MYSF Guideline - S.F. Credit Account Customers

1. Login MYSF

F User Login
Home > User Login

General Users Credit Account Customers

— Please enter your account info to login MYSF

Login name
Reminder: For credit account customers, please use ZD + credit account no. to
login
Login password Forgot Password?

1.1 Click here
1.2 Credit account customers please login as “Credit Account Customers”

1.3 Enter login name, please enter "ZD + your credit account number"

Example: If your credit account number is 8521234567, your login name will be “ZD8521234567”

Remarks:

* To change password, please refer to Part 4.3 of this guideline

« If you forget your password, please click "Forgot Password?". Our system will automatically
generate a new password and send to your registered Email address

*For first time login, we suggest you to change your password at once
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https://kf.sf-express.com/css/loginmgmt/index.action?locale=en_US&region=HK

2. Self-Order Placement

2.1 Online Ordering

Order

Home > Order > Online Ordering

Online Ordering ‘

Country/Region: | Hong Kong 4
Shipper's Information

Name: | @A * Company Name: # Address Book
HongKon | ~ 7654 Phone No.: - -
Mobile No.: 0ngio 95765432
Please provide a telephone no. or mobile no Format: District code-Tel no.-Ext no
Address: | Hong Kong i i) 25101 d
Shipment * Shipment Value: HKD . »
Content:
Weight: KG *

(Remark: This estimated weight is for reference only. The actual weight will be subject to the pickup from courier. )

Remark(s): | Please fill in rem

Within 100 characters only

@ | have read and agreed the Terms and Conditions

Select "Order" and click "Online Ordering”. Customers can fill in the shipment information and click

“Submit” to place order (See green box)

2.2 Self-Order Placement & Waybill Print Out

Order

Home > Order > Online Ordering + Print Out Waybill

Online Ordering + Print Out Waybill

Country/Region:  Hong Kong M

Shipper's Information Do not require the courier to pick up the shipment and | preferg () Self drop-off (Iffyou select “self-drop off", there will be no

courier to pick up your shipment. Please print the E-waybill and provide to our courier.)

@ Individual Customers Whatis a personal piece? (J Business Customers Whatis a business member?
Credit Account Shipper's Tax
8526663027 er & Address Book
No.: ID:
Name: |p§AY * Company
Please provide the full name of shipper's name Name:
Mobile No.: | HongKor| v | 98765432 | * Phone No.: - -
Please provi telephone no. or mobile no Format: District code-Tel no.-Ext no
Address: | FH# i) H /bR AE 12282101 *

J Non-industrial / commercial address What is Non-industrial /
commercial address?

Remark(s): Within 100 characters only!

(J I have read and agreed the Terms and conditions
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Receiver's Information Do not require the courier to drop off and | prefer:

Credit Account
No.:
& Company
Name: | P& pany
Please provide the full name of receiver's name Name:
Mobile No.: | HongKor| ~ | 98789876 » Phone No.: i i
Please provide a telephone no. or mobile no Format: District code-Tel no.-Extno
Address: | Hong Kong FHE no.12 *

# Address Book

J Non-industrial / commercial address What is Non-industrial /

[J Remote Area Whatis Remote Area? :
commercial address?

Payment Method

Prepaid M
for Surcharge: pe

Shipment Content and Other Information E]

Description of

oo Brand ingredient  Unit Price * Quantity * Unit * Total Currency Country of origin

Heel 1 4 3 piece 12 HKD \/

Weight: KG * (Remark: This estimated weight is for reference only. The actual weight will be subject to the pickup from

courier. )

No. of

4 cs *
Pieces: £

Payment Account
y Paid by shipper through credit | ~ 8526663027  *

Ar : .
Method: NOTET eaCode: | 852GC

Shipment

Parcel 4
Type:

Remarks for
Customer:

Prepare Own Invoice Fill in Invoice
Type of

T Reminder: If you choose “Prepare Own Invoice®, please provide your own invoice to our courier when pickup. For “Fill in Invoice®,
*  please provide the required information.

Ifthe order is placed when the cut-off time has passed, we will arrange pickup on the next day. For enquiries, please call our Customer Service Hotline at

(852) 2730 0273 (Hong Kong) or (853) 2873 7373 (Macau).

2.2.1 Select "Order" and click "Online Ordering + Print Out Waybill”

2.2.2 Select the Country/Region of the destination

2.2.3 Enter the shipper’s and receiver's information, shipment details and other information (marked

with*)

2.2.4 If customers do not require the Door-to-Door Delivery Service, please select "Self-drop off" or

"Self-pickup" (See red box)
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2.2.5 Please select "Remote Area" or "Non-industrial/commercial address" for the shipments
collected from or delivered to the remote area or non-industrial/commercial address. Please note

that additional fee is required (See blue box)
2.2.6 Click "Submit" to place order (See green box)

Remark:
Customers can click "Address Book" (See yellow box) to add the shipper’s and/or receiver's
information. Information can be saved so that customers do not need to re-enter all information for

upcoming shipment order placements

' Order
Home > Order > Online Ordering

Order Completed MEM000058813197!

Please print the waybill and provide to our courier, your shipment may be opened for the inspection

Reminder:

Click on the immediatefSe Please make sure your computer connected the printing devices

You can view the “historical recc

>_TMy order)] The query you want to print the waybill

2.2.7 Click "Set up electronic waybill and printing" to print out the waybill after the order placement
(See green box) and then submit to our couriers during shipment pickup which is more time-saving

comparing with the traditional handwritten waybill
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2.3 Pickup Authorization Service

Order History Record My Information

(28 Online Ordering &

& Online Ordering + === | S F provides you |
P vt B » Track & Trace /I/ﬂm (SF) online ordering on app
f

Pickup Check the shipment ‘ I||| | S, SF-FlexismA
Authorization C AL 301 432 099 506 \ iy
Senice ) SRS
Services
Self-Order Shipment SF-Flexiship APP Track & Trace
Placement Protection Plus Click & Collect Subscribe your
Enjoy order placement Service seamless express shipmenis
and shipment tracking Stronger protection senices Tracking courier
atanywhere and reducing the risk you senice
anytime bore

<h

& @

2.3.1 Select "Order" and click "Pickup Authorization Service”

order

home = order = Pickup Authorization Service

Pickup Authorization Service

Name : * Company Name *
) Address Book
Mobile Mo. & Phone Mo. * - =
Hongkong +852 = pagdress : | Ciy E District || Area B

Shipper's Information Receiver's Information
4 Address Book 4 Address Book
Name * Company Name: Mame: * Company Name:
Mobile No.: Add Phone Mo Mobile Mo. Add Phone Mo.
Hong Kong +852 | * wqgreee: E B Hong Kong +852 | * aqqrace: B B
Shipment Content: * Weight: KG * Shipment Type: [ 8PPS: Cargo Value:
Document | = HKD = Payment Method :  Remark(s) :

Paid by shippel =

[T I have read and agreed the {Terms and conditions} And_$Additional Terms and Conditions for Authorized pick up service for Hong Kong and Macau}

2.3.2 Enter the authorization party, shipper’s and receiver's information, shipment content and other

information (marked with*)



2.3.3 Click "Submit" to place order

Remark:
Customers can click "Address Book" (See yellow box) to add the authorization party, shipper’s and/or
receiver's information. Information can be saved so that customers do not need to re-enter all

information for upcoming shipment order placements

FOrder R T R AT

Order Completed MEMO000058813197!

Order

Histery Record Billing Manage

Order History

Home My Information

Home = Shipment Record = Order History

E Order History QOrder History MNetwork Services Order History
Order Status | Select * erDate BE To Jare]
order No. Order Date Source(s)  Order Status Pickup Time Operation
[ | MEM0O0D058464416 2016/0818 14:50 Online Qrder Cancelled Delete
[0 | MEM0D0058464275 2016/08/18 14:48 Online Crder Cancelled Delete
[0 | MEMOD0057866380 2016/07/29 17:04 Online Crder Cancelled Delete
=] | MEMOOO057865579 2016/07729 16251 Online Crder Cancelled Delete

2.3.4 Select "History Record" and click "Order History" to check or cancel the orders
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3. Check the Shipment Status

History Record My Information

Prione S
P o Home = Shipment Record = Order History

&1 Order History Order History
8 Address Book
Order Status Order Date B To i
Order No. Order Date Source(s) Order Status Pickup Time Operation
MEMO00058393472| 2016/08/16 14:31 | Online Order | Cancelled Delete

Select "History Record" and click "Order History” to check the shipment status (See green box)
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4. Account Management
Select "My Information"” and you can select "Account Information", “Address Book" or "Reset

Password & Username"

4.1 Account Information

History Record My Information  Billing Manage

Account
. Information
My Information P .
AdaTe5S BOoK : Home > My Information > Account Information
Reset
™ Account Password&Usernam

Information

— Verify Message. Modify account information only available for “MYSF” platform
8 Address Book

& Reset Password & Mobile No.: Email Address:
Username 98765432 abc@ssf-express.com
Modify mobile no Modify Email Address

— General Information

Name Chan Tai Man Company ABC
Gender Department
Birthday Position

Select “Account Information" (See green box) to reset information of your account, including name

and email address, etc.

4.2 Address Book

History Record My Information  Billing Manage

F My Information

Home > My Information > Address Book
es
~ Account Information Password&Usernam
8 Address Book Sorting method: | 38 |iS
& Reset Password & Selectall @ Delete the selection 2+ add @ Download Template @) Upload Document
Usemame Quick search by name or contact | Q

98789876 98765432

Hong Kong & & B2k no.12 e 7 2E 2AKE125£101

Select "Address Book" (See green box) to add or edit the shipper’s and/or receiver's information.

Customers do not need to re-enter all information for upcoming shipment order placements
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4.3 Reset Password & Username

F My Information

o Account Information

History Record My Information  Billing Manage

Account
Information

Home > My Information > Reset Password & Username

8 Address Book

& Reset Password &

Username
* Current Password

* New Password

* Re-enter Password

Select "Reset Password & Username" (See green box) to reset the password or change the username
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5. Billing Management
5.1 Search E-bill

Manage

o | SF provides you

" s § online ordering on apgos 'ﬂ ’
‘El:) SF-Flexiship ARE—

» Online Ordering N

.y
=a Y=l

Services
Self-Order Shipment
Placement Protection Plus
Enjoy order Service
placement and semce Tracking ¢

hip
anywhere and,

anjtime 1l

E-bill
Heme > Billing Mansge > E-bill

Honthly Statements

— (uery Conditions

@ FPer Nonth Enguiry Nonth: |

@) Per Day Start Date: @ End Date: m

Taybill Ho.:

Reminder: System provwides last three months historical data enly temporarily. Search range canmot exceed 30 days.

[[ISelec: Date Waybill Ho. ShipperShipper’ s RiCompany Hame Receiver’ s Ad Tel Charge TypeWeight Total (After Discounlownload Wayb

Remimder:

L System provides last three months historical data only temporarily:

2+ System billing cycle =ceording to mormal months sequence;

MYSFCA170123
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I E-hill
Heme > Billing Menage » E-bill

Nonthly Statements

—+ Query Conditions

@ FPer Honth Enquiry Honth: E

“ S
© Per Day Start Date: sl i) i

Guick Selection

Faybill Ho.: 2016-11
2016-12
Reminder: System provides last the tenporarily, Search range cannot exceed 30 days.
[Selec: Date Taybill Ho. ny HameBeceiver’s Ad  Tel Charge TypeFeight Total Gfter DiscounDownload Fayb

Reminder:

1+ System provides last thres months histerical data only temporarily;

2+ System billing cycle according te nermal months sequence;

5.1.1 Select “Billing Management” and click “E-bill” (See red box), you can search statements by
month or by date

* By month: Enter the month of the statement

* By date: Enter the starting and ending dates

Remark: Customers can check and export the statements for last three months for reference

i E-bill

Nonthly Statements

Home > Billing Manage » E-bill

= Query Conditions

@ Per Nonth Enguiry Wemth: | 2016-11 m

") Per Day Start Date: m End Date: m
Waybill No. :

Beport Toveice ||| Downlond bereh Wayoil

Reminder: System provides last three months histerical data only temporarily. Search range cannot exceed 30 days.

[FSelec: Date Taybill Ho. ShipperShipper’ s E«Company Name Eeceiver's Ad  Tel Charge TypeTeight Total (After DiscounBownload Tayb
F  |or/11/2018 e -
1 |o7/11/2008 54 - POD

5.1.2 Click “POD” (See red box), you can download waybill for reference
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F E-bill

Nonthly Statements

Home » Billing Manage > E-bill

=+ Query Conditions

@ Fer Wonth Enguiry Wonth: 2016-11
Per Day Start Date: m End Date: @
Taybill Mo :

Txport Invoice Download Batch Wayball

Reminder

System provides last three months historical date only temporarily. Search range cannot exceed 30 days

Date Yaybill Ho. ShipperShipper’s BCompany Hame Beceiver’s Ad Tel Charge Type¥eight Total (After Discounlownload Tayb
v 07/11/201 &g - POD
v 07/11/2016 & FOD
7| |o7/11/2018 55 - POD

5.1.3 Select “Select” (See blue box) or specific waybill no. (See green box), and click “Download Batch

Wayhbill” (See yellow box), you can download batch waybills for reference

5.2 Modify the Billing Info

5.2.1 Email, Contact Person and Contact Number

Order History Record My Information Billing Manage
F Edit Info @ i
Home > Biling Manage > Edit Info
Invoice Type E-bill roper ot
E-mail

Contact Person
Tel. Number

Fax Number

Address

Select “Modify the Billing Info” to update the information (including email, contact person, contact

number, etc.) and click “Save”
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5.2.2 Invoice Type

i Modify the Billing Info

Invoice Type

E-mail

Contact Person

Tel. Number

Fax Number

Address

Home » Biling Manage > Modify the Biling Info

@ E-bil

© Paper Statement *

Customer can choose the invoice type as "E-Bill" or "Paper Statement" (See red box)

5.3 Contact Us

If you have any enquiries, please contact our Finance Department at (852) 2787 1222 or email to

acchkg@sf-express.com
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