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Overview 

CoPilot is your online shipping navigator for creating airbills, quotes, reports, and alerts, tracking shipments, printing 

documents, and more. You can access CoPilot with Google Chrome, MS Edge, Safari, and Firefox.  

Registering for an account and logging in 

 To register for a CoPilot account, go to http://copilot.maersk.com/, click Register, and follow the prompts. Your login 

credentials will be sent to your email.  

Note: It usually takes 8 hours for new CoPilot accounts to be activated. 

 Once you are registered, go to http://copilot.maersk.com/, enter your login credentials (email and password) and click 

Log in. 

 

Home navigational link 

Home allows you to select dropdowns, navigational links, location, and settings, view shipments on the Tracking quick view 

grid, and more. 

 

http://copilot.maersk.com/
http://copilot.maersk.com/
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Selecting, setting as default, or adding a new location 

 Click the drop-down menu Current Location and select the Location Name.  

 

 To set a default or new location, click Settings > Locations & Security.  

 

 Optionally, you can click Set as Default Location to set your chosen location for your own convenience or add a new 

location by clicking Add New Location, entering Master # and Site # (provided by account managers) and clicking 

Verify. 

 

 To receive reports for all sites under a Master #, select the All Sites checkbox(es). 

 Click Submit registration. 
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Ship dropdown 

Creating a new shipment/airbill 

 Click Ship > New shipment. 

 

 Select the applicable Billable Party and Pay Term.  

Important:  

• If only one billable party and one pay term have been assigned to you, this window will not pop up. 

• If the window Billable Party & Pay Terms Selection doesn’t pop up although it is applicable to your account, send an 

email to copilothelp_plt@maersk.com to request that a new customer location be added to your account. 

 

mailto:copilothelp_plt@maersk.com
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 Click the Current Location dropdown and select the location, which will populate in the Shipper and Consignee Address 

Book dropdown. 

 Click the Address Book dropdown and select Shipper and Consignee. All the details for each will populate in the fields. 
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 Select Yes to consent to the screening of any cargo. 

 

 Enter Pieces, Description, Weight, and dimensions and click Add. If you need to change your entry, click Edit.  

 

 

 You also have the option to enter products to your products catalog, but this is optional. 
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 If you are a drop shipper for a third-party billable, please ignore the Extended Services section. 

 Click Validate.  

 

Important:  

If entries are incomplete or incorrect, a message appears with what is still required. Once all the requirements have been 

addressed and validated, the button Submit becomes active. You and the consignee—if their email address is provided— 

will receive the shipment confirmation emails. 
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Editing an unsubmitted shipment 

 To create shipments and submit them later, click Save as Draft. 

 

 To edit, duplicate, and submit your unsubmitted shipments, click Ship > Drafts. 

 Select the shipment that you wish to submit and click Complete It. 

 

Reprinting an airbill or label 

Click Ship > Shipment history > Print Pro or Print Label. 
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Creating a new address in the address book 

 Click Ship > Address book > New. 

 

 Enter all the details and click Update. 

 

 If you need to edit an entry, click the Nickname field to show Edit/New/Delete and click Edit. 
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Quote dropdown 

Creating a new quote 

 Click Quote > New Quote.  

 

 

 Under Line Items, enter Pieces, Description, Weight, and dimensions and click Add.  

• You may alternatively use the Load Product > Products & Catalog dropdown if you have added the product(s) to 

your product catalog. 
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 Click Rate. 

 

 Scroll down to see the table with total charges based on service levels under Services and rates.  

 Click the arrow icon next to the Service level list item to see a breakdown of the charges, decide which option to use, 

and click Ship It. 
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Creating an airbill from a quote 

 Click Quote > Review quotes > View It. 

 

 Click Ship It. You will then be taken to Ship > New Shipment to create your shipment. 

 

Reports dropdown 

Creating a new report 

 Click Reports > New Report.  

 Click the double-arrow button to select all fields.  
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 Click MS Excel compatible format and Submit to will receive the report via email. (Optionally, you can include 

additional email address(es) to where the report should be sent in the Send Report to Email Addresses field.) 

 

Creating/editing an auto report 

Click the Reports tab, select Auto Reports, and click the Add Report button. 

 

Creating a HAWB report 

To consolidate HAWBs into one PDF document, click Reports > HAWB report. 
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Alerts navigational link 

Creating a new alert 

To receive an alert on a Pro #, click the Alerts tab, scroll down to Current Alerts:, and click Add. Enter the Pro # for 

which you wish to receive alerts and click Save. 

 

Setting auto and mobile alerts 

The following types of automatic email alerts are available on the Alerts page under Settings: 

• Pickup: An email is sent when a shipment is attached to a master airway bill. 

• Delivery: An email is sent once the shipment is delivered and signed for. 

• Reverse/Out For Delivery: An email is sent when a shipment has arrived at the Pilot destination 

• Reweigh/Redim: An email is sent when a shipment’s weight and dimensions do not match the submitted airway bill. 

 To select the above, scroll down, click the Settings dropdown arrow, and make your selections. Click Save Settings. 
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 For mobile alerts, scroll down, click the Mobile Alerts dropdown arrow, and make your selections. 

 

Track navigational link 

Track allows you to track shipments by: 

• Recent shipments 

• Shipment number 

• Date 

• Reference number 
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Admin navigational link 

API configuration and web services settings 

These Settings options are used by developers only.  

 

 

For more details, visit https://delivers.maersk.com/technology/web_services/  

 

 

 

 

 

 

 

End of instructions. 

https://delivers.maersk.com/technology/web_services/

