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簡易指南: 使用 DTTN 投遞文件至 Toll Global Forwarding 
1. 請輸入正確的EID。
寄件者必須使用登記EID的電郵地址寄出文件。
例如:
	EID
	登記的電郵地址

	ABCD01
	siuming@abcd.com

	ABCD02
	mr_lee@abcd.com


如果您正在使用的電郵地址是 "siuming@abcd.com", 您所需要輸入的EID為 "ABCD01" 。
不同的收件者EID分別有各自的登記電郵地址，它們代表不同地區或國家的貨運服務。

例如:
	EID
	登記的電郵地址

	BALHKG-SF-AUSTRALIA-N-NEW-ZEALAND
	dttnsf.aunz@tollgroup.com

	BALHKG-SF-CANADA
	dttnsf.ca@tollgroup.com

	BALHKG-SF-USA
	dttnsf.us@tollgroup.com


2. 閣下可為各文件編排自己的參照號碼(Shipper Reference Number)，但最多只能填寫20個字。
例如: 使用 Shipping Order: ABCD_SO01234567 或 Purchase Order: ABCD_PO01234567
3. 投遞新落貨紙或空運貨物委託書時, 請在"文件功能(Document Function)"一欄中選擇"原始文件(Original) "，而"文件版本(Document Version)" 一欄中將會自動變成"1"。投遞補料文件時, 在"文件版本(Document Version)" 一欄中則需要填寫 "2" ,  "3" 等。
4. 在補料文件中，閣下可以改變字型，字體或文字的顏色，以識別更改的資料。
5. 請於 "落貨紙號碼(Shipping Order Number)"一欄中填寫Toll Global Forwarding給予您的號碼。
6. "貨運代理(Forwarder)"一欄中已預設為"TOLL GLOBAL FORWARDING (HK) LTD"。閣下亦不能自行改動此項目。
7. 以下資料必須填寫:
	· Sender EID, Recipient EID
	· Shipper Reference Number
	· Document Version, Status, Function

	· Shipper, Address
	· Consignee, Address
	· Port of Loading, Port of Discharge

	· Place of Delivery
	· Default Volume UOM
	· Default Weight UOM

	· Marks & Numbers
	· No. of Packages, Package UOM
	· Description

	· Gross Weight
	· Volume
	· Default Package Type UOM


8. 請執行確認(Validate)並將有蓋印的文件電郵至mail@hk-dttn.net。
9. 如有任何查詢，歡迎在辦公時間內致電 DTTN 客戶服務熱線 2917-8838。
Quick Reference: Submitting DTTN Excel Form to Toll Global Forwarding
1. Please enter the correct EID.
The Sender EID must match with your registered e-mail address.
Example:
	EID
	Registered E-mail Address

	ABCD01
	siuming@abcd.com

	ABCD02
	mr_lee@abcd.com


If your e-mail account is “siuming@abcd.com”, you can only use the EID "ABCD01". 
Different Recipient EID corresponds to different e-mail address which refers to the shipment of different regions/countries. 

Example:
	EID
	Registered E-mail Address

	BALHKG-SF-AUSTRALIA-N-NEW-ZEALAND
	dttnsf.aunz@tollgroup.com

	BALHKG-SF-CANADA
	dttnsf.ca@tollgroup.com

	BALHKG-SF-USA
	dttnsf.us@tollgroup.com


2. You can assign a reference number “Shipper Reference Number” for each document. However, the number must not be longer than 20 characters.
Example: Shipping Order: ABCD_SO01234567 / Purchase Order: ABCD_PO0123456

3. For New Shipping Order/Booking, “Original” should be selected in “Document Function” and “Document Version” will change to “1” accordingly. For “Amendment”, “Document Version” should be filled in "2","3”, etc. 
4. You can change the font style, font size or font color to highlight the amended fields in an “Amendment” Shipping Order/Booking.

5. For the “Shipping Order Number”, you will receive it from Toll Global Forwarding.
6. “Forwarder” would be defaulted with “TOLL GLOBAL FORWARDING (HK) LTD” and cannot be edited. 
7. The following fields must be filled in:
	· Sender EID, Recipient EID
	· Shipper Reference Number
	· Document Version, Status, Function

	· Shipper, Address
	· Consignee, Address
	· Port of Loading, Port of Discharge

	· Place of Delivery
	· Default Volume UOM
	· Default Weight UOM

	· Marks & Numbers
	· No. of Packages, Package UOM
	· Description

	· Gross Weight
	· Volume
	· Default Package Type UOM


8. Validate the form and send the stamped Excel Form to mail@hk-dttn.net with your e-mail program.
9. Please contact DTTN Customer Service Hotline at 2917-8838 for further inquires.
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