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MyKCS - Carta Porte Instruction guide for Billing  
  
For KCSM Carload and Intermodal Customers and KCS Customers exporting goods into Mexico:  
  
Carta Porte is a mandated requirement for customers tendering traffic to/from Mexico and is issued by the Mexican Tax 
Authority (SAT). This industry requirement issued by the SAT applies to all cross-border shipments in and out of Mexico, 
as well as shipments within Mexico, via all modes including rail, road, sea, and air.    
  
On MyKCS we have 3 options to add the Carta Porte Information:  
  
Option 1: Add the Carta Porte information when creating a new waybill: The patterns will have the Carta Porte information 
blank, but you will be able to add it as you work with your waybills.  
  
Option 2: Add the Carta Porte information when creating a new waybill: The patterns will have the Carta Porte 
information blank, but you will be able to upload a file with the information with a Carta Porte template you can download 
and complete in Excel, this will be useful if you have a big list of cars/containers to bill.  
  
Option 3: Add the Carta Porte information for your existing patterns: Clone your patterns to add the Carta Porte information 
and re-submit them for approval. You can delete the original patterns once the new ones are approved. When you are 
creating a new waybill, the Carta Porte Details will be pre-loaded.   
  
Carta Porte information includes:   

 SAT Commodity Code and Description.   

 Weight, Package Quantity & Type.  

 Country of Origin.   

 Tarif Rate Code.   

 HAZMAT Code if applicable.   

 MX HAZMAT Packing Code, if applicable.   

 SAT MX Unit Packing Code.   

 MX HAZMAT Packing Code, if applicable.  

 MX HAZMAT Packing Code Description, if applicable.  

 UUID per SAT Commodity Code.   
  
Effective on April 1st, 2024, new fields will be required:  

 Additional Role of Mexican IMPORTER, only for traffic going into Mexico.      

 Mexican Importer’s Tax ID (RFC) only for traffic going into Mexico.  

 Mexican Material Type for cross-border traffics.  

  
  
Option 1 – Add the Carta Porte information when creating a new waybill.  
Your Carta Porte information will be blank, but you will be able to add the information as follows:  
  
When creating a Waybill, you will find below the General Information in the Equipment Selected List a new section will be 
shown to add or change the Importer information including the Tax ID (RFC), Only if the origin of your traffic is outside of 
Mexico and the car is going into Mexico.   
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MYKCS CARTA PORTE 3.0 JOB AID 2 4/2/2024 

 

  
  
Once the importer information and you have selected the cars/containers you are going to bill proceed to the next section 
to continue with the billing.    
  
  
When you reach the Other Information page at this point you have 2 Options depending on how many cars/containers you 
are billing:  
  

Option A: You are creating billing for more than one car/container.   
Option B: You are creating billing for one car/container or a multiwaybill (you will find the steps below on page x)  

  
  
Option A: You are billing more than one car/container, click on Details per Car button:  
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Your cars/containers will be displayed. Each one of them requires Carta Porta information.   

Note:  If you want to use the template to upload the Carta Porte information, click to download the example 
template link and Upload File button. This option will require additional steps to submit the file that you will find in 
page x.   
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Click over the car/container you are going to work with, and the details will be displayed by clicking on the Add Carta Porte 
Details:  
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The Carta Porte Details will be blank, but you can add your information as you need:  

  
 Enter the SAT Commodity Code and the Description will be auto populated.   

 Enter the Weight, Package Quantity.  

 Select the Package Type, SAT MX Unit Packing Code & Country of Origin from the drop-down lists.   

 Enter the Tariff Rate Code if your traffic is cross-border.   

 Enter in the HAZMAT Code if applicable (if your STCC number starts with ‘49’ (i.e. 4918125) then you 

must complete this field). If the commodity is not hazardous material, the system will mark this as an error.  

 MX HAZMAT Packing Code – this field does not automatically populate, and the user must enter in the 
correct code that corresponds to the HAMZAT Code entered.   
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 MX HAZMAT Packing Code Description will be auto populated.   

 Select the Mexican Material Type & the Description Material Type if your traffic is cross-border.   

 The International Trade CFDI (UUID) field is optional for some traffic, ask your Mexican Customs Broker 
if you need one. Users can add in more than one UUID field by clicking the Add UUID button.   

  
Please check the NOTES at the end of this document if you need more info or have Carta Porte questions.  
  
Once you have completed the required information, click on the Add Carta Porte Details button. If you do not complete 
this step, the information you have completed will not be saved and you will not be able to continue with your billing.   
  

  
The information will be saved, and you will be able to add other Carta Porte Details if you need to repeat the same steps.   
Clicking on the SAT Commodity Code arrow will allow you to view the options to Modify or Delete your information  

 

  
You will find the editable section above the current information:  
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Upon completion of the first car/container information, you will be able to continue with your next shipment on the list.   
  
Don’t forget to click on the Add Carta Porte Details button to save your Carta Porte information and avoid errors.   
  
All the loaded cars/containers must have the Carta Porte details completed to submit your waybills.   
  
When these steps are completed continue with your billing and submit.  
  
  
  
Option B: You are creating billing for one car/container or a multiwaybill.  
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Note: If you stay on this page billing more than one car/container all the cars will have the same information for Carta Porte.   
  
Click on the Add Carta Porte Details:  

   
  
The Carta Porte Details will be blank, but you can add your information as you need:  
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 Enter the SAT Commodity Code and the Description will be auto populated.   

 Enter the Weight, Package Quantity.  

 Select the Package Type, SAT MX Unit Packing Code & Country of Origin from the drop-down lists.   

 Enter the Tariff Rate Code if your traffic is cross-border.   

 Enter in the HAZMAT Code if applicable (if your STCC number starts with ‘49’ (i.e. 4918125) then you 
must complete this field). If the commodity is not hazardous material, the system will mark this as an error.  

 MX HAZMAT Packing Code – this field does not automatically populate, and the user must enter in the 
correct code that corresponds to the HAMZAT Code entered.   

 MX HAZMAT Packing Code Description will be auto populated.  

 Select the Mexican Material Type & the Description Material Type if your traffic is cross-border.   

 The International Trade CFDI (UUID) field is optional for some traffic, ask your Mexican Customs Broker 
if you need one. Users can add in more than one UUID field by clicking the Add UUID button.   

  
Please check the NOTES at the end of this document if you need more info or have Carta Porte questions.  
  
Once you have completed the required information, click on the Add Carta Porte Details button. If you do not complete 
this step, the information you have completed will not be saved and you will not be able to continue with your billing.   
  

  
The information will be saved, and you will be able to add other Carta Porte Details if you need to repeat the same steps 
and they will look like this:  
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Clicking on the SAT Commodity Code arrow will allow you to view the options to Modify or Delete your information  

 
   

You will find the editable section above the current information:  
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Upon completion of the first car/container information, you will be able to continue with your next shipment on the list.   
  
Don’t forget to click on the Add Carta Porte Details button to save your Carta Porte information and avoid errors.   
  
When these steps are completed continue with your billing and submit.   
  
Option 2: Add the Carta Porte information when creating a new waybill: The patterns will have the Carta Porte information 
blank, but you will be able to upload a file with the information with a Carta Porte template you can download and complete 
in Excel:  
Click on Details per Car button:  
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Download the template  
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Follow the instructions:   

  
  
Fill in the required fields in the “cartaporte-file-template " tab:   
  

 Enter the car/container's Initial & Number, one per line.   

 Enter the SAT Commodity Code and the Description.   

 Enter the Weight, Package Quantity.  

 Select the Package Type, SAT MX Unit Packing Code & Country of Origin from the drop-down lists.   

 Enter in the HAZMAT Code if applicable (if your STCC number starts with ‘49’ (i.e. 4918125) then you 
must complete this field). If the commodity is not hazardous material, the system will mark this as an error.  

 MX HAZMAT Packing Code – this field does not automatically populate, and the user must enter in the 
correct code that corresponds to the HAMZAT Code entered.    

 MX HAZMAT Packing Code Description will be auto populated.  
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 Enter the Tariff Rate Code if your traffic is cross-border.   

 Select the Mexican Material Type & the Description Material Type if your traffic is cross-border.   

 The International Trade CFDI (UUID) field is optional for some traffic, ask your Mexican Customs Broker 
if you need one. Users can add in more than one UUID field by clicking the Add UUID button.   

  
If a car/container has more than one SAT Commodity Code, you will have to add another line with the same car/container 
number with the information.   
  
  
    Note: You can’t use upload file if it is a multiwaybill.   
   
 Once you have filled in the “cartaporte-file-template " tab, follow the instructions below to save the file in CSV format.  
      a. Review the data entered in the “cartaporte-file-template " tab for accuracy.  Updates can be made within the file before 
uploading or within MyKCS after uploading.  
      b. Next, make sure that the “cartaporte-file-template " tab is selected.  This step is important to correctly save the 
information entered in the template.  
      c. Go to the "File" tab on the top ribbon.  
      d. Select "Save as".  
      e. Select "Browse", this will allow the file to be saved locally or in any selected folder.  
      f. Once the browse window appears, select the "Save type as: CSV (comma delimited) (*.csv)" option.   
      Note: use the CSV type described above, as using any different CSV description will cause the information 
to      load incorrectly.  
  
                   Example of formats NOT recognized  
                     a) CSV UTF-8(comma delimited) (*.csv)  
                     b) CSV (Macintosh) (*.csv)  
                     c) CSV (MS-DOS)(*.csv)  
  
      g. Select "Save" to save the file.  
           Note 1: After selecting "Save", Excel may display a message indicating that the selected format (csv) does not 
support documents with multiple sheets, in this case, select "Continue".  
           Note 2: "Save" will save the file in CSV format, which is necessary to be recognized in the upload process.  
  
  
Go back to MyKCS and click on Upload File and follow the instructions.   

  
  
When this step is completed continue with the billing and submit.   
  
  
Option 3 - Add the Carta Porte information for your existing patterns    
Clone the existing pattern you want to work with.   
  
If your pattern has an origin at USA or Canada with Mexico as destination you will have to add an Importer and an 
Importer’s Tax ID (RFC) on the Pattern Contact Information Page.   
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The system will require that you go back and add an importer and importer tax ID (RFC) prior to moving forward if your 
pattern does not contain this information as it is now required.   
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When you are at the Pattern Additional Information tab you will find the Add Carta Porte Details button, click on it to 
add the information.   

  
Complete the Carta Porte details as required (at this level, all the information input is optional).   
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 Enter the SAT Commodity Code and the Description will be auto populated.   

 Enter the Weight, Package Quantity.  

 Select the Package Type, SAT MX Unit Packing Code & Country of Origin from the drop-down lists.   

 Enter the Tariff Rate Code if your traffic is cross-border.   

 Enter in the HAZMAT Code if applicable (if your STCC number starts with ‘49’ (i.e. 4918125) then you 

must complete this field). If the commodity is not hazardous material, the system will mark this as an error.  

 MX HAZMAT Packing Code – this field does not automatically populate, and the user must enter in the 
correct code that corresponds to the HAMZAT Code entered.   

 MX HAZMAT Packing Code Description will be auto populated.  

 Select the Mexican Material Type & the Description Material Type if your traffic is cross-border.   

 The International Trade CFDI (UUID) field is optional for some traffic, ask your Mexican Customs Broker 
if you need one. Users can add in more than one UUID field by clicking the Add UUID button.   

  
4. Click on the Add Carta Porte Details button.   

  

  
6. The information will be saved. If you need to add more SAT Commodities, repeat the 

steps above.    
7. You can add as many SAT Codes as you need. They will be displayed as follows:    
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8. Continue completing your patter creation as usual.   
9. Re-submit to send the pattern through the approval process. Once approved, you can 

create your billing with the pre-loaded Carta Porte information.   
10. If you clone a pattern with pre-loaded Carta Porte information, you can delete or change 

the information as needed.   
  
Note: The system has validations in place for all mandatory fields. If the codes are incomplete or entered incorrectly, the 
user will receive an error indicating the actions to be completed   
  

  
  
  
  
  
  
  
  
  
  
  
  
  

Correct Waybill at MyKCS  
  
To add or change the Carta Porte information to your billing go to Track and Trace on MyKCS landing page.   
  
Select Waybill Inquiry and follow the instructions:  

1. You can leave the filters blank and only change the waybill search date to match the waybill date you 
need to change. This will display all the waybills billed on the same date search.   
2. Fill in the car/container Initial and number and change the waybill search date to match the waybill date 
on the car/container’s billing date.   

  
Click on Inquiry to get your results:  
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Select Correct from the list at drop-down box and click on the arrow:  
  

  
  
  
  
  
A new page will be display with the waybill information, if the waybill has the Import role information already it will be 
display below the Consignee information:   
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If not, you can add the role or change the information on the information above on the section below:  
  
  

  
  
  
   
Click on the EDIT button beside the Importer role, a pop up will show:   
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Fill in or change the information as you needed, please note that all the * is mandatory information.   
  
  
Note: The system has validations in place for all mandatory fields. If the codes are incomplete or entered incorrectly, the 
user will receive an error indicating the actions to be completed.   
  
  
  
To change or add the carta Porte information you will find a section on the same page for Carta Porte:  
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Click on the Add Carta Porte Details for the car/container if the waybill has no Carta Porte Information or if you want to 
add more SAT Commodity Codes.   
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 Select the Initial/Number and the Commodity.   

 Enter the SAT Commodity Code and the Description will be auto populated.   

 Enter the Weight, Package Quantity.  

 Select the Package Type, SAT MX Unit Packing Code & Country of Origin from the drop-down lists.   

 Enter the Tariff Rate Code if your traffic is cross-border.   

 Enter in the HAZMAT Code if applicable (if your STCC number starts with ‘49’ (i.e. 4918125) then you 
must complete this field). If the commodity is not hazardous material, the system will mark this as an error.  

 MX HAZMAT Packing Code – this field does not automatically populate, and the user must enter in the 

correct code that corresponds to the HAMZAT Code entered.   

 MX HAZMAT Packing Code Description will be auto populated.  

 Select the Mexican Material Type & the Description Material Type if your traffic is cross-border.   

 The International Trade CFDI (UUID) field is optional for some traffic, ask your Mexican Customs Broker 
if you need one. Users can add in more than one UUID field by clicking the Add UUID button.   

  
Click on the Add Carta Porte Details button to save the information.   
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Clicking on the SAT Commodity Code arrow will allow you to view the options to Modify or Delete your existing information.  

  

  
  

  
You will find the editable section above the current information:  
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Change the information you need to correct and click on Update Carta Porte Details button to save the information.   
  
Repeat as necessary.   
  

  

  
When completing the changes on your waybill, click on Submit, follow the instructions.   
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If you have questions, please call the Customer Solutions Team:   
  
US Customer Solutions:     

csolutions@kcsouthern.com  
1-800-468-6527  

  
Mexico Customer Solutions:  

vozdelcliente@kcsms.com.mx     
81-8852-7777 (from Mexico)  
1-888-812-9512 (from the U.S.)   

  
  
  
Notes/FAQ’s:  

1. For KCS Customers, these options will be available only if the Destination Station for the pattern/waybills 
is Mexico.   
2. For empty cars or containers, the Carta Porte information is optional. For loaded cars or containers, the 
Carta Porte information is mandatory.   
3. If the SAT code or other fields are filled in the Carta Porte details for empty cars or containers, an error will 
come up so all the other fields such as Tariff Code, weight, package quantity and type need to be filled in.   
4. If the empty car or container needs the Carta Porte details, the weight must be 1, piece count 1.   
5. The weight entered in the car billing will be copied for each car or container in the Carta Porte details.  
6. For cars or containers with two or more SAT codes, the weight will be automatically copied to the first SAT 
code the car or container has.   
7. The piece count and the package type will be copied from the billing to the first SAT code on the car or 
container.   
8. If you do not click on the ADD CARTA PORTE DETAILS button, the system will mark it as an error and will 
not let you continue with the billing.   
9. If MyKCS shows an error for the Carta Porte Information you must click on the MODIFY button in order to 
check and modify the details, to save the changes please click on ADD CARTA PORTE DETAILS button 
again.   
10. If you have a pattern with the Carta Porte details pre-loaded, please click on the MODIFY button to add or 
check the information and then click on ADD CARTA PORTE DETAILS again to update the information. The 
editable information will appear above the Carta Porte current information.   
11. If the pattern has the Carta Porte details pre-loaded and you click on ADD CARTA PORTE DETAILS, you 
will add a new SAT CODE duplicating the pre-loaded information. You can do this only if you need more than 
One SAT Code for your traffic.   
12. If the car or container does not have hazardous material product, it is not necessary to add the HAZMAT 
code (the products that need this code are those where the STCC begins with 49 ex 4918125).  
13. The tariff code, the country of origin, are mandatory only if the cars or containers are transiting out of Mexico. 
If the traffic is not an export move for KCSM, you Should not add these to the billing, the system will show this 
as an error, and you won’t be able to continue with your billing.   
14. The CFDI of international trade (UUID) is optional for export cars with a destination out of Mexico, check 
with your Mexican Customs Broker if you need this on your Carta Porte Details.   
15. The CFDI of international trade (UUID) must not be included on waybills for cars from the USA or Canada 
with a Mexico destination.   
16. Cars or containers billed at KCS with a Mexico destination must include all the Carta Porte Details: Sat 
Code, weight, piece count, package type and Tarif Code.   
17. If you get an error for the SAT Code at MyKCS, please check the valid SAT codes on this link: SAT Codes 
look for the Catálogos de Complemento, when the file opens search for the c_ClaveProdServCP tab.   
18. If you don’t find the SAT MX Unit Packing Code in the drop-down list is because it must match the Package 
Type list. MyKCS only has SAT MX Unit Packing Codes that match the Package Type list.   
19. If you get an error for the Tariff Rate Code, please check it with your Mexican Customs broker.   
20. If you get an error for the MX HAZMAT Packing Code at MyKCS, please check the valid codes on this 
link: SAT Codes look for the Catálogos de Complemento, when the file opens search for the c_TipoEmbalaje 
tab.  
21. The SAT Code must be 8 digits. Just numbers, no spaces and without decimals.   

mailto:csolutions@kcsouthern.com
mailto:vozdelcliente@kcsms.com.mx
http://omawww.sat.gob.mx/tramitesyservicios/Paginas/complemento_carta_porte.htm
http://omawww.sat.gob.mx/tramitesyservicios/Paginas/complemento_carta_porte.htm


 

 

MYKCS CARTA PORTE 3.0 JOB AID 28 4/2/2024 

 

22. The Tariff Code must be 10 digits. Just numbers, no spaces and without decimals.  
23. Weight should have no decimals.  
24. Quantity of Package should have no decimals.   
25. The HAZMAT Code must be 4 digits (the same as the UN/NA Number). Just the number without the letters.   
26. The MX HAZMAT Packing Code is 3 alphanumerical digits.   
27. Only 99 Sat Codes can be added to a waybill.   
28. Mexico Material Type is ONLY for Cross-border shipments.  
29. Mexican Importer is mandatory only for traffics with origin at US or Canada with Mexico as destination, not 
for Mexican Domestic traffic.   
30. Importer Tax ID, Reference Guide is available here.      
31. Importer Tax ID must comply with the RFC guide.   

  
  

For inquiries concerning Carta Porte 3.0 changes, please reference the following link, which routes to t 
he “Complemento Carta Porte” section published via the SAT website (in Spanish only)  
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.cpkcr.com/content/dam/cpkc/external/customer-station/Importer%20Tax%20ID%20Reference%20Guide-2024.pdf
file://///kcscp.corp/dfs/homeDrives/KCHomedir/asxd12/SSUs/STATUS%20OF%20SSUs/A.%20%20%20DRAFTS/Mexico%20or%20Cross-Border/o%09http:/omawww.sat.gob.mx/tramitesyservicios/Paginas/complemento_carta_porte.htm

