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Access ECMS website https://www.ecmsglobal-jp.com/

1-1. User login

Click "ECMS+" and enter MY Package screen

https://www.ecmsglobal-jp.com/
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1-2. User login

If you have not registered an
account , click here.

If you have already registered an 
account , click here.

Enter your registered email address and password
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1-3. Account registration

Please input necessary information for account registration.

If you have contract with ECMS, please 
fill in the account number

Full name

Country

Company name

Email address

Password

Password (for confirmation)
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1-4. Account registration

On completing account registration, notification email will be sent to email address 
you input in the former. 

Click here, you can start shipping by logging in.
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2-1. Create shipping data

After logging in, the screen automatically switches to “MY Package” screen.
You can view past shipping status, track shipments, and create new shipments.

For new shipments, fill-out here
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If you don’t need pick up service from your address (in this case, you need to arrange it by yourself 
to ECMS warehouse, please select upper one “倉庫持ち込みサービス.”
If you need pick up service from your address, please select lower one “集荷サービス”. 
Please write shipping data in English.

2-2. Shipper/receiver information

Total amount of shipping charge 
and fuel surcharge (FSC) are 
displayed.
Fuel surcharges change on a 
monthly basis.
（https://www.ecmsglobal-

jp.com/surcharges）

https://www.ecmsglobal-jp.com/surcharges
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2-3. Pickup details

If you select here (Pick up service), you can input pick up place/date/time 
information here.

Please write pickup 
information in Japanese.
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2-4. Shipping details

If you would like to bundle multiple items, click here and 
add information.

Please ensure that the shipment details need to match the package contents.
After receiving the parcels at ECMS warehouse, we will check the contents of the goods, and if the information does 
not match the information provided, we will return the parcels.
Also, please note that the refund amount will be deducted 40% of the shipping fee you have paid.



11

2-5. Customs declaration information

If the shipper is a company, please fill in the company name and company number.

Select either upper one "Upload 
your own commercial invoice" or 
lower one "Create an invoice based 
on the information you entered".
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2-6. Shipping details

The fare l i sted in  the pr ice l i st  and the tota l  
amount o f  fue l  surcharge (FSC) are d isp layed.

Please check a l l  the contents.

Confirm shipping detail. If you need to edit, please click “編集”.
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2-7. Shipping payment

Customers who have agreement with us will be invoiced for shipping fee on a monthly basis.
We will issue billing invoice at the end of month.
(It is not a credit card payment for each shipment)

Enter your credit card information then you can proceed 
payment.
We can accept credit cards such as 
Visa/Mastercard/American Express/JCB/Diners 
Club/DISCOVER.

The total amount of shipping charge and 
fuel surcharge (FSC) are displayed here.
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2-8. Download related documents

You can download receipts, commercial invoices and shipping labels.
Please download the shipping label and attach it on your package before shipping.
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2-9. Notification email for your shipment

After payment is completed, notification email will be sent to your registered email address. Email 
are sent from notification@ecmsglobal.com.
You can also download receipts, shipping labels, and commercial invoices from this email.
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3-1. Create shipping data（For bulk upload）

If you want to upload multiple shipping data at the same time, please click “一括アップロード"  on 
MY package screen.
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Download template for bulk upload.

After inputting shipping data in the file, click here.
*See the following page for how to describe the standard specifications.

3-2. Create shipping data（For bulk upload）

Please use xlsx or csv template file.
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When we upload two shipments at once, it will be displayed as follows.

3-3. Create shipping data（For bulk upload）

By clicking “詳細", you can check and edit your package information.

Click the checkbox and
Select “支払いへ".
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3-4. Create shipping data（For bulk upload）

Confirm your shipment information
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3-5. Shipping payment（For bulk upload）

Total amount for shipping charge is displayed here.

Customers who have agreement with us will be invoiced for shipping fee on a monthly basis.
We will issue billing invoice at the end of month.
(It is not a credit card payment for each shipment)

Enter your credit card information then you can proceed 
payment.
We can accept credit cards such as 
Visa/Mastercard/American Express/JCB/Diners 
Club/DISCOVER.
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4-1. MY Package screen

In ‘Confirming’, you can check packages that are pending status on “確認中” box..
Packages with insufficient payment, waiting for importer information contact, waiting for import tax 

payment, etc. are displayed. You can also search by narrowing down the conditions from “すべての
時間(all time)” and “配達国(delivery country)".
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4-2. MY Package “決済中(Payment in progress)”screen

Shipment information of pending shipping charges are displayed here.
To proceed shipping, click on the appropriate shipment check box and complete payments.
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4-3. MY Package "Shipping" screen

Shipment information which shipping do not have any requirement are displayed here.

You can download the shipment 
record by clicking the check box of 
the relevant shipping data.
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4-4. MY Package – cancel the shipment

If you need to cancel the shipment, click “詳細(detail)” of each shipment.

click the checkbox

Click "Details"
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Click here to cancel shipping

4-5. MY Package – cancel the shipment
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To cancel the shipment, click here.

4-6. MY Package – cancel the shipment

Please note that if you don’t outbound your package from your, full amount of shipping charge will be 
refunded. If you have already outbounded your package from your hand, refund amount will be 
deducted 40% of the shipping fee you have paid.
You can cancel the shipment before the export declaration.
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4-7. MY Package – cancel the shipment

The tracking number 
and refund amount for 
the canceled package 
will be displayed. The 
refund amount will be 
deducted 40% of the 
shipping charge from 
the payment amount.

¥1,128

After canceling the shipment, you will receive the following email when the cancellation process is 
completed within ECMS Japan.
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You can check the shipments information that have delivered.
You can also check the status from “詳細”Details)".

4-8. MY Package –”完了(completion)” 
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In bulk upload, you can input multiple shipping data in one template.

5-1. Standard template entry method

Pa r c e l Number
（manda to ry）
P lea se  i n pu t  s ame  number  
i f  y ou  bund l e  mu l t i p l e  
i t ems  i n  t h e  same  
p ackage .
There  a re  3  i t ems  ma rked  
"1“  on  th e  r i gh t  p i c tu re ,  
i t  i n d i c a te s  3  i t ems  w i th  
d i f f e ren t  SKU a re  
i n c l u ded  i n  one  p ackage .

On the  o the r  h and ,  "2"  
does  no t  h ave  same  
number  i n  t h i s  c o l umn ,  
one  i t em i s  p a cked  i n  t h i s  
p a ckage .

There  a re  two  same  
numbers  f o r  "3 " ,  so  two  
t ypes  o f  i t ems  a re  
i n c l u ded  i n  one  p ackage .

Re f e r enc e Numbe r（opt i o na l）
No  en t ry  requ i r ed .  I f  y ou  h ave  
you r  own  re f e rence  number ,  p l ea se  
f i l l  i n .

P a r c e l We i g h t（manda to r y）
Actua l  we i gh t  o f  p a ckag i n g

P a r c e l We i g h t Un i t（manda to r y）
Se l ec t  "KG"  (k i l o g ram)  o r  "LB"  
(pound )  f o r  we i gh t  un i t

P a r c e l L eng th（manda to r y）
Leng th o f Packag i n g

P a r c e l W i d th（manda to ry）
Wid th o f Packag i n g

P a r c e l He i g h t（manda to ry）
He igh t o f Packag i n g

P a r c e l L eng th Un i t（manda to r y）
Se l ec t  "CM" ( c en t ime te r )  o r  
" IN"  ( i n ch )  f o r  t h e  s i z e  un i t  o f  
t h e  p ackag i ng .
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5-2. Standard template entry method

I t em n ame（Manda to r y）

Items information is required for customs clearance. Please fill in correctly in English.

I t em De t a i l s（Manda to r y）
i t em n ame ,  manu f a c tu re r  

n ame ,  pu rpo se  o f  u se ,  
e t c .

I t em  We i g h t（Manda to r y）
Net  We igh t  p e r  i t em

Or i g i n Count r y
（Manda to r y）

Quan t i t y（Manda to r y）

Un i t Va l u e
（Manda to r y）

Cu r r ency  
(man da to r y )

Se l ec t  cu r rency  
f rom l i s t

HSCode（Opt iona l）

I t em  URL  ( o p t i o na l )    
F i l l  o u t  i t em URL  where  

i t em a re  d i sp l a yed  on  web  
s i t e .
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5-3. Standard template entry method

Shipper (exporter) information is required for customs clearance. Please fill in correctly 
in English.

Company  n ame  ( o p t i o na l  i t em )
I f  t h e  expo r te r  i s  a  c ompany ,  
p l e a se  i n pu t  c ompany  n ame .  No  
en t ry  i s  r equ i r ed  i f  t h e  expo r te r  
i s  a n  i n d i v i d u a l .

Name  ( r e q u i r ed )
Name  o f  p e r son  i n  ch a rge

De t a i l ed  Add r e ss  1  
(ma n da to r y )

Deta i l ed  Add ress  o f  Expo r te r

De t a i l ed  Add r e ss  2  
( o p t i o n a l )
I f  y ou  wan t  t o  sep a ra te  
th e  bu i l d i n g  n ame ,  p l ea se  
f i l l  i n  h e re

Reg i on  ( o p t i o n a l )

C i t y/Town
（manda to ry）

S t a t e/P rov i n ce (manda to ry )

Coun t ry  n ame  
(ma n da to r y )

P lea se  i n pu t  “ J ap an”

Z i p  c o de  (man d a to ry )
i n pu t  numbers  on l y

(no  h yphen )

Ema i l（manda to ry）

Phone  n umbe r  
(ma n da to r y )

i n pu t  numbers  on l y
( n o  h yphen )
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5-4. Standard template entry method

Delivery destination (importer) information is required for customs clearance. Please 
fill in correctly in English.

C i t y  n ame  
(man da to r y )Company  n ame  ( o p t i o na l )

I f  t h e  impo r te r  i s  a  c ompany ,  
p l e a se  i n pu t  c ompany  n ame .  No  
en t ry  i s  r equ i red  i f  t h e  impo r te r  
i s  a n  i n d i v i d u a l .

Det a i l ed  Add r e ss  1  
(ma n da to r y )

De t a i l ed  Add r e ss  2  
( o p t i ona l )

I f  y ou  wan t  t o  sep a ra te  
th e  bu i l d i n g  n ame ,  p l ea se  

f i l l  i n  h e re

Reg i on  ( o p t i ona l )
i f  p a ckage  i s  d e l i v e red  to  
Ch in a ,  i n pu t  t h e  
wa rd/p re f ec tu re  n ame .

Name  (man da to r y )
Name o f  p e r son  i n  cha rge

S t a t e/prov i n c e  n ame  ( o p t i o na l )
S ta te/p rov i nce  n ame  i s  op t i ona l  
bu t  i t  i s  manda to ry  i f  p a ckage  

i s  f o r  Ch in a .

De l i v e ry  Coun t ry
（manda to ry）

Z i p  c o de  (ma n d a to ry )
i n pu t  numbers  on l y

( n o  h yphen )
Fo r  Hong  Kong ,  
en te r  “999077”

Phone  n umbe r  
(man da to r y )

i n pu t  numbers  on l y
(no  h yphen )

Ema i l  (ma n da to ry )



33

Origin information and trade terms are necessary information for customs clearance. 
Please fill in correctly in English.

5-5. Standard template entry method

Expo r te r Type（manda to ry）
Se l ec t  f r om “Company”  o r  

“Pe r sona l ”

EOR I/Reg i s t e r  No . （manda to ry）
Fo r  compan i e s ,  i n pu t  13 -d i g i t  
n umber .  Fo r  i n d i v i d ua l s ,  i t  i s  
n o t  n ecessa ry  to  en te r .

R eg i s t e r ed Company Name（op t i o n a l）
I f  t h e  expo r te r  i s  a  company ,  p l ea se  
i n pu t  company  n ame .  P l ea se  make  su re  
th a t  t h e  con ten t s  o f  t h e  company  
number  and  th e  reg i s t e red  company  
n ame  need  to  b e  equa l .  No  en t ry  i s  
r equ i r ed  i f  e xpo r te r  i s  a n  i n d i v i du a l .

T e rms  o f  t r a d e  (man da to r y )
Se l ec t  i n co te rms  f rom l i s t

E xpo r t  d e c l a r a t i o n  me t hod  
(man da to r y )

Se l ec t  f r om  “ I n f o rma l”  ( s imp l e  
cu s toms  c l ea rance )  o r  

“Fo rma l”  ( gene ra l  c l ea rance )

Expo r t  (ma n d a to ry )
Se l ec t  f r om l i s t

Du t i e s/Ta xe s P a i d (manda to r y )
Se l ec t  “Cons i gnee”  p aymen t  o r  
“Sh i ppe r”  p aymen t .  "Sh i ppe r"  
can  b e  se l ec ted  on l y  f o r  
c on t ra c ted  sh i ppe r s  who  h ave  
an  a g reemen t  to  pay  impo r t  ta x .
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You can choose a pick-up service or non-pick-up service.
For pick-up service, pick-up information(written in Japanese) is required.

5-6. Standard template entry method

Se r v i c e  Op t i on  
(man da to r y )

Se l ec t  “De l i v e r  t o  ECMS 
wa rehou se”  i f  y ou  don’ t  
need  p i c k -up  se rv i c e .
Se l ec t  “PU-P ickup”  i f  y ou  
need  p i c k -upse rv i ce .

Do cumen t  n umbe r  ( o p t i o na l )
A l though  i t  i s  n o t  manda to ry ,  
p l ea se  i n pu t  d e l i v e ry  s l i p  number  
when  you  b r i n g  you r  p ackage  to  
ou r  wa rehou se  b y  you r se l f .

P i c k up  Cou r i e r  ( o p t i o n a l )
A l though  i t  i s  no t  manda to ry ,  
p l ea se  i n pu t  d e l i v e ry  
company  n ame  i f  y ou  a sk  
th em to  b r i n g  you r  p ackage  
t o  ECMS wa rehouse .

De l i v e ry  w a r ehous e  
(man da to r y )

S e l e c t  "To kyo  Ga t eway"

P i c k up  d a t e  a n d  t ime  ( o p t i o na l )
Requ i red  i f  y ou  u se  p i c k -up  
se rv i c e .
The  desc r i p t i o n  examp l e  mean s  
10 :00  on  J anua ry  18 ,  2021 .
P l ea se  w r i t e  l i k e  y yyy-mm-dd  
HH:mm:ss

P i c k -up  c o n ta c t  ( o p t i o na l )
Requ i red  i f  y ou  choo se  

p i c k-up  se rv i c e

P i c k up  a d d r es s  ( o p t i o n a l )
Requ i red  i f  y ou  choo se  
p i c k-up  se rv i c e

P i c k up  a r e a  ( o p t i o n a l )
No t  r e q u i r ed

P i c k up  c i t y  n ame  ( o p t i o na l )
Requ i red  i f  y ou  choo se  

p i c k-up  se rv i c e

P i c k up  d e s t i n a t i o n  p r e f e c tu r e  ( o p t i o na l )
Requ i red  i f  y ou  choo se  p i c k -up  se rv i c e

P i c k up  p o s t a l  c o d e  ( o p t i o n a l )
Requ i red  i f  y ou  choo se  p i c k -
up  se rv i c e .  En te r  numbers  
on l y  ( n o  h yphen )

P i c k up  p h one  n umbe r  ( o p t i o na l )
Requ i red  i f  y ou  u se  th e  p i c k -up  

se rv i c e .  En te r  numbers  on l y
(no  h yphen )
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6-1-1. FAQ

Q1. What should I do if I want to change my registered email address or password?
A1. Since the registered e-mail address is also used as a username. Please re-register 
account if you want to change your email address.

If you want to change your password, log in to your account and reset your 
password in “登録情報”.

Q2. Is English the only language that can be entered?
A2. The data you input will be linked as customs clearance data for each country. 
Please input shipping data in English
However, when using the "pickup service", please fill in the "pickup details" column in 
Japanese.

Q3. Can I use Web Shipping without registering an account?
A3. Yes. If you register an account, you will be able to view your shipment record.
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6-1-2. FAQ

Q4. "Fuel surcharge" was added to the displayed shipping charge. What is fuel 
surcharge? Why is fuel surcharge required?
A4. ECMS sets a "fuel surcharge" when using export cargo from Japan.
Customers will be responsible for part of the increased costs related to soaring aviation 
fuel prices and aviation insurance premiums.
We refer fuel surcharge from the price of Singapore kerosene as our fuel surcharge 
table. Please refer here for details.

Q5. What is FSC?
A5. It means Fuel Surcharge.

Q6. Is it possible to have several accounts under one contract?
A6. You can register multiple accounts by registering sub-accounts. See next section 
for details

View shipment data: All shipments can be viewed in the main contract account.
Sub-accounts can only view shipments within the same sub-account.

Billing: ECMS will bill to main account user for all package inclusive of sub -
account. 

Application method: See the next section for sub-account application

https://www.ecmsglobal-jp.com/surcharges
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6-2-1. FAQ（Sub account）

It is assumed that you have one account for each contract, but if the customer who 
has a contract with us (hereinafter referred to as Master Account) is in the position 
of an agency and there are multiple clients (hereinafter referred to as Sub Account) 
after that, Sub-accounts can be used when you want to separate accounts for each 
department of the customer. The image of Sub Account is as follows.

Master 

Account

Sub AccountSub Account Sub Account
Web Shipping

agreement

Shipping
informatio
n

Shipping information

Account 
approval

Account 
approval

Account 
approval

Shipping information

Shipping information
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The flow will be the same as when registering for the first time.
Access the ECMS website https://www.ecmsglobal-jp.com/

6-2-2. FAQ(Sub account registration)

Click here

https://www.ecmsglobal-jp.com/
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6-2-3. FAQ(Sub account registration)

input information on the account registration screen.

Please input your account number

Input your email address and password for 
subaccount registration.
* Input different email address from the 
main email address and password you have 
already registered
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6-2-4. FAQ(Sub account registration)

After sub-account registration is completed, notification email will be sent to the email 
address you entered. 
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6-2-5. FAQ(Sub account registration）

After activating the sub-account, a confirmation email will be sent to the email 
address registered in the contract account (the one registered first time). To 
approve the sub-account, click “はい、ユーザー申請を承認します(Yes)". Sub accounts 
can be used after approval.
* Sub-accounts will not be automatically added unless master account holder approves it.


