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Moving from physical Connote / Pre-printed Connote (manual) 
to online Self-Printing Connote is a necessity.

Disadvantage of using Pre-Printed / Physical Connote:
1. Consist of too many ply – not eco friendly
2. Require Spacing for storage
3. Customers need to queue up to request consignment note and 

wait consignment note to be ship out; just to ship with us.
4. City-Link struggle to complete customer’s order queue.
5. Again, if run out of consignment note, Top-up / request new 

consignment note will taking time 
(Manual allocation range number)

Due to these drawbacks, a solution known as Online Shipment Creator (OSC) was created. 
The aim is for the end user to be able to print their own consignment notice online.
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User/ customer is able to create & print out 
A4 consignment note type which contain 1 page 
with 2 sections.
1) Top: Shipper → Consignee (Receiver)
2) Bottom: POD Copy

Question: Where is Shipper’s copy?
✓ Shipper can check thru system
✓ User can print 2 copies for 

manual housekeeping
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*Username & Password shared via email*
For OSC support please email to osc.sm@citylinkexpress.com.my 
1) Customer full company name: 
2) Account No: 
3) OSC account support questions? 

Online OSC registration form please go online? 
https://csp19.citylinkexpress.com:7296/

Registration To login to OSC please click on this link below 
https://csp19.citylinkexpress.com:7296/Account/

For any enquiries; 
OSC Technical: Contact 03-5565 8399 Ext: 3035 / 3031 or email 
osc.sm@citylinkexpress.com.my 

OSC Business Account Enquiries: 
Contact 016-339 9999 (WhatsApp) or email 
business@citylinkexpress.com.my 

Other Enquiries: Contact our Customer Service at 03-5033 3800 or email 
customerservice@citylinkexpress.com.my

https://csp19.citylinkexpress.com:7296/
https://csp19.citylinkexpress.com:7296/Account/
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Step 1: Login to the System by inserting Username / Password.
Successful login will able to access to OSC dashboard.
Productivity dashboard consist 4 section:

i) E-Shipment Creator Status
ii) E-Shipment Creator Counter
iii) Shipment Status Tracking
iv) Marketing Promotion
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Step 2: Click on the ‘Create Shipment’ on the left of the panel. New Shipment creation
page will be open.

Shipment Creation consist of 4 sections:
▪ Sender Details <Will auto populate from user’s profile information>
▪ Receiver Details <Need to insert or select from contact>
▪ Package Details<Need to insert>
Click on “Submit” to proceed.
**Fill in all mandatory (*) fields
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Single Shipment Creation (Confirming Shipment)

Step 3: Once created, system will redirect to “Manage Shipment” page. New Shipment
created without Consignment No. There are 3 icon at “Action column” (right of the
screen). Clink on “Confirm” icon

Edit icon – New shipment are allow to be edit. Customer still able to change their shipment detail

Confirm icon – Confirm to get consignment no. Shipment confirmed are not allow to be edited.

Delete icon – Only new shipment are allow to be delete.
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Step 4: Once confirmed, a check out summary will be display. This page to indicate how
many shipment have been selected. Click on “Confirm” to proceed.
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Single Shipment Creation (Print Out)

Step 5: Once confirmed, system will redirect to “Manage Shipment” page. New Shipment
created will have Consignment No. There are 2 icon at “Action column” (right of the
screen). Choose printing size.

Print in A4 size format

Print in 6 X 4 label sticker format
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Step 6: Consignment Note generated will 
be downloaded to the user’s computer. 
Open the zip files and print it out 
according to the size selected.

A4 
Format

6 X 4 
Format



Step to create multiple shipment to OSC as below:
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Follow 
Step 3 – Step 6

Receiver section consist:
• Consignee Name
• Consignee Company name
• Consignee Email
• Consignee Contact No
• Consignee Fax
• Consignee Contact Person
• Consignee Department
• Consignee Add 1
• Consignee Add 2
• Consignee Add 3
• Consignee Postcode
• Consignee City
• Consignee State
• Consignee Country
• ShipmentRef No
• Description
• Package Type

Go to “Manage

Shipment”

Click on “Bulk 
Import” button

Choose template 
Type as “Normal 

Shipment”

Click here to 
download a 
sample file

Once download, 
open it and 

manipulate the 
receiver section 

(Red section)

Import back to 
system
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Receiver State

SELANGOR

JOHOR

KEDAH

KELANTAN

KUALA LUMPUR

LABUAN

MELAKA

NEGERI SEMBILAN

PAHANG

PERAK

PERLIS

PULAU PINANG

SABAH

SARAWAK

TERENGGANU

WP. PUTRAJAYA

Receiver Country Code

MY Malaysia

SG Singapore

ID Indonesia

BN Brunei

CN China

TW Taiwan

TH Thailand

JP Japan

DE Germany

VN Vietnam

HK Hong Kong

*Do contact us if the code not exist

Package Type

DOX Document

SPX Parcel

Please use as 
highlighted
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Step 1:From OSC Dashboard go to Manage User. In User Listing, click on button
Step 2 : You will be directed to Add New Sub User screen.

Fill in all required fields
▪ Person <Will be display as Consignee Name in consignment note>
▪ User ID <Login username>
▪ Password <Login Password>
▪ Email <Required for Forgot Password function>
▪ Role< Company User will have the same admin access.

Company SubUser will be able to create shipment only>
Click on “Save” to proceed. Successful new user addition will be displayed in User Listing
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• To create Parent & Child shipment in OSC:
1. Insert “Quantity” in OSC

i. For Single shipment (using form)
• → Go to “Create Shipment” 
• → insert “Parcel Quantity” more than 1 
• → Click “Submit”

ii. For Multiple shipment (using excel)
• → Go to “Manage Shipment” 
• → Click on “Bulk Import” 
• → Choose excel 
• → Click “Upload” 
Make sure “Quantity” column have been
inserted with quantity more than 1.

2. Confirm & Print shipment as usual

**Parcel Quantity = 1 parent + child (PX)
Example: Parcel Quantity = 5, 1 parent + 4 child
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Tracking Number
Mother/ Main

Tracking Number
Baby Parcel PX

MUST SCAN THE > MOTHER PARCEL FIRST 2ND SCAN BABY PARCEL



Contact Us :

OSC Technical: Contact 03-5565 8399 Ext: 3035 / 3031
osc.sm@citylinkexpress.com.my


