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Quick Reference: Submitting DTTN Excel Form to Win Mark Logistics
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. Recipient EID for Win Mark Logistics is: WinMarkLogistics
3. You must assign a “Reference Number” for each document, However, the number must not be longer than 20 characters.
4. For New Shipping Order/Booking, “Document Version” should be filled with "1".  
For Amendments, it should be filled with "2","3”, etc.
5. The following fields must be filled in: 
	· Sender EID
	· Recipient EID

	· Document Version
	· Ref. No.

	· Shipper Name
	· Consignee Name

	· Notify party Name
	· Freight Charge

	· Place of Receipt
	· Port of Loading

	· Final Destination
	· Marks No

	· No. of Package
	· Package Type

	· Description of Goods
	· Gross Weight

	· Measurement
	


6. If you are using Lotus Notes or Microsoft Outlook, please Send out the form to mail@hk-dttn.net with your e-mail program.
7. If you are using email software other than Lotus Notes or Microsoft Outlook, please Validate the form and send the stamped Excel Form to mail@hk-dttn.net with your e-mail program.
8.  Please contact DTTN Customer Service Hotline at 2917-8838 for further inquires.
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