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Quick Reference: Submitting DTTN Excel Form to HKGCC
1. Please enter the correct EID.  The Sender EID must match with your e-mail address.
Example: You can only use the registered email account abcd@hotmail.com to submit the document with sender EID: ABCD
	Applicant ID
	Registered E-mail Address

	ABCD
	abcd@hotmail.com 


2. The EID for HKGCC is HKGCC .Please use that for the Recipient EID in DTTN Excel Form.
3. For those who have no account in HKGCC’s WebCo, Please go to www.webco.hk for registration first to get the sender ID and Sender Password.
4. Assign a reference number “Unique Document Number” for each document, however, the number must not be longer than 20 characters.  Example: ABCD_COA01234567
5. The fields highlighted in red in the form must be filled in:

	Sender EID
	Recipient EID

	Unique Document Number
	Certificate Type

	Sender ID
	Sender Password

	Collect Place
	Exporter (Full Name)

	Address
	Tel. No.

	B.R.No. (ZZZZZZZZ-XXX)
	Place of Origin

	Departure Date
	Vessel/Flight/Vehicle No.

	Place of Loading
	Port of Discharge

	Description Of Goods
	HS Code

	No of Units
	Unit

	Total FOB Value
	Brand Names Or Labels

	Total No. of Cartons/Cases
	Destination Country/Place & Code


6. The maximum number of line feeds allowed in a cell for following fields:

	Field
	Max. No. of char. & line feed in a cell
	Field
	Max. No. of char. & line feed in a cell

	Marks and Numbers
	100 char. x 10 lines
	Headers
	200 char. x 3 lines

	Description Of Goods
	100 char. x 10 lines
	Brand Names Or Labels
	100 char. x 10 lines

	Free Text
	48 char. x 12 lines
	
	


Message format can be edited on HKGCC’s WebCo as well.
7. Validate the form and send the DTTN stamped Excel Form to email@hk-dttn.net with your e-mail client.
8. Process flow:

	
	Applicant
	HKGCC

	1. 
	Attach the DTTN stamped COA Excel form in email and send to HKGCC via DTTN 
	

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

	3. 
	
	Receive the application via DTTN and return status message automatically. If the information is successfully validated in HKGCC’s system, Application Draft will include in the status message.

	4. 
	Receive COACN excel form by email from HKGCC via DTTN including the return status message and Application Draft (if information is successfully validated).  The application would be “In Progress”.
	

	5. 
	
	Verify the application and send out “In Order” email to applicant directly

	6. 
	Receive “In Order” email from HKGCC and go to WebCO to print the PDF file CO.
	

	7. 
	Do the document exchange in respective HKGCC office 
	


*** Please contact DTTN Customer Service Hotline at 2917-8838 for further inquires ***
[image: image1][image: image2.jpg]DTTN

DIGIAL TRADE AND
TRANSPORTATION NETWORK

The Digital Express Link to your

»E 27§ > ContatUs
BUSINESS PARTNERS WORLDWIDE




[image: image3.jpg]m@f zassasns



