
User Manual of Electronic Delivery Order in TOS System 

 

Step 1:  

How to open browser? 

At first open browser Google Chrome or any Browser  

How to open cpatos? 

Step 2:  

Write the address www.cpatos.gov.bd in address bar 

 

 

 



 

 

Step 3:  

How to open port community system 

Click on Port Community System 

 

 



 

 

 

 

 

 

 

 

Step 4:  

C&F Agent will login  

 

After logged in C&F Agent will click the Electronic Delivery Order EDO 
Application 

 



 

 

 

 

Step 5:  

After writing vessel Registration Number (Rotation Number) and BL Number click 
on Tab button from keyboard 

 

 

 

Then bellow IGM information will be shown in right side where BL Type and 
MLO/Shipping Agent information will be appeared  



 

 

 

 

 

Step 6: 

C&F Agent will Click on Apply Button 

 

 

 



 

 

EDO Application submitted successfully and Shipping agent we get EDO application notification 
through Mobile SMS or Email. After getting notification shipping agent will login Port 
community system (PCS) with their Valid User ID & Password  

 

Step: 7  

How to login as Main Line/Agent? 

Click on Login as bellow: 



 

Step 8: 

Following login screen will be shown and write their user id and password: 

And click on login 

 

 

 

Step 9:  

In case of Master BL 

MLO/Shipping Agent will Click on Upload DO 

 



 

 

 

 



 

MLO/Shipping Agent will update the BE No, BE Date, Office Code and Valid Up-to 
date. If required shipping agent submit EDO partially.  

 

Click on Save. If require MLO/Shipping Agent can Edit also as bellow 

 



 

MLO/Shipping Agent can click on View DO 

 

and can see the full EDO as bellow format  

 



Step :9.1 

How to upload EDO without C& F Application? 

Following login screen will be shown and write their user id and password: 

And click on login 

 

MLO/ Agent choose the EDO upload without C&F Application Drop Manu Bar then 
showing below Page. 

 

MLO/Agent input above the information then press submit Button  

 

 



Step 10:  

Manifest Staff of One Staff logging the port community system (PCS) through valid 
user Id & Password and can approve the EDO as bellow and shipping agent will 
get approved notification through Port community system (PCS). 

 

 

 

 

 

 

And they also can see the EDO by clicking on view EDO 

 

 



 

Sept-11.  

In case of House BL 

Freight Forwarder will need to token from Bangladesh Freight Forwarder 
association (BFFA) to upload EDO.  

How to login as BFFA & How to distribution BAFFA Token? 

BFFA Staff logging the port community system (PCS) through valid user Id & 
Password and can distribution the BAFFA token enlisted Freight Forwarder of 
BFFA. 

 

BFFA given the token of freight Forwarder then  Freight forwarder will see the token in Freight forwader 
panel dashboard. 

 

 

Step 12:  

EDO Application notification will get Shipping agent & Freight Forwarder but 
Freight forwarder will not upload EDO in port community system (PCS) without 



MLO / Shipping agent clearance. after clearance of MLO/ Shipping agent then 
Freight forwarder will get permission to upload EDO in Port Community system 
through their valid user Id & Password. 

 

 

 

 

 

 



 

 

Step 13 

Login as Freight Forwarder 

After getting clearance of MLO/ Shipping agent then Freight forwarder will get 
permission to upload EDO in Port Community system through their valid user Id & 
Password. 

 

 

Freight Forwarder (FF) can see how many BAFA’s tokens are available to upload 
EDO and how many pending EDO Applications are available as above. 

 

 



Freight Forwarder will update the BL No., BL Date, and office Code Valid up to 
date will be assigned by MLO/ Agent. 

 

 

 

then click on Submit button. If no tokens from BAFA available that case FF will get 
bellow notification and FF can refill from BAFA 

 

 

 

After uploading EDO by FF one stop manifest section can approve as Step 10 

 



 

 

 

Step 14: 

How C&F can extend Valid up to date? 

 

C&F agent will login to www.cpatos.gov.bd and will click on Electronic Delivery 
OrderEDO Application 

Then search the BL and click on Extend Validity 

  

 



 

 

 

After apply the Extend Validity MLO/Agent will get notification 

 

 

 

 

 

 



 

if required to increase the up-to validity date MLO/ Agent will be update up-to 
validity date request of C& F agent. 

 

 



 

 

 C&F Agent & Main Line Operator (MLO) House BL Extend of up-to validity date 

After submitting Request of C&F agent for Up to valid date Main line operator 
(MLO) will get Notification to increase Up-to valid date. After increasing Up-to 
validity dates in Main line operator (MLO) side. 

 

Freight Forwarder Agent: 

Freight Forwarder agent will see Up-to Validity date which is increased Main line 
Operator (MLO) & Freight Forwarder agent  will be Updating others requirement 
then click Update Bottom.  



 

 

C&F Agent: 

After Updating by Freight forwarding then all EDO Information is available in TOS 
side with new Up-to Validity Date which is wants C&F agents. 

 

 

 

 

        This document prepared by Terminal Operation System (TOS) Team. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 


