist in producing appropriate documentation
for your shipments. All you need is a PC with access to the internet, a standard printer and
an access password provided by your OCS Worldwide contact.

With Selfship you can…
•Generate a waybill
•Pre-store addresses for regular use
•Print shipping documentation
•Track shipments
•View POD details
•Check charges before shipping
•Book a collection

Getting Started
You will need to have a password to use this service. Contact OCS Worldwide customer
services on 0207 640 3900 or email us at customer.services@ocsworldwide.co.uk. We will
need to know your OCS account number so please have that ready. You can have more
than one user for each account, and each user has their own password to login.

First of all you will need to navigate to the OCS website. The address is;
https://www.ocsworldwide.co.uk/
(Don’t forget to add this to your favourites to make logging in next time easier!)

Select ‘Login to Selfship’ in the
top left corner of the screen.

Enter your account number and
password, then select ‘Login’.

If you do not have an account then
select ‘Open an Account’.

Check the details are correct before
selecting ‘Continue’.
If the details need to be changed
then please select ‘Change Details’
link and enter the correct details.

Overview
The first screen controls all of the Selfship features. The menu bar at the top of the screen
gives access to various functions

Each menu feature will be explained in the following pages.

From the Selfship screen displayed, you can enter all the relevant consignee details to
produce shipping documentation. These details can be typed directly into the fields on the
screen, or can be automatically filled from the saved list.

To enter a receiver from the saved list, simply select ‘receivers’ from the navigation bar
and the following window will open.

You can search receivers by entering details
in any of the fields and then select ‘search’.
To add the receiver to the CWB, select the
correct name, then select ‘add to CWB’ This
will close the window and take you back to
the waybill.

Contents
If you regularly send goods that are the
same, then this list will help you. You
can save your frequently shipped goods
description by selecting ‘Contents’ on
the main navigation bar, this window
will appear so you can add new
descriptions.

To add a saved description just
use the drop down menu in the
shipment section and you can
choose from a list. You will also
need to enter the type of
shipment (Document or Parcel)
and add the quantity, weight, HTS
code, country of origin and value
of the goods.

References
This allows you to locate the charge for a shipment to one of your reference codes. This may
be a department or a cost centre/ section code. The reference selected will show on your
invoice. You can also receive analysis reports based on these and can search all your
shipments in Selfship by these references.
If you select ‘Reference’ on the navigation bar at the top of the screen a new window will
open.

From here you can add, update or delete your references in the same way as receivers. The
significance of this reference will vary from customer to customer, we can setup your
account to make this mandatory or even fixed to certain codes. Please contact us to arrange
this.

Preparing a shipment
Filling out the CWB can be done in any order, but for the purposes of this manual we will
work in number order of the red numerals.

i)

The first part of the CWB is the receiver, this can be manually entered or selected
from your saved list on the navigation bar.

ii a) If you are sending a parcel Internationally that’s is goods of value you will need
to provide us with the value, country of origin and HTS code (commodity code).
You can lookup and validate HTS codes using the following links;
Lookuphttps://www.gov.uk/trade-tariff
Validationhttps://ec.europa.eu/taxation_customs/dds2/taric/taric_consultation.jsp?Lang=en
ii b) The next part is the shipment details. You will need to select between a
Document and a Parcel, then give the details of the shipment (Quantity, Value
and Weight). Make sure you click ‘Add’ on the right of the screen to add this item
to the CWB. You can add multiple items to one CWB.
iii) At this stage you can check the cost of your shipment by clicking on ‘charge
lookup’. By filling in the basic information for the shipment you can get an
accurate costing.
iv) If you wish the shipment to go as free domicile (DDP) then please tick the box.
There are charges associated with this so please check with customer services if
you are unsure.

v) Once you have packed your goods for collection you will be able to select the package
type, you can choose between envelope, pouch, box or other.
vi) Please check the total values and weight as this information will be used for the proforma invoice if applicable and must be correct to assist customs clearance.
vii) Please leave your service as Express Courier, service is set behind the scenes when
you setup your account. If you are unsure please contact your account manager.
viii) If you require special handling instructions to accompany the shipment, please type
them in this space.
ix) This field is for your reference. If you have set a mandatory reference this will be pre
populated with the set reference. If this is not mandatory on your account you can select
a reference of your choosing or leave it blank.
x) Please make sure the country you have entered is correct. At times when you select a
country, a yellow triangle will appear with an exclamation mark. This means this country
has a special message associated with it. If you click on the triangle the message will
show in a new window.
xi) Check that all details are correct, once you are happy they are please answer the two
questions on dangerous goods, and goods under licence or permit at the very bottom of
the screen. Once answered yes or no please click the ‘Submit’ button. This will send all
the CWB details to OCS and the preparation of your paperwork will start.

Printing Documentation
After you have submitted the CWB, you are able to print your documentation. From the
navigation bar at the top select the printing documentation tab, then from the drop down
menu select ‘print CWB’s’.
The first item ‘print CWB’s’ is how you will print your shipping documentation and pro forma
invoice (if required). If you click on this a new window will open with details of the shipments
requiring paperwork to be printed.

To print your documentation just click on the blue CWB number on the left hand side of the
window. This will request the pags from the server and then open a print dialogue window. Click
on ‘OK’ and your documents will now print. Each CWB will need to be printed individually.
Selfship will print (by default) two CWB’s and then two for each additional piece in the shipment
if any.
If a pro forma invoice is required, the text in the pro forma column will show the words ‘proforma’ in blue. If a pro forma is not required you will see the words ‘No pro forma’ in black. Once
you have printed your documentation for your shipment and checked the paperwork click on
‘print ok?’ and this will move the shipment through to the next stage of the process. If you do not
wish to proceed with the shipment , or need to change it please select ‘cancel’ on the right side
of the screen.
There is also an email option, which allows you to send an email containing a link to track your
shipment. This may be helpful when sharing tracking with your client.
Once finished printing close the window.

Printing Collection Sheet
The next part of the process is to print out the collection sheet. If you click on ‘printing
documentation’ on the main navigation bar and select ‘collection sheet’ this will bring up a
new window displaying your current shipments.
By default all the shipments are selected for printing. If you do not wish to include a
shipment on the collection sheet just un-check the box on the left of that shipment.
Once you are ready click on the blue ‘print’ text on the bottom left. This will prompt up the
print dialogue so you can click ok.

Once you have printed your collection sheet a new window will open reminding you to
book a collection. If you do not have a regular collection setup on your account you will
need to book a collection by using the online booking screen or call customer service
directly on 02076403900. If you already have a regular collection you can select the
cancel button to close this window.

Booking a collection
The last stage of processing your shipments for the day is to book the collection. This can be
done by clicking on ‘book a collection’ button at the bottom right of the main screen.

You are required to fill out the relevant fields and then click ‘book’. If you need to start again
please click the ‘reset’ button. If you have any special requirements on your collection please
call our customer service team on 02076403900 and have your account number ready to
make arrangements.

Other Features
There are several other features available from the main navigation bar.

Tracking
CWB Tracking
This allows you to manually input a CWB number and view all the relevant information as to
its movements, whether still in transit, delivered, or if available the POD details of who signed
for the shipment if applicable.

CWB account search
This allows you to search for shipments using several different parameters. The fields include
the CWB number, company, city, country, type of goods. Senders name, your reference and
date range. You can also export this data as a Microsoft Excel file if needed by searching the
required data, then selecting ‘export’.

Pro forma user maintenance
This is where you can add, update and delete the names of the users that are available for
selection when you print a pro forma invoice.

Packaging
This is where you can order more OCS packaging supplies. You are required to fill out the
fields and select what you require. Once we have checked the request is within the usage of
your account we will deliver the packaging to your account address.

Utility
Multi shipments
If you have many shipments where the items being shipped are the same, here you can
prepare CWB’s in batches. It is just like filling in a standard waybill but with the receivers
information at the top. You simply select the receivers you want (up to ten at one time) and
click ‘add’. The receivers are removed from the left hand side, so you can be assured that
you are not doubling up on your shipments.

Charge Lookup
This feature is the same as the link available from the main screen. It allows you to get an
accurate quote for the shipment you are sending.

Change Password
You can change your password at any time. Select ‘change password’ from the utility drop
down menu, enter your old password and the new password you wish to create and click
the submit button. You will then need to logoff and back on again to activate the new
password.

Please don’t hesitate to contact us should you have any questions. Our customer service desk is
open Monday – Friday 8am – 7pm, Saturday 9am to 6pm. Please call 02076403900 or send us a
message at customer.services@ocsworldwide.co.uk.

