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Quick Reference: Submitting Air Booking to APC
1. Please enter the correct EID.  The Sender EID must match with your e-mail address.

Example:
	EID
	Registered E-mail Address

	EID1
	email1@company.com

	EID2
	email2@company.com


2. You can assign a reference number “Unique Document Number” for each document, however, the number must not be longer than 20 characters.
Example: Shipping Order: ABCD_SO01234567
3. For New Shipping Order/Booking, “Document Version” should be filled with "1".  
For Amendments, it should be filled with "2","3”, etc.
4. The following fields must be filled in:

	· Sender EID
	· Recipient EID

	· Unique Document Number
	· Document Function

	· Issue Date
	· Shipper Name

	· Airfreight Charge
	· Other Charge

	· Airport of Destination
	· Airport of Departure

	· Estimate Flight Date
	


5. Validate the form and send the DTTN stamped Excel Form to email@hk-dttn.net with your e-mail client.
6. Process flow:
	
	Shipper
	APC

	1. 
	Attached the DTTN stamped HSI Excel form in email and send to APC via DTTN (email@hk-dttn.net). 
	

	2. 
	Shipper receives 2 notification messages (Received & Delivery Notification) from DTTN by email
	

	3. 
	
	Receive HSI from Shipper via DTTN. Automatic send back a system notification to shipper directly

	4. 
	Shipper receives confirmation via DTTN
	


7.  Please contact DTTN Customer Service Hotline at 2917-8838 for further inquires.
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