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1. Introduction to Manage Booking 
 

Manage Booking revolutionises the cargo booking process by offering a seamless, intuitive and fully self-
service digital platform. It enables cargo agents and forwarders to manage their bookings anytime, 
anywhere, through a centralised interface that operates 24/7. The platform includes key features such as 
Booking Summary, Booking Details, Booking Cancellation, and Booking Modification, providing users with 
full control and visibility over their shipments. The platform is eligible for  

• Bookings with AWB prefixes 160 and 128. Cathay Cargo website users can access bookings made 
under any branch they have rights to, while EzyCargo™ users are limited to bookings created under 
the specific branch code they used to log in with.  

• Bookings created from all eligible channels including Click & Ship, the Cathay Cargo website, 
EzyCargo™ web page, offline channels, API integrations, and marketplace platforms, excluding go 
show and void shipment. 

Booking information is updated in real time until RCS (Airline Received/Ready for Carriage) is issued, at 
which point the booking image freezes.  

*All information displayed below uses dummy air waybill numbers and data. 

* Please note that this content may be amended from time to time without prior notice. You are advised to 
refer to the current application for the latest version to compare the displayed information. 

* If there is any inconsistency or ambiguity between the English version and the Chinese version, the 
English version shall prevail. 
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2. Getting Started & Log In  
 

The Manage Booking platform can be accessed through two channels: cathaycargo.com and EzyCargo™. 

2.1 Access from cathaycargo.com 
 

Access: https://www.cathaycargo.com/en-us/home.html 

I.  If you are a registered Cathay Cargo user, log in to cathaycargo.com using your email address, 
password and the one-time password sent to your registered email. 

 

II.  Access "Manage booking under "Quote & Book" 

 

 

  

https://www.cathaycargo.com/en-us/home.html
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2.2 Access from EzyCargo™  
 

Access: https://ez3.ezycargo.com/en-us/ezycargo/ 

I. If you are a registered EzyCargo™ user, log in to EzyCargo™ using your company ID, user ID, 
password and one time password. 

 

 

II.  After login, hover over the Airline tab and click “Manage Booking” 

 
 

III.  If you have completed pre-registration on cathaycargo.com, you will be redirected directly to the 
Manage Booking page seamlessly.  

  

https://ez3.ezycargo.com/en-us/ezycargo/
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IV.  If you have not registered in advance, you will be guided to the following page prior to accessing 
Manage Booking. You may click “Register” to start the registration process. After this initial 
registration, you can access the platform through EzyCargo™ seamlessly from now on without 
signing in each time.  
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3. Booking Summary 
 

The Booking Summary table displays and consolidates all bookings made by this user, as well as those 
made by other user accounts within the same company. The data comes from a rolling date range from the 
past year up to 56 days into the future. Information updates in real time until RCS (Airline Received/Ready 
for Carriage) is issued, at which point the booking image freezes.  

 

3.1 Booking Summary Table 
 

A maximum of 20 bookings can be displayed on each page. If there are more than 20 bookings, they will be 
shown on following pages. Users can click on any air waybill number to view the corresponding booking 
details. 
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3.1.1 Booking status 
There are total of five overall booking statuses displayed in the booking summary. 

  

• Confirmed: All Segments are confirmed 

• Partially Confirmed**: At least one segment is confirmed but not all segments are confirmed 

• Under Review**: All segments are not confirmed 

• Cancelled: All segments are cancelled 

• Airline Received: Shipment has been issued RCS (Airline Received/Ready for Carriage) 

**To check the status of each segment, click on the air waybill number. This will display detailed segment 
information. 

3.1.2 Expand segments  

If an air waybill contains multiple segments, an arrow/“v“ icon will appear next to the air waybill number. 
Click the arrow to expand and view additional segment details.  

 

3.1.3 Sorting by departure/booking creation/last update date 

Click the button next to "Sort by" and select “Recently booked”/“Recently updated”/"Latest departure". The 
shipment list will be displayed from most recent to oldest date. 

 

3.1.4 Quick button on view, modify and cancel booking 

Click the "…" icon next to the shipment to select shortcuts to view booking, modify booking and cancel 
booking. 

⚫ Bookings with the status “Airline Received” cannot be modified.  
⚫ Bookings with the status “Cancelled” cannot be modified nor cancelled 

 

 



 

9 
 

3.2 Search in My Bookings 
 

3.2.1 Method 1: Air waybill search bar 

Users can filter by Air waybill by typing in the relevant air waybill number in the search bar.  

Users can search up to five AWB numbers in one go. Each entry can be a full AWB number, the last four 
digits, or the last 8 digits. Separate each air waybill number using commas, semi-colons, or tabs.  

 

 

3.2.2 Method 2: Filters  

Users can filter their bookings by branch, destination, departure date, booking status and flight/truck/vessel 
number by clicking the corresponding button and entering the relevant criteria. All filters can be applied 
simultaneously to narrow down search results.

 

To remove a filter, click the cross (×) icon next to the relevant category. To clear all filters at once, click the 
“Reset All Filters” button. 

 

 

3.2.2.1 Filter by branch 

Click the “Branch” filter and type any branch code(s) in search bar, then apply filter after selecting 
branch(es) 
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3.2.2.2 Filter by destination 

Click the “Destination” filter and type any region, country, airport name or code in the search bar. Then 
select the checkbox for your destination and apply the filter. To view the airport codes in a specific territory, 
click the arrow ( > ) next to the territory name to expand the list. 

 

 

3.2.2.3 Filter by departure date 

Click the “Departure Date” button to open the calendar. Select a start and end date to define the departure 
date range, then click “Apply Filter” to proceed.  

• The filter only applies to the first leg of the shipment. 

• To filter for a specific date, select the same date for both the start and end. 

• Users can select dates ranging from one year in the past to 56 days in the future. Dates outside this 
range will be unavailable for selection. 
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3.2.2.4 Filter by booking status 

Click “Booking status” button to expand the booking status filter. Select at least one booking status and 
click “Apply filter” to proceed with the filtering. 

For details on each booking status, please refer to Section 3.1.1 of this guide. 

 

 

3.2.2.5 Filter by flight/truck/vessel number 

Click “Flight/Truck/Vessel” button to expand the Flight/Truck/Vessel filter.  

Input the Flight/Truck/Vessel number in the search bar, up to a maximum of 10 numbers. Separate the 
values with commas, semi-colons, or tabs, and then press the Enter key on the keyboard to proceed.  
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4. Booking Details 
 

Users can view all information about a booking in the Booking Details page. Booking information is updated 
in real time until RCS (Airline Received/Ready for Carriage) is issued, at which point the booking image 
freezes.  

 

4.1 Access from booking summary  
 

Click on the air waybill number in the booking summary to access the booking details page for a specific air 
waybill number. 
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4.2 Booking Details page overview (dummy data) 
 

 

 

  

Quick action buttons to 

modify and cancel 

booking 
The overall booking status matches 

the status on the booking summary. 

(For status details, you may refer to 

section 3.1.1 Booking status) 

Rate section displays 

estimated charges for 

freightage, fuel 

surcharge, security 

surcharge, truck cost and 

total price. 

Some items may need to 

refer to rate sheet except 

for the truck category will 

show 0 if no truck cost is 

found.  

“Freightage (ad hoc)” will 

be shown for ad hoc rate.  

If a shipper rate applies, 

the shipper's name will be 

shown at the top. 

Booking contact 

information will only 

appear if it was input 

during booking creation 

using either Click & Ship 

or API link. 

Booking creation date 

and time are displayed in 

Hong Kong time 

(GMT+8). 

Click arrow button to 

expand detailed terms 

and conditions 

This section displays 

all entered Special 

Handling Codes. Hover 

over the adjacent icon 

for descriptions. 

This section shows 

details of the ULD for 

prepack shipments or 

loose pieces details for 

loose shipments. 

This section displays 

booking information of 

each segment  

User may click 

“Tracking page” and 

view more shipment 

status 

This section shows 

basic information for 

the shipment 

Commodity and 

Cathay Solution will 

not be visible, if data is 

not available. 

Click “Back to My 

Bookings” to return to 

the booking summary 

page. 
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4.3 Supplementary Section of booking details 
 

The following sections are displayed only when information is available. 

 

4.3.1 Ultra Track 

Ultra Track device IDs and contact information are displayed in the Ultra Track section. If users did not 
subscribe to Ultra Track, the entire section will not be shown. 

 

 

4.3.2 Special Remarks 

Only remarks input in Click & Ship and via API link will be shown in the Special Remarks sections. 
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4.3.3 Dangerous Goods Information 

Dangerous Goods information entered during booking creation will be displayed in this section. It includes 
DG class, division and UN number. 

 

 

4.3.4 Shipment Contacts 

This section shows shipper, consignee and emergency contact information. If no information is available, 
the section will be hidden entirely. 
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4.4 Booking details after airline received 
 

Booking details will only be refreshed before RCS is issued (Airline Received/Ready for Carriage). After 
RCS, a “Track shipment” button will be displayed at the top of the page. Users can click this button to 
quickly jump to the “Track your shipment” page to view the shipment progress. 
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5. Booking History Log 
 

This feature displays the history of all booking changes and provides quick access to historical booking 
snapshots. It also shows who made each change and when the changes occurred. 

5.1 Entry 
 

In the booking details page, click “View change log” and access all booking change history. 

 

 

5.2 Change log 
 

The right-side panel displays the booking change log and timeline for all versions, including modified items, 
status updates, and the user who made each change. Click View version to open a historical booking 
snapshot for more details. 
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6. Booking Cancellation 
 

The cancellation function allows users to cancel eligible bookings based on branch-specific policies. 

6.1 Cancellation Eligibility  
 

Bookings cannot be cancelled through Manage Booking if the shipment has already been RCS (Airline 
Received/Ready for Carriage) or cancelled. For other bookings, cancellation policies may vary by branch. If 
users are unable to cancel their bookings, please contact local sales representative for assistance. 

6.2 Entries 
 

6.2.1 Method 1: Access from booking summary 

Click the "…" icon next to the shipment to cancel booking and "Cancel booking". 

 

 

6.2.2 Method 2: Access from the “Booking Details”  

Click "Cancel booking" in the upper right corner in the “Booking Details” page 
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6.3 Cancellation Procedure 
 

I. Users will be redirected to cancellation page 
II. Select cancellation reason  
III. Fill in booking contact person, if none was provided during booking creation 

 

IV. Click “Yes, cancel booking” to cancel booking 
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V. A confirmation page will be displayed to indicate whether the booking has been successfully cancelled  

 

VI. The booking contact person will receive an email notification with the cancellation result. 
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7. Booking Modification 
 

The modification function allows users to modify eligible bookings based on branch-specific policies. Users 
can modify eligible bookings made through Click & Ship, the Cathay Cargo website, EzyCargo™ web page, 
offline channels, API integrations and marketplace platforms. 

 

7.1 Modification Eligibility  
 

Bookings cannot be modified through Manage Booking, if the shipment has already been RCS (Airline 
Received/Ready for Carriage) or cancelled. For other bookings, modification policies may vary by branch. If 
users are unable to modify their bookings, please contact local sales representative for assistance. 

 

7.2  Entries 
 

7.2.1 Access from booking summary table 

Click the "…" icon next to the shipment and "Modify booking" button to modify booking. 

 

 

 

 

 

 

 

7.2.2 Access from booking details page 

Click "Modify booking" in the upper right corner in booking details page. 
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7.3 Modification Procedure 
 

The system will evaluate the modification eligibility, and only shipments that pass the eligibility review can 
be modified 

I. Modification Form  

After clicking the “Modify booking” button, users will be directed to the modification form which allows 
users to update booking details. The Origin and Destination fields cannot be changed under any 
circumstances. If users need to change the air waybill’s origin or destination, the shipment must be 
cancelled and rebooked.  

II. Navigating and Making Changes 
 

• Use the left menu shortcuts to navigate to the section needs to be modified. Sections labelled “View 
Only” cannot be edited. 
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• Booking information: Click "flight schedule" to open the flight search tool. 

 

 

• The Special Handling Code (SHC) field is automatically pre-filled based on the updated shipment 
details. Users can add additional SHCs as needed, up to a maximum of five per shipment. Before 
submitting, users need to carefully review all SHC entries to ensure their accuracy.  

• For reference, click the   icon to view the complete SHC list and definitions. 
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• Cathay Solution and Commodity fields in shipment details section are mandatory. 

 

• An email notification will be sent to the designated booking contact.  Name and email address are 
mandatory to input. 

 

• After completing all changes, click “Save and continue” to proceed to the review page 
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III. Review and Confirm 

• The Review page displays all booking details along with a preliminary booking status, which indicates 
the expected outcome after the changes 

    Note: This status is based on the current snapshot and may change if there’s a delay before 

confirmation. 

• Users can still make changes to any section by clicking the Edit button in the corresponding area. 

• Click the "View Details" button located below the rate to see the updated rate information. 

 

• Rate summary shows chargeable weight and estimated freightage.  

    Note: The final prices applicable to any shipment will be determined based on the actual size, 

volume and weight of shipment, type of service and other surcharges. 

 

•  Click "Confirm" after reviewing all information 
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Consent 

Users must agree to the disclaimer and terms & conditions before submitting any modifications. 

 

IV. Instant result 

After successful submission, users will be redirected to the modification confirmation page, which will 
display the updated booking status and booking summary.  
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V. Email Notification 
 

• Once the booking modification is successfully submitted, an email confirmation will be sent to the 
booking contact person. 
 

 
I. Booking status: Confirmed 

 
II. Booking status: Under review 
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8. Active Email Notification 
 

For bookings created from Click & Ship, users will receive proactive notifications when airline updates the 
booking status or changes flight details before RCS is issued. 

 
I. Flight number or flight date change 

 
II. Booking status of each segment change from 

one category to another category (i.e. 
confirmed / unconfirmed) 
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III. Cancellation 

 

 

 

 

 


