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Customer Guides on how to submit DG documents

1. Click on “Booking Amendment” under the menu item “Book” in the left navigation bar of the Oline
Business Suite. Enter booking number and click on Continue.
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2. Click on “l want to update booking” and select “Change DG Information” from the drop down list.
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Request

What is your request?

@) | want to update booking | () 1want to cancel booking

Please specify the type of amendment (you can add up to 10 types)

° Booking Amendment types may have local charges and service fees. For details, please have a look on the |

1 Amendment

Reason
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Vessel and Routing >
Equipment information v
Add attachments
Cargo information A " o Py
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Change Cargo Weight
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3. Enter your remark and upload DG documents by clicking on the “Add attachments” button.
Please kindly note, here are the following three requirements for uploading files.

1) Max. 10 MB per request, if your file size exceeds 10 MB, please first compress your file carefully
before uploading the materials.

2) Accepted file types: .jpg, .png, .pdf, .xlIsx, .xls, .doc, .docx.

3) Please use only ASCII characters in the file name.

Click on “Continue” button to next step.
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Request

What is your request?

®) | want to update booking | (O) 1want to cancel booking

Please specify the type of amendment (you can add up to 10 types)

o Booking Amendment types may have local charges and service fees. For details, please have a look on the
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4. Check the “Contact email” (prefilled from your user profile). You can edit the contact email field to
the desired email address to receive the confirmation and status of your case.

Click on the “Submit request” button once you have filled in all relevant fields.
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Request type: Update

Amendment #1: Change DG Information
Details: 1

o Some special characters might have been replaced due to incompatible encoding

Review and Confirm

Review the information above and then check if the below contact details are also correct.

Contact email

I
(]

Submit request

5. You will receive a Case number for your request, which you can use as your reference. L]
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Thank you!
Your update request has been successfully submitted.
A separate confirmaticn will be sent o you shortly.

Case numiy
Copy number to cipboard )
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