Sending Hard Copies of Application
Documents by SF Express
Step-by-step Guide

Hong Kong Institute of Clinical Psychologists



Website Version



1. Visit https://www.sf-express.com/hk/en/ and click
Logon/register
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2. Enter your mobile number, finish the graphics authentication,
obtain the verification code via SMS and complete the logon
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3. Click "Shipping”
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4. On the tab “"Consignor”, fill-in your contact and pick-up
details, then click "Next”
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Regular Express Batch mail
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Consignor
Consignor {1 select from Address Book

Please provide a number that the courier team could
— reach out to you for pick-up arrangement

Please provide the address
for parcel collection




5. On the tab “"Receiver”, fill-in the below information and

click "Next”
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Ship Ship International
Mainland & HK, MO, TW

Ship in Batch

Receiver 1 select from Address Book

HKICP

91969247

Hong Kong-Sai Kung District-Tseung Kwan O

° Save to address book

pre“’ious

Name: HKICP
Mobile phone: 91969247

City/ district: Hong Kong - Sai Kung - Tseung
Kwan O

Address: Click “Select Self-Pick up Point”, input
“"H852TKO3P” and click “Enquiry” , then select “&
AT ST Y B & HR T 1 g 2 B35 14518 28-B3 15 IH S & Be
f&"” and confirm

Search Self-Pick up Point X

@ All

& HB852TKO3P|
o
>

() SF station (O Store O EF locker



. On the tab "Appointment information”, choose “"Door-to-
door pickup by courier” and choose your preferred pickup
time, then click "Next” and agree to the terms and conditions
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E-waybill Terms and Conditions X
‘When using SF's services you, as “Shipper™, agree, on your behalf and on behalf of the receiver of the Shipment (“Receiver™) and anyone else with an interest in the

Shipment that these Terms and Conditions shall apply.

1 Definitions

1.1 "SF™, “us™ and “our” refers to S.F. Express (Hong Kong) Limited or S.F. Express (Macau) Limited (as applicable), its subsidiary, branch, affiliate, agent, or

. . . independent contractor. which originally accepts your Shipment
Acoointmgatdaioroaation

Ll
oor-to-door pickup by courier (O Please contact the courier or send the shipment on your own

data is practicable

ge by SF from time to time at its own discretion without prior notification. For the avoidance

hin 4 hours

prohibited ion. International Civil Aviation

v applicable customs

not limited to animaks and part

1 parts thereof, ammunitions, buman remains.

n and inspect the Shipment without notice at any time. SF shall not be responsible for any Joss

4 Shipper’s Wa demni

Shipper shall indemuify and hold SF harmless for any loss or damage in connection or resulting from the Shipper’s failure to comply with any applicable laws or

E-waybill Terms and Conditions and agreed to abide by it
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/. The order is completed. If needed, you may click into
“"Complete the shipment information to amend the
shipping details
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Welcome: ===

Shipping

Ship Ship International
Mainland & HE, MO, TW

Ship in Batch
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Complete crder placement
Order placement succeeds! © cance
q SF Courier 0
N T Today 09:00
Christine Hong KongEastern DistrictNorth Point
91231234 MNorth Point
HKICP Hong KengSai Kung DistrictTseung Kwan O
91959247 Ha52TKO3P
Appointment No.: CX2609949773840440
M/A Cash on shipment Mo valuation services ISR

[& view order list Complete the shipment information




Mobile Version



1. Download "SF-Express” App on mobile phone




2. Register / Login to the app

(SF) Login/Register

Phone Number

HK+852 - 91969247

Get Verification
Code

(SF) Login/Register

HK+852 -~ Phone Number

O | agree to the Terms & Conditions of Register/Login

1.
2.

3.

Enter your phone number
Receive a verification code via
SMS

Enter the verification code and
click *I agree to the Terms &
Conditions of Register/ Login” to
log into the app



3. Tab "Ship” and select “"Courier”

{ New } [New
A% =] )
Add. Book Cr. Account Service
0’@ A4
S/ [

Member Customs Courier
Latest express info

Order No.CX1983343940337691

North

Cancelled

No up-to-date routing status

R

~Carefree
“Zerc

L

Preference

oG
More
Services

North

Home Page  Tracking Ship Membe

Please select shipping method

] Courier > International
o:l k<)

_','_] Scan & Ship

Tracking Ship Membe




4. Complete the Sender’s information

< Ship < Sender's Address 1. Tab “Please enter sender’s
T o @ Sender  Add.Book  Select contacts information” .
%) information 2. Enter your contact and collection
" Please enter reciients o Hong Kong Central and Western District Admiralty details
) information sz~ ersser « Please provide a number that
B shipping method 1SFABC Buling, Certr the courier team could reach
out to you for collection

@® Expected collection time within 1h arrangement
B Commaxity Descripion « Please provide the address for
B Payment pay by sender parcel collection
- 3. Click “"Confirm”

SPpP

Estimated value HKD — — Detail ~ )
. ) Confirm
eeeeeeee

{Terms & Conditions of Carriage)




5. Complete the Recipient (HKICP)'s information

< Ship < Recipient's Address
\\ H H 14
°ChanTai Man 91234567 °Recipient Add. Book Select contacts 1 L] Tab Please enter reCIPIent S
Hong Kong Central and Western District Add. Book . . Y/
Admira Ity 13/F,ABC Building, Central I nformatlon
HKICP
2. Enter the below delivery details:
Recipient’s Info Add. Book Hong Kong Sai Kung District Tseung Kwan O v y
Please enter complete information ° Name: HKICP
852 91969247 . -
P ' ) - Region: Hong Kong - Sai Kung-
To-door Drop off
e H852TKO3P

Tseung Kwan O

Expected collection time ~ Tomorrow 08:00-09:00 > ° MObIle : 91 96924 7

« Location: H852TKO3P
Address history 3. CIle “Conflrm o

Commodity Description + > @ Ssave to add. book

Payment+ >

sep > HKICP

Estimated value HKD — — | Detail




6. Choose Shipping Method and Collection Time

< Ship

1. Shipping method: chose “To-door”

2. Expected collection time: choose
your preferred time for courier to

collect the parcel

@ chan Tai Man 91234567
Hong Kong Central and Western District Add. Book
Admiralty 13/F, ABC Building, Central

o Recipient'’s Info
Please enter complete information

Add. Book

Self drop-off SF Points

To-door Drop off

a o

default shipping method

Expected collection time Tomorrow 08:00-09:00 >

Commodity Description = >
Payment « >
SPP >
Expected collection time >
Tomorrow 08:00-09:00 v
he day after 09:00-10:00
10:00-11:00
11:00-12:00

° I agree to the {SF's Terms and Conditions of Carriage)
12.00-13.00

Estimated value HKD =— =—

Detail




/. Enter the Commodity Description

< Ship

@ chan Tai Man 91234567

Hong Kong Central and Western District Add. Book

Admiralty 13/F,ABC Building, Central

o HKICP 91969247

Hong Kong Sai Kung District Tseung Kwan Add. Book

O H852TKO3P

Self drop-off SF Points

To-door Drop off

Expected collection time Tomorrow 08:00-09:00 >

Commodity Description «

Payment «

sPP

VAS

o

Estimated value HKD =— =— | Detail

< Commodity Description

Commodity *

< Document > Grocery Footwear and
. ) apparel
Books Food Cosmetic product
Toy Digital products £ Others

Commodity Value*

o HKD
Total Quantity 1 SET +
Estimated Weight 0.5 KG +
Remarks

Tab “"Commodity
Description”

Agree to the Terms &
Condition

Choose "Document” and
enter "0” for Commodity
Value

Tab “Confirm”



8. Choose Payment

4 Ship

@ chan Tai Man 91234567
Hong Kong Central and Western District Add. Book
Admiralty 13/F,ABC Building, Central

1. Tab “Payment”
2. Choose "“Pay be sender”
3. Click “Confirm”

@ HKicP 91969247
Hong Kong Sai Kung District Tseung Kwan Add. Book
O H852TKO3P

Self drop-off SF Points

To-door Drop off
S

default shipping method

Expected collection time Tomorrow 08:00-09:00 »

Commodity Description « Document*1(HKDO) »

Payment + Pay by sender >

Estimated arrival

W SF Speedy Express (D... Payment x

01th, before12:00 01th, before12:00 31t
From HKD30 From HKD18 Pay by sender o
default payment method

SPP > .
Pay by sender's credit account

VAS >
Pay by receiver

@ ! agree to the {SF's Terms and Conditions of Carriage)

: onfirm
Estimated value HKD 30 Detail Place order




9. Complete the order

< Ship

@ chan Tai Man 91234567
Hong Kong Central and Western District Add. Book
Admiralty 13/F,ABC Building, Central

© HKICP 91969247
Hong Kong Sai Kung District Tseung Kwan Add. Book
O H852TKO3P

Self drop-off SF Points

To-door Drop off
=
default shipping method

Expected collection time Tomorrow 08:00-09:00 >
Commodity Description + Document*1(HKDO) >

Payment + Pay by sender >

Estimated arrival

M.

SF Speedy Express (D...

01th, before12:00 01th, before12:00 31t
From HKD30 From HKD18

SPP >

VAS >

Estimated value HKD 30 Detail Place order

X SF Express

© Make appointment successfully

Expected Collection: 2023-03-31 09:00

GChanTaiMan 91234567

2/

Hong Kong Central and Western District Admiralty

F,ABC Building, Central

© Hkicp 91969247
Hong Kong Sai Kung District Tseung Kwan O

H852TKO3P

You may pay via below payment methods while the
parcel is being picked up by the courier. Enjoy the
hassle-free shipping experience

& = 8

£ © ®

Service View details Cancel Order

1. Click “Place order” and
complete the order



Sending from Overseas Areas



1. Visit SF Express website (sf-express.com) and select your location
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sf-express.com

2. Contact local customer service and arrange door-to-door
parcel pick-up

Local SF Express Customer Service:

USA / Canada 1855901 1133

United Kingdom gzgjtsz@sfmail.sf-express.com
Singapore 1800311 1111

Australia / New Zealand 1300 148 168

Delivery details

Name: HKICP

Region: Hong Kong SAR - Sai Kung - Tseung Kwan O
Mobile: (852) 91969247

Location: H852TKO3P

Postal fee: Pay be sender
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