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Due to recent changes in Hacienda requirements, Crowley is now required to declare all applicable Schedule B numbers 

for a shipment on the manifest, as well as the break down for quantity and value  (previously, only one Schedule B 

number was required on the manifest). Crowley Online Services (COS) has been updated to reflect these changes.  

The Schedule B changes for Puerto Rico shipment impact the bill of lading process, but the booking process remains the 

same. Below you will find a summary of how these changes will impact processing of Puerto Rico bills of lading in COS. 

Schedule B Details Grid 

The ‘Declared Cargo Value (USD)’ and ‘Schedule B Number’ fields on the BL Details page have been replaced by a 

‘Schedule B Details’ grid. The grid is for display only and must be updated using the ‘Add,’ ‘Edit,’ or ‘Delete’ command 

buttons below the grid.  

 

Adding a New Schedule B Number 

To add a Schedule B entry, the user will click on the ‘Add’ command, which will populate a Schedule B Details window. 

Next, the user will search either on Schedule B number or commodity description (please note that one or the other 

search field must be used, not both). Once the desired information is entered in the search field (up to 10 numeric 

characters in the Schedule B field or up to 20 alpha characters in the Description field), the user will click on the ‘Search’ 

command, which will go out to our mainframe tables to retrieve all matching items. 

 



Once COS retrieves the matching items, they will be displayed beneath the search fields. The user can scroll through the 

search results and select the radio button to the left of the Schedule B Number / Description combination which best 

matches the cargo he or she intends to ship. Once the desired item is selected, the user will click on the ‘OK’ command, 

which will populate the Schedule B and Description fields for the current entry. 

 

In addition to these auto-populated fields, the user will need to enter the remaining mandatory fields and any desired 

optional fields: 

Customer Description: Mandatory field that allows up to 77 characters of entry. Here the customer will enter the 

specific description of the item, which will be the description transmitted to Hacienda on the manifest. 

Quantity: Mandatory field for entry of the piece count for this specific Schedule B entry. This information will also be 

transmitted on the Hacienda manifest. 

U/M: Mandatory field for entry of the unit of measure corresponding to the piece count entered in the preceeding field. 

Weight (lbs): Optional field for entry of the weight (in pounds) for this specific Schedule B entry.  

*Although this field is optional, it is strongly recommended that the weight be entered to ensure that the total 

declared cargo weight and the total of the Schedule B weight breakdown values are in sync.  

Volume (Cubic Feet): Optional field to enter the volume in cubic feet for this specific Schedule B entry.  

Value: Mandatory field for entry of the value, in US Dollars, of the cargo associated with the present Schedule B entry. 



Copy to BL Description: If checked, this field will add the piece count, unit of measure and customer description fields 

from the Schedule B entry to a new ‘SchB Description of Cargo’ field on the BL Details page. This information will be 

displayed under the Description of Cargo on the bill of lading and is most useful in cases where there are several 

Schedule B numbers to be entered as it will prevent the user from having to provide the breakdown twice (under 

Description of Cargo and again for Schedule B entries).  

 

Once the user has entered all required fields in the Schedule B Details window, he or she may click on the ‘Save & Exit’ 

command to save the entry and exit the window. The new entry will now be displayed in the grid. If the user wishes to 

enter multiple Schedule B numbers, he or she may instead click on ‘Save & Continue’ which will save the initial entry and 

clear the window for the next Schedule B search / entry. Users may enter up to 20 Schedule B Numbers per 

booking/equipment.  

Varying Methods of Breaking Down the Cargo Description 

In some cases, users may choose to enter their cargo description breakdown by a different method than the 

commodities corresponding to Schedule B Number entries (i.e. breakdown by receiving store, with the potential for 

multiple lines in the breakdown for any one commodity). For these shipments, particularly when the shipments are 

repetitive in nature and a shipment template is being used to created the booking and bill of lading in COS, using the 

‘Copy to BL Description’ checkbox may be counterproductive. Instead, users may elect to keep a generic breakdown in 

the ‘Description of Cargo’ field on the template, where piece counts can be entered for each individual shipment.  

 

When the bill is created, the user can update the shipment-specific details from the template entries. He or she would 

then add the Schedule B numbers with quantities equal to the total for that specific commodity across their entire 

shipment  and leave the ‘Copy to BL Description’ box unchecked. The Schedule B commodity total information will 



reflect on the grid and be transmitted on the manifest, but the user’s alternative breakdown will be printed on the bill of 

lading based on their entry in the ‘Description of Cargo’ field.  

 

Editing or Deleting Existing Schedule B Entries 

In order to edit or remove an existing Schedule B entry, the user will simply select the radio button to the left of the 

desired entry in the grid and click on either the ‘Edit’ or ‘Delete’ command.  

The ‘Edit’ command will populate the Schedule B Details window for that entry, where the user may change the details 

and click on the ‘Save & Exit’ command to save the changes and close the window. 

The ‘Delete’ command will populate a message window to confirm that the user intends to delete the selected time. 

Clicking ‘OK’ will delete the item. Clicking ‘Cancel’ will close the pop-up window and leave the Schedule B information as 

is.  

 

If new Schedule B entries are added, edited or deleted AFTER the initial BL submission, the user MUST resubmit the BL 

after saving the changes in order for the updates to be reflected on the bill of lading as well as the manifest.  

Many Bookings to One BL 

In cases where multiple bookings/equipment are associated with a single bill of lading, the Schedule B Details grid will be 

available for each individual booking as the Cargo and Equipment section on the BL Details page is expanded for the 

other details for each booking. Users may still enter up to 20 Schedule B Numbers for EACH individual booking 

associated with the bill of lading.  


