
 

  

 

 

 



SHIPPING BILL REGULARISATION 

• NAVIGATION: 

1. Go to Export menu  

2. Under Export, select SB Regularisation 

 

• INITIATION: 

1st section - Product Bill Details: In Product Bill Details section, all mandatory fields need to be 

entered. In “Product Type”, select “Shipping Bill regularisation”. In “Shipping Bill Type”, default is 

EDI. You can select others from the dropdown menu. “Select Shipping Bill” button will be enabled 

for EDI, EDF and Softex. For other types, Shipping Bill details will have to be entered manually.  

EDI: For EDI, user can select Shipping Bill & IRM 

Non-EDI: User can enter data manually & can select IRM 

 

Select Shipping Bill: 

 



Select IRM and Enter Amount to be Utilised: 

 

 

For Non-EDI: 

 

 



Once filled, user can click on the NEXT button.  

2nd Section- General Details: All mandatory fields need to be entered. Once filled, user can click on 

the ‘NEXT’ button, or for any changes in previous section, click on the ‘PREVIOUS’ button.  

 

 

3rd Section- Drawer & Drawee Details: All mandatory fields need to be entered. Once filled, user 

can click on the ‘NEXT’ button, or for any changes in the previous section, click on ‘PREVIOUS’ 

button. 

 

  



4th Section-Bank Details: All mandatory fields for Payments need to be entered. Once filled, user 

can click on the ‘NEXT’ button, or for any changes in the previous section, click on ‘PREVIOUS’ 

button. 

 

5th Section-Payment & Amount: All mandatory fields for Payments need to be entered. Once filled, 

user can click on the ‘NEXT’ button, or for any changes in previous section, click on ‘PREVIOUS’ 

button. 

 



6th Section- Shipment Details: All mandatory fields for Payments need to be entered. Once filled, 

user can click on the ‘NEXT’ button, or for any changes in previous section, click on ‘PREVIOUS’ 

button. 

Acceptance of Terms and Conditions is mandatory. 

 

7th Section- Attachments & Documents: To upload a le, user must click the “browse” button, 

browse and select the document to be uploaded and click on “Upload”. User can click on ‘NEXT’ 

button or for any changes in previous section, click on ‘PREVIOUS’ button. 

• User can then attach documents wherever required.  

• Up to 5 files can be uploaded for each request, of maximum 2 MB each. 

• The following document formats are allowed for upload: TXT, PDF, DOC, RTF, DOCX, GIF, CSV, ZIP  

• It is mandatory to fill the “Title” field while uploading a file. 

 

  



 

Once all mandatory data has been filled, the section will display a green tick mark. Else, a red mark 

in case of any error. 

8th Section- Preview: After checking all the filled details in the Preview tab, click on submit. 

 

  



 

All requests that are yet to be authorized will be assigned with a status of "Uncontrolled (Pending 

Authorise)" until authorised by an Authorising user. Once authorized, it will be released to the Bank. 

User can directly access SB Regularisation listing, New SB Regularisation & New SB Regularisation 

screen by clicking on button available below Success Submission box. 

 

  



• PROCESSED BY BANK: 

All processed records will be visible here, 

 

Under Action column, there will be Amend & Correspondence option. 

 

• AMEND: 

User can amend record by using this option, 

 



 

Once all mandatory data has been filled, section will display a green tick mark. Else, a red mark in 

case of any error. 

After Checking all the filled details in preview tab, click on Submit. 

• CORRESPONDENCE: 

 

All the mandatory fields in General Detail need to be entered. Once filled, click on the NEXT button. 

 

 



To upload a le, user must click the “Browse” button, browse and select the document to be 

uploaded and click on “Upload”. User can click on ‘NEXT’ button or for any changes in previous 

section click on ‘PREVIOUS’ button. 

• User can then attach documents wherever required.  

• Up to 5 files can be uploaded for each request, of maximum 2 MB each. 

• The following document formats are allowed for upload: TXT, PDF, DOC, RTF, DOCX, GIF, CSV, ZIP  

• It is mandatory to fill the “Title” field while uploading a file. 

 

Once all mandatory data has been filled, the section will display a green tick mark. Else, a red mark 

in case of any error. After checking all the filled details in the Preview tab, click on submit. 

 

  



• DRAFT: 

This option allows the user to save partially inputted transactions. User can go back to the Draft 

menu and complete the transaction. User can edit or discard a draft by the option available in 

Action column. 

 

 

• PENDING APPROVAL: 

This menu displays transactions yet to be authorised. The user can also use this view to monitor 

transactions that have been initiated by them. 

 

  



• PENDING AT BANK: 

This function will display a list of all SB Regularisation records that have not been processed by the 

bank. 

 

 

• REJECTED: 

This menu displays records rejected by the bank. You cannot initiate further amendments or 

messages on such a transaction, and can only use its data for inquiry purposes. 

 

  



• ACTION: 

Under Actions, there are View Detail & User Audit options, which give the payment history details.  

 

• VIEW SCREEN: 

 

 

 



• DETAIL SCREEN: 

 

 

• USER AUDIT SCREEN: 

 

  



 

• ADVANCED FILTER: 

User can create preference for the filtration or can directly enter value & search the record by using 

this option. 

 


