
Guide of Web for Freight 
Forwarders
Created by: Cargo Training and Processes Department



In this guide You will find out:

OFFER OF OUR WEB (DISCERPTIONS OF 
ALL POSSIBILITIES FOR EVERY USER)

EXPLANATION OF THE BASIC CONCEPTS EXPLANATION OF OPERATIONS ON 
INDIVIDUAL TABS (CREATING A TRANSIT 

ORDER, DELIVERY OF THE SHIPMENT, 
DRIVER’S NOTIFICATION, ETC.)



Forwarding 
Portal Domains:

For Warsaw- https://portal-waw.cargo.lsas.aero/

For Katowice- https://portal-ktw.cargo.lsas.aero/



What our 
Forwarding 
Module offers?



A Freight Forwarding Employee who receives 
administrator privileges additionally has the ability 
to:

Administrator role

Adding new 
employees to 

the User 
database on 

their own

Management of access 
for your employees (in 
case of deactivation of 

the Account, you 
should report to the 

LSAS)

Keeping a list of 
a drivers



IMPORT

Order the 
T1 Transit 

Service

Driver’s 
notification

Queue a 
shipment 

for release

Printing of 
POD (Proof 
of delivery)

EXPORT

All-in Orders

(NRFC-A/-
B,RFC)

View of the 
current status 

of your 
shipment

A Freight Forwarding employees who receives standard 
qualifications has the ability to:

Employee role

Access to the 
shipment records 
(including archival 

data of 
received/sent 

shipments)

Implementation 
of Customs 

Clearance (MRN) 
on your own

Billing 
informations, i.e. 

information 
about shipment 

charges

Ordering 
additional 
services



First launch

Firstly, you will receive via mail information about our Web for 
Freight Forwarders with an activation link which will redirect you to 
the website.

In the next step you will need to set up a password to your Account 
and agree with the rules and rights. The Terms and Conditions of Use 
of the Portal are available for viewing by clicking "terms and 
conditions" on the first login page and in the "SHOW RR" tab after 
each subsequent login to the Portal. 

The account has been registered with the appropriate permissions.

After each update of the terms and conditions, a window appears 
with a reconfirmation of reading the terms and conditions.



Forgot your Password?

There is an opportunity to assign a new temporary password in case it 
is lost/forgotten. There are two ways to get a temporary password:

1.Contact with an administrator from your company in Portal

2.Button „Forgot Password”.

If both options are unavailable or do not produce the desired result, 
please report the issue to us at the address cargo-procesy@lsas.aero.



In first step of reaching back your password you need to fill in your login and click on 
„Send New Password” button. System will send a verification link to ensure that you 
really want to reset your password.

Forgot your Password?

After clicking on the link, you will be sent to the tab where you will see a 
message that the new password has been assigned and sent to your e-mail.



Explanation of the 
individual tabs in the 
forwarding portal

Along with a description of their 
functionality



Employees Tabs

1. IMPORT LIST – a list of all MAWB numbers in Import, the recipient of which is the Forwarder or the rights to the shipment are assigned to the Forwarder

2. IMPORT ORDERS – list of all ordered transits in the T1 procedure in Import

3. EXPORT LIST – a list of all MAWB numbers in Export that are handled by Forwarder

4. EXPORT ORDERS - a list of all ordered all-in in Export

5. DOWNLOAD ATTACHMENTS – a list of documents with the possibility of downloading them to your computer

6. ECOMMERCE – tab visible only to customers who are an Eccomerce entity (more in: „Ecommerce Module Manual”)

7. SHOW RR „Show Rules and Regulations” – after clicking on it, the Terms of Use of the Portal will show up.

8. – Change of Password

9. – Log out

8.   9.



IMPORT



IMPORT LIST Tab

1. - Filter by ATA („Actual Time of Arrival”) date 

2. - filter by exact AWB number (*with the appropriate date range taken into)

3. - by marking this checkbox, You can see all delivered shipments (archive)



IMPORT LIST Tab

In IMPORT LIST Tab You can find all of the shipments, which consignee written on the MAWB is Forwarder. Shipment will be visible here after whole acceptance process done and when 
shipment will be ready to pick up (LSOBCS READY).

The window with all the necessary information about the shipment will show up after marking it on the list of the shipments on the left side of the screen. Actions possible to taken in 
this window are as follows (1.): adding Clearance Number (MRN), Printing POD, queue for delivery and add a driver's details after clicking on „OTC” (one time contact). There is also a 
possibility to (2.): make a transit order in T1 procedure, show approximate charges for the shipment and upload an attachment, e.g., Clearance in PDF.

1.

2.



IMPORT LIST tab

1.       2.           3.            4.                   5.           6.          7.    8.   9.  10.            11.          12. 

1. QUEUE – queue number for delivery, visible after clicking on
„queue” (this number is also shown in our delivery area so
the driver will know the status of the delivery at LSAS
warehouse)

2. QUEUE STATUS – actual status of shipment in the queue,
possible statuses: registered, in-progress, ready, done, back
to warehouse

3. HAWB NUMBER – HAWB number

4. DELIVERY CONTACT – delivery person contact details
(forwarder, not the driver)

5. DELIVERY STATUS – possible statuses: arrived-shipment in
warehouse, DLV-shipment in the queue after clearance

6. DELIVERY DATE – Date and time of registration of delivery
and assigning a queue number

7. PIECES – pieces of MAWB

8. WEIGHT – weight of MAWB

9. PCS – number of pieces of the accurate clearance number

10. WEIGHT – weight of the accurate clearance number

11. NUMBER – Clearance number

12. ACTIONS – possible actions to be taken



IMPORT LIST tab

1. - action of adding a „Clearance number” with „pieces” and „weight”

2. - possibility of „printing POD” which means download „Proof of Delivery” in PDF

3. - making an appointment to deliver the shipment. There will show up a list of 
forwarders or in the last line you can mark the blank checkbox which will allow you 
to add a person which is not assigned into the list of your employees. (If the list of 
the employees here is incorrect, please request a change to the email address: 
info-cargo@lsas.aero )

4. - „one time contact”, adding a drivers who will pick up the shipment details



IMPORT LIST tab

Button „Show charges” will pop up a window with an approximate charges for exact shipment. Costs other than 
terminal charges should be visible at the end of the billing period, that means at the end of the month. 



Important 
information's 
regarding the T1 
transit order service



Rules for placing orders in the IMPORT ORDERS Tab

1. The transit service order must be created in the system at least 4 hours before the driver is scheduled to arrive in the case of mechanical loading, or at least 24hours in 
the case of manual loading.

2. The order service may not be accepted for execution by LS Airport Services due to:

• Incorrectly described transit order,

• Lack of contact number for the driver and incomplete driver data,

• Failure to comply with the notification time for manual loading.

3. Upon the driver’s arrival, the service may be suspended and rejected due to:

• A vehicle not adapted for sealing (torn tarpaulin, broken rope, missing eyelets, incorrect registration),

• Foreign goods in the cargo space of a vehicle without T1 documentation,

• Changes in the form of dealing goods,

• Inability to load goods onto the vehicle,

• Driver leaving the Terminal Cargo area before loading,

• Refusal of consent to loading by the Customs Office.

Note: Each change in the order status and adding a comment to the order will result in automatic message being sent to the email address of the person placing order. This is 
an automatic message, please do not reply to it. To contact the operational Staff, use the „add comment” option under the created order. LSAS reserve the right not to reply to 
emails regarding orders sent to email addresses.



What does the transit order service in the T1 procedure include?

The cost of the all-in service is 200 PLN net for each AWB and includes:

1. Preparing the truck or shipments for sealing;

2. Assistance of an LSAS employee in sealing on the basis of an order received with an LRN number;

3. Sealing of the parcels (up to 1 piece included in the price of the service1);

4. Printing the requires documentation and handing it over to the driver (up to 20 copies2);

5. Sending scanned documents related to the receipt of the parcel (CMR, POD);

6. Manual loading included in the price of the service up to the weight of 300kg3;

7. Mechanical loading included in the price of the service limited to 1 truck – max 24 tons4.

1above 1 piece there will be charged fee of 15 PLN per piece

2the price includes black and white prints, for each color print a fee will be charged in accordance with 8.4.4. of the price list (40 PLN for each 20 copies for Warsaw; 22 PLN for Katowice)

3manual loading over 300kg charged in accordance with the price list (0,33PLN/kg for AWB); e.g. for shipment weighting 550kg the following calculation will be used: 550*0,33=181,50PLN – for Warsaw; 
(0,20PLN/kg for AWB); e.g. for shipment weighting 550kg the following calculation will be used: 550*0,20=110,00PLN – for Katowice.

4mechanical loading over 24 tons charged in accordance with the price list (0,22PLN/kg for AWB), e.g. for a shipment weighting 30 000kg, the following calculation will be used:30 000*0,22=6 600,00PLN
– for Wasraw; (0,17PLN/kg for AWB), e.g. for a shipment weighting 30 000kg, the following calculation will be used: 30 000*0,17=5 100,00PLN – for Katowice.



Important informations regarding the T1 transit order service

The service begins after the driver reports to the Customer Service Office and the LSAS Staff verifies the suitability of the vehicle for loading/sealing

It should be remembered that the driver should ALWAYS know the AWB number for which the order was issued.

NOTE: THE DRIVER MUST BE INFORMED THAT DEPARTURE AFTER LOADING IS POSSIBLE ONLY AFTER PUTTING A SEAL ON THE TRUCK

PAYMENT

The shipment is charged with the costs of handling in the cargo warehouse, calculated in accordance with the price list available at the link:
https://www.lsas.aero/en/services/ls-cargo-terminal#dokumenty-i-formularze , in the following locations Warsaw and Katowice, and at „Download attachments” tab.

MAKING CHANGES TO THE ORDER IN TERMS OF CHANGING THE LRN NUMBER OR CHANGING THE CAR WILL RESULT IN CHARGING ADDITIONAL FEES IN THE 
AMOUNT OF 200PLN NET for Warsaw; 80 PLN NET for Katowice.

A binding description of the services and the rules for their provision is included in the „general terms and conditions of cargo services” and relevant price lists.

*LRN number must contain 22 characters



Order statuses in the IMPORT ORDERS Tab

1. „New” – means that a new order has been created by the user.

2. „Accepted” –means acceptance of the order by the LS Airport Services employee.

3. „Rejected” – means rejection of the order by the LS Airport Services employee. In this case LSAS employee also provides a reason for rejecting the order.

4. „Arrived” – means that the driver had arrived at  the IMPORT Delivery department.

5. „Accepted to loading” – means correct verification of the vehicle and loading space as well as the consent of the Customs Office for loading. Note: this statues does 
not mean that loading process starts at that exact time!

6. „Rejected to loading” – means rejection of the order due to rejection of the Customs Office to be loaded, or failure in the vehicle or in cargo space was found, that 
does not allow to place shipment in there. In this case LSAS employee also will provide reason of rejecting the order.

7. „Loading in progress” – means that queue number was adjust to the shipment due to delivery reason. Note: this statues does not mean that loading process starts at 
that exact time!

8. „Back to warehouse” – means that shipment was put back to the warehouse. Usually, this status shows up when the driver does not pick up the shipment for too long.

9. „Done” – means that service of the order is done.

Note: Each change in the order status and adding a comment to the order will result in automatic message being sent to the email address of the person placing order. This is 
an automatic message, please do not reply to it. To contact the operational Staff, use the „add comment” option under the created order. LSAS reserve the right not to reply to 
emails regarding orders sent to email addresses.



Placing a transit order in T1 procedure



Placing a transit order in T1 procedure

Here we are between IMPORT LIST and IMPORT ORDERS. After completing all 
the details, the progress of your order should be tracked in the IMPORT 
ORDERS tab, where it is also possible to add comments and attachments  . 
Please maintain any contact via the forwarding portal (one communication 
channel)



Placing a transit order in T1 procedure

To make a transit order each marked „*” field must be completed.

1. „Order Type” – automatically choose as a Full AWB, that means for full shipment. In order to be able to place an order for „HAWB”, you must first have the shipment deconsolidated. 
An order for such service should be submitted by e-mail to the following address: import-reception@lsas.aero (cargoktw@lsas.aero – for Katowice)

2. „+Awb Lrn” – by clicking on that there will show up a window to put an LRN number. This number must contain 22 characters. User is not obliged to fill this by the time of creating 
the order, he can add that any time. 

3. The next fields pertain to the following data: estimated time of the driver’s arrival at the Cargo Terminal, the driver’s full name, the driver’s document number (not mandatory), 
vehicle registration numbers, and the driver’s contact number (not mandatory, but it is good practice to provide a number to expedite contact).

Note: The field with pieces and weights is not editable.



Placing a transit order in T1 procedure

Another level which is obliged is to choose type of sealing and specify the quantity. Without this information's You can not create the transit order. You can choose just one type of 
sealing type.

Field „Additional Services” contain list of additional services. You must remember that those are additional services and those will be fees according to the price list.



IMPORT ORDERS Tab

1. - Filter by the date of creating the order

2. - Filter by exact AWB number

3. - By marking this checkbox portal will show You orders which were rejected or done



IMPORT ORDERS Tab

1. - Order Id – number of the order

2. - Shipments MAWB number

3. - Driver Name and Surname

4. - Date and time of  creating the order 

5. - Order status



IMPORT ORDERS Tab

In „IMPORT ORDERS” Tab, after clicking on AWB from the list on the left, window with all the necessary information's will show up on the right side of the screen. Here 
You can communicate with our personnel by clicking on „Add comment”, on the bottom of the site. We kindly ask you to keep correspondence in one communication 
channel.



EXPORT



EXPORT LIST Tab

1. - Filter by the date of creation AWB (date of issuing the Airway Bill)

2. - filter by exact AWB number (*with the appropriate date range taken into)

3. - by marking this checkbox, You can see all sent shipments (archive)



EXPORT LIST Tab

In „EXPORT LIST” You can find list of every shipment which are handled by a given 
Forwarding Company

1. Id – reference number of the shipment in our system ( for You it is insignificant)

2. Awb Number – Airway Bill Number

3. CSD First Date – Security Control End date and time 

4. Awb Status – status of the shipment 

5. O. – number of „Orders", means number of orders pinned to a given AWB. If there is an 
order for a given shipment, this line will be highlighted in yellow.

1.              2.                   3.                 4.                                 5.



Zakładka EXPORT LIST

In this Tab, after selecting one of the AWB number, there is an option to add
the MRN number.

For Warsaw, it should be the local MRN number, starting with „PL443020”. 

For Katowice, a clearance number does not have to be local. (PL331040)

Sum of the weight of MRN must be compatible with AWB weight



EXPORT LIST Tab

After marking the „show sent” checkbox, the parcels already sent will be 
shown. After selecting the line with the shipment for which the order 
was created, it is possible to view the shipment details and go to the 
order and edit it. 



EXPORT LIST Tab

After clicking on „Open Messages” window with all the customs 
messages will show up.



EXPORT ORDERS Tab

1. - Filter by date of creation the order

2. - Searching by exact AWB number (*with the appropriate date range taken into)

3. - by marking this checkbox, You can see all sent shipments (archive)



1. - Order Id – number of the order

2. - Shipments MAWB number

3. - Driver Name and Surname

4. - Date and time of  creating the order 

5. - Order status

EXPORT ORDERS Tab



Important information’s about the all-in service in Warsaw



Rules for placing orders in the EXPORT ORDERS Tab

The following rules do not apply to the Cargo Terminal in Katowice!

The service order should be place via Web for Freight Forwarder one day before the planned delivery, not later than 24 hours.

Goods ordered in the all-in service should be delivered properly prepared, i.e., the dimensions of the shipment should meet the requirements of the airline. LSAS may 
redirect the shipment to an external warehouse at Poleczki Street, where it is possible to repack the shipment according to the Price List1

In the all-in service, we do not Accept shipments:  AVI, VAL, HUM, HUA, DIP as well as safe chain shipments (RA/KC). 

Save chain notices should be sent by e-mail to (awizacje-export@lsas.aero).

1repacking of the shipment is not included in the price of the all-in service

Note: Once the documents have been registered , any additional services/instructions should be reported to allin-export@lsas.aero.



Temperature-sensitive shipping rules

The following rules do not apply to the Cargo Terminal in Katowice!

At the time of notification of a temperature-sensitive shipment, a draft of the MAWB letter and the MAWB sticker (before the driver’s arrival) should be sent, [possible later 
replacement of the letter included in the price]. The shipment should be labeled with an appropriate temperature label.

THE DRIVER MUST BE INFORMED THAT THE TEMPERATURE CONSIGNMENT MUST REMAIN UNDER CONTROLLED REFRIGERATION CODNITIONS IN THE LOADING 
AREA OF THE VEHICLE UNTIL IT IS READY FOR THE SECURITY CHECK.

AT THE TIME OF REPORTING TO THE CARGO TERMINAL, THE DRIVER SHOULD HAVE A PRINTOUT WITH A TEMPERATURE CHART FROM THE REFRIGERATED VEHICLE.



Dangerous Goods shipping rules

The following rules do not apply to the Cargo Terminal in Katowice!

A dangerous shipment must be delivered to the Cargo Terminal with appropriate labels, in accordance with IATA  DGR. LSAS is not responsible for the labeling of DG shipments.

To ensure smooth service, it is a good practice to add an additional set of hazard labels and an address sticker along with documents at the acceptance window, before unloading (in 
order to possibly label packages after security check).

IF A DGD DECLARATION IN REQUIRED FOR THE SHIPMENT, IT SHOULD BE HANDED OVER TO THE DRIVER ALONG WITH A SET OF DOCUMENTS, WITH WHICH HE 
REPORTS TO THE EXPORT ACCEPTANCE WINDOW. 

DGD ATTACHED TO THE SHIPMENT WILL NOT BE ACCEPTED.



What is included in the all-in service?

All-in service (Status NRFC-A) covers:

1. Handling of documentation

2. Weighing and measuring the shipment2

3. Printing the AWB consignment note electronically provided by the sender3

4. Printing business documents (up to 20 copies)

5. Printing and labelling with MAWB label electronically delivered 4, 5, 7

6. Closing of the T1 transit remittance at the Customs Office

7. Sending a message CC507C/CC007C (after receiving an MRN number)

8. Mechanical unloading (unloading of palletized goods adapter to be handled by electric pallet trucks, the service in limited to unloading one truck with a load capacity 
of up to 24 tons, the maximum weight of one pallet to be unloaded is 2 tons. Any other type of cargo payable according to the rates in the Pricelist.

9. Transfer of freight along with documentation for handling service – according to point 4 of Pricelist.



What is included in the all-in service?

All-in service (Status NRFC-B) additionally covers:

1. Labelling with HAWB labels 6, 7

2. Handling materials for securing and fixing the shipment (without Euro pallet)

1repacking of the shipment is not included in the price of the all-in service

2re-weighing and/or measuring the shipment in accordance with point 7.6 of the LSAS Pricelist (point 7.5 of the pricelist for Katowice)

3in the case of correction of data on AWB after acceptance , replacement of the letter for an additional fee (it is 8.4.2 of the Price List) 

4printing and sticking of handling labels (special handling, e.g., DO NOT STACK, FRAGILE, PIL) is not included in the price of the all-in service

5LSAS is not responsible for labeling DG shipments. Dangerous shipments within the meaning of IATA DGR regulations should be delivered properly labeled and the DGD declaration 
should be delivered together with the AWB documentation to the Acceptance window

6You must provide instructions to identify your consignment

7stickers should be in a PDF file, 10cm x 15cm, one sticker per page



Order satuses in EXPORT ORDERS Tab 

1. „New” – means that new order is created by the user.

2. „Accepted” – means that the order is accepted for executing by an employee of LS Airport Services.

3. „Rejected” – means that the order is rejected for executing by an employee of LS Airport Services. With this status, the LSAS employee also provides the reason for 
rejecting the order.

4. „Arrived” – means that the driver reports to the order service point (Acceptance EXPORT).

5. „CSD Start” – means the start of the security check

6. „CSD End” – means the end of the security check

7. „Docs Accepted” – means that LSAS received AWB documentation according to the shipment

8. „Done” – means that order is done, and shipment is waiting for a flight in our warehouse

Note: Each change in the order status and adding a comment to the order will result in automatic message being sent to the email address of the person placing order. This is 
an automatic message, please do not reply to it. To contact the operational Staff, use the „add comment” option under the created order. LSAS reserve the right not to reply to 
emails regarding orders sent to email addresses.



Placing an all-in service in EXPORT



In Export, all-in orders should be created in the „EXPORT ORDERS” tab. This option is available by selecting the button in the bottom left corner of the screen.

1. „Create RFC” (Ready for carriage) – means a shipment ready to be accepted at the warehouse, it is marked in accordance with the IATA standard, covered with all 
handling stickers, weighed , measured, as well as with an attached AWB and all documents.

2. „Create NRFC” (not ready for carriage) – means a shipment that is not yet ready to be sent and through all-in you order services such as: measuring, weighing, printing 
the AWB letter and accompanying documents (up to 20 copies included in the price), printing labels attached as an attachment to the order, sticking the shipment 
with MAWB stickers, closing the transit order at the Customs Office and sending the IE507/IE007 messages.

EXPORT ORDERS Tab



W Exporcie zlecenia all-in należy kreować w zakładce „EXPORT ORDERS”. Opcja ta dostępna jest po wybraniu przycisku w lewym dolnym rogu ekranu.

1. „Create RFC” (Ready for carage)

2. „Create NRFC” (not redy for carage) 

EXPORT ORDERS Tab

Ordering the RFC „Ready for carriage” service requires mandatory provision of data 
marked with „*”.
In addition, you have the option of completing the SHC codes and, after ticking the 
appropriate checkbox, provide data about the shipment that is dangerous within the 
meaning of IATA DGR regulations; which should be stored at a controlled temperature 
and about the possible data logger.



W Exporcie zlecenia all-in należy kreować w zakładce „EXPORT ORDERS”. Opcja ta dostępna jest po wybraniu przycisku w lewym dolnym rogu ekranu.

1. „Create RFC” (Ready for carage)

2. „Create NRFC” (not redy for carage) 

EXPORT ORDERS Tab

When creating an NRFC order, first select the option (NRFC-A or NRFC-B) from the drop-
down list, the fill in the data as in the RFC order.
In addition, please indicate which of the additional services you are interested in. The 
services in the „In Price Services” table are the services included in the price. You will be 
charged for the services from the „Additional Services” table according to the rules 
described in the price list.



Zakładka EXPORT ORDERS

Once the order has been created, there are several additional options for completing the data
and communication with LSAS employees. An exclamation mark, next to a given order (1.) means
that LSAS has posted a comment on the order and should be read.
Buttons 2 through 9 are used to complete data.

2.         3.          4.           5.        6.         7.          8.            9.  

1. 



DOWNLOAD 
ATTACHMENTS
Tab



DOWNLOAD ATTACHMENTS Tab

This Tab contains all the necessary documents, which are also available on our website at: 
https://www.lsas.aero/en/services/ls-cargo-terminal#dokumenty-i-formularze



Thank You for your trust

For more information, please contact us at:

cargo-procesy@lsas.aero


