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HOW TO ENTER A CONSIGNMENT FOR THE UK AND UPLOAD CUSTOMS INFORMATION

1. After logging into the Palletways Portal, click on “Pallet Connect” on the left-hand menu, then “Consignment Entry”
to create a new consignment.
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2. Complete the consignment entry as normal, entering collection and delivery details, pallet size, number of lifts and
weight, and making sure to enter any additional information such as consignment number, customer reference number,
collection reference, etc. - see sample screenshot below.

When you have completed this information, click on the “Save” button in the bottom right-hand corner.
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3. The next screen will advise your consignment entry is complete, but that Customs Information is now required.
Click on the red link “Edit Customs Information” (circled on sample screenshot below) to enter the Customs

Information section, where you will upload the required document/s.
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@ Customs Information Required
This international cons. "j'\"’ N FEGUINGS CUSTOMS COCUMentation 1o nore than one customs 2one invoheed, Without this customs
information, the consignment cannot be processed by the depoll Edit Customs information Jor this consignment

" Success

Consignment entry complete
Palletways UK Lid
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4. In the “Customs Information” section, the only tab that is now mandatory is “Documents” — see tab circled in red on
screenshot below. Here you must upload the relevant Customs documentation.

Consignment Number: tost1, Lifts: 1
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D You must uplosd a copy of the Commeraal Invoce and you may 8o add sddi 3l supporting documents as requined. Permitted fle extensions are gif, jpg, X
OO0, [ v rclf

Commercial Invoice (Mandatory)

A Commercial Invoice is required for all shipments between the Republic of Ireland and the UK. The Commercial Invoice is
completed by the exporter and must contain all the relevant information to obtain export and import Customs Clearance.
Any missing or incorrect information on the invoice may result in delays due to Customs authorities rejecting the entry.

Additional Supporting Documents

Customs authorities may require additional documentation for your consignment, especially if this is your first time shipping
to/from the UK - if so, Transland will make contact and guide you through this process. Examples include the following:

e Packing List e GB Direct Representation Form
e Certificate of Origin e |E Direct Representation Form
e Health Certificate e AEP5a Form
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5. To add the Commercial Invoice, click on the “Choose file” button on the left and select the file to be uploaded.

If you have other documents to upload, click on the “+” button beside “Additional Supporting Documents”, and choose
the file to be uploaded. For more than one supporting documents, click on the “+” button again and repeat the process.

Edit Customs Information %

Consignment Number: test1, Lifts: 1

F Exporter/lmporter B Pallet Dimens W Products E t & Broker Inf

0 You must upload a copy of the Commaerncial Invosce and you may also add additional supporting documents as required. Permitted file extensions are gil, jpg, X
ipeg. png, pdf.
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6. When all relevant documents are uploaded, click on the “Apply” button at the bottom right-hand corner.

’ You must upload a copy of the Commertal lrosce and you may also add additional supporting documents a3 requined Permutted file extenuons are g i, g, X

ipeg. prg. paf
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The subsequent screen will then advise you that the Customs Information has uploaded successfully.

Edit Customs Information

© Consignment customs data
Consignment customs data updated successhully
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7. When you return to the Dashboard on the Portal, you will see that the Status of your consignment is “TO REQUEST”
(circled in red on the sample screenshot below). This means that your consignment entry and the Customs Information
you have uploaded has been transmitted to the Portal. If there is any issue with the information submitted, Transland’s
Operations or Customs teams will make contact to request further clarification.
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CUSTOMS Import/Expart Clearance Charge (GB to ROI) From Jan 1st 2026 £67.50 CUSTOMS Impart/Export Clearance Charge (GB to ROI - Additional lines, charged per £13
ROI ROI commedity code in excess of 3) From Jan 1st 2026

CUSTOMS NI Import/Expert Clearance Charge (GB to NI) From Jan 1st 2028 £22.50 CUSTOMS NI | Import/Export Clearance Charge (GB to NI) - Additional lines, charged per £7
commeodity code in excess of 3) From Jan 1st 2026
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