Customer guide to uploading DGNs to the online Shipment Folder
1. Go to www.oocl.com/uk and log-on to My OOCL Center
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2. The requirement for an outstanding DGN shows on the To Do List
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3. Click on the link for the B/L concerned…
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4….and you get this page. Click where indicated…
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Detailz

Dear Customer,
You have racsivad = raquast from OOCL to submit document DG Daclaration. Plesse go to "Shipmant Folder” to upload the documant.
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piosd the document.





5...and you can now upload your SI by hitting Browse and selecting the required document.
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6. Press Save to confirm.
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7. And that’s it! OOCL customer service will be notified electronically that the document has been uploaded, and will review and confirm it. You can check the status via your Notifications tab.
Alternative Method

1. Use the Documentation, then Shipment Folder, then Shipment Folder Search menu
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2. Key-in Booking reference, then click Search
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3.  And this is what you will see. You can even upload other documents !
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Email Alerts
Customers can chose to receive an automated email whenever OOCL needs a particular document like a DGN or SI. Such emails are supplementary to the automated alerts that appear on the Notifications tab of the their My OOCL Center home page.
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The supplementary emails can be activated by:-

1. Going to the Administration, then My Profile menu
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2. Clicking on the Email Subscriptions tab, going to the Shipment Folder section, checking the 2 boxes shown in the screenshot below, then clicking Save
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3. The emails you will receive will even include a link, allowing you to reply with a file attachment, which will automatically be uploaded to the Shipment Folder with no extra effort !!  
