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My name is Joy Sengupta, Senior Product Manager at Equinix. In today's video session I will be
walking you through the shipment process in ECP and how to open and submit a shipment ticket
successfully.
Before we move on I would like to state that Equinix provides two forms of shipment services via
ECP. An Inbound Shipment Service, which is when a customer has scheduled a particular package
or packages to arrive at an IBX. And would like to notify IBX ops so that they can receive it on
the customer's behalf. The second service is the Outbound Shipment Service, which is when
customers would like to ship packages outside of their IBX.
Before we move on to the actual ticket process, I would also like to show you how to get there. If
you hover on ‘Orders and Tickets’ menu option, you will see this particular menu page in which
you will have options for Inbound Shipment and Outbound Shipment.
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Furthermore if you are inside of the Smart Hands catalog, there is a ‘Shipments and Logistics’ tile
that also contains inbound and outbound shipment ticket options.

Once the inbound shipment ticket has been loaded just like any of the tickets in ECP the first thing
that we need to do is select an IBX where the packages will be delivered. I’ll select AT1 and select a
particular cage. Once the location details are successfully selected the location progress bar will
turn green.

The next section is shipment details. We have two choices over here. An inbound shipment
through the carrier, or an inbound shipment for the customer carry. Inbound Shipment carry
means that one of the shipping carriers will be delivering that package to the IBX. In which case
you will choose a shipment carrier. If you choose ‘Inbound Shipment (Customer Carry)’ this means
that a member of your team will deliver that particular package into the IBX.

2

HOW TO OPEN AND SUBMIT
SHIPMENTS IN ECP

Next, you need to give the tracking number, select the number of boxes, and then select a
particular date and time.
If you choose a time and a date that is after hours or on weekends or on holidays, it needs to go
through a review process and will create an inbox event. That's why you see this particular alert
and that will also incur additional charges.
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Next I'll cover the delivery options. Once the package is in the IBX, it needs to make its way into
the cage because that's the final destination. There are two options for this--if the customer wants
Equinix to deliver the package, and unbox the package, and deliver it to the cage, they can select
this particular option. This will have additional fees.
If the customer would like to do it themselves you have an option for that too--they have to select
this particular radio button and in this case customer will pick up their own packages from the
receiving area and take it to the cage. That is a free option, we don't charge them for this
particular service.
Shipping must be picked within five days of delivery. This is a standard policy so if there are
packages sitting in the in the receiving area for more than five days we will ship it back to the to
the sender. However in those five days we will send notifications to the notification contact for
that particular account under which that that package has been received.
Once I make that decision over here I can move on disposing remaining packages and cardboard
boxes. This is now the default option, so by default we will terminate and dispose any of the boxes
and we'll get rid of any of these items right after we remove your equipment from the package. If
you don't want that to happen, you can always uncheck it.
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You can provide additional information and upload any files. Good use case over here would be if
you want to you know show the actual image of the shipping label, or if you want to show the
actual image of the box that's arriving, so ops knows that this is what's going to be coming and
they're familiar.
You can also add additional services. Because this is an inbound shipment, the thinking over here
is that once you receive your package you want to do more with it. For example, if you're sending
a particular server into the IBX and you are most likely wanting to install it in your cage. In the
past you would have to open up the shipment ticket, and then go back to Smart Hands Catalog,
go to install equipment, and open up a brand new install equipment ticket. There'll be two orders
that you will have to follow and manage.
We simplified the process by giving you these bundling options, where if you want to install
equipment along with this shipping--the inbound shipment--you can do that. It'll all be kind of
bundled into one order so you just have one order to track. So you have that option for equipment
cabling and large orders.

I’m providing myself as a technical contact. If you want to select somebody else you can always
search for that user within your org and then you can add that person if you'd like. For this
example I’m just going to select myself as a technical contact. You do have the option to include
multiple contacts. So I'm listing myself and another member of my org as the notification contacts.
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You can then give a customer reference number. If the customer wants to assign their own ID to
this particular order, they can do that. It's optional so I’m going to leave it blank.
You also have the option of adding the shipment tickets into a cart. So if you want to open up
multiple orders right and if you all want to do it as part of one submission you can do that. Enter
a phone number, and preferred contact time. Now you see that this has become green so we are
good to go on this section. I have given all the information that you would need for this particular
ticket, so I’m gonna go ahead and submit this order.

This page is the order confirmation--the receipt of that submission. It summarizes all the
information that you've selected.
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Let's look at an outbound shipment ticket. You can follow the same steps that we did for inbound
by first selecting the location. This is the location of the package that needs to be shipped, so you
provide the IBX and the cage. I’m going to select AT1 and a particular cage.

The next thing is selecting a shipping time, so we need to select a departure date and it has to be
more than 24 hours as per policy. The next option is to select a shipment method. How are we
going to depart or send this outbound shipment from the IBX. So if you have a particular shipping
label you can upload that shipping label by selecting the carrier and then uploading that file from
here. Or if you would like the customer to come and pick up that box or the package from the
cage or from the IBX and take it away that's also fine.
No matter which option you choose from here, you need to put the number of boxes and the
declared shipment value.
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Our next section is adding on services. Just like the inbound flow, if you want Equinix to pick up
that box and ship it for you then you can select this option. That is going to be a an additional fee
right. But that service is available to the customer.
In this case I’m going to leave that out. You can you can provide additional options over here if
you want to. I’m going to leave this blank.

The contact info is going to be the same as what we saw for the inbound shipment flow. You can
choose additional contacts. You can make them all notification contacts, but you can only have one
technical contact. In this case I’m going to say you can call me anytime. And I’m going to go ahead
and leave the customer reference optional.
All right from here everything has been completed successfully. as you can see that's why there's a
check mark and I should be able to submit this order successfully.
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And there you have it. We have successfully submitted an outbound shipment order as well. You
can see the order confirmation and the order number over here. And you can see all the
outbound shipment details just like we did for the inbound shipment.

That concludes this demo. Thanks for watching.
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