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1. Company Profile 公司資訊 

a. Updating Company Address 更新公司地址 

 
1. The function can be accessed from User Management -> Company Profile 

此功能可從「User Management」 -> 「Company Profile」中進入 

 

2. Existing address saved will be shown and can be updated. 

可經「公司資訊」頁面查閱或更新已保存的地址 

 

3. Billing Address and Administrative Details Address are optional fields. 

可選擇輸入帳單地址和行政地址 
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4. Address will be copied from the Correspondence address if the ‘Same as Correspondence’ checkbox 
is checked 

如勾選「與通訊地址相同」的選項，地址將自動複製自通訊地址欄位 

 

 

b. Enabling/disabling e-invoice 申請/取消 接收電子發票 

1. E-invoice checkbox can be selected or unselected to enable or disable e-invoice. 

可勾選或取消勾選電子發票選框以申請或取消接收電子發票 
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 C. Managing contact details (adding, editing, deleting) 管理聯絡資料(新增、編輯、刪除) 

 
2. New Contact can be added by clicking “Add Row” button. The contact Type can be chosen from the 
dropdown list. 

按下「新增行」按鈕即可新增聯絡人。聯絡人類別可從下拉式清單中選 

 

3. Contact can be deleted by clicking “Delete” button. 

按下「刪除」按鈕即可刪除聯絡人 
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4. New Contact Details of existing Type can be added by clicking “add” button. 

按下「新增」按鈕即可新增現有類別的聯絡人的資料 

 

 

5. New Contact Details of existing Type can be deleted by clicking “delete” button. 

按下「刪除」按鈕即可刪除現有聯絡人的資料 
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c. Notification settings & types 通知設定和類別 

1. User can access notification details under the “Company Profile” section 

用戶可以在「公司資訊」頁面存取通知選項資料 

 

2. Roll down to view the detail of “Notification Details” 

向下捲動以檢視「通知資料」的詳情 
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3. Notification Type 通知類別 

(i) eCargo Shipment Arrival Notice (eCAN) Notification eCargo 到貨通告書(eCAN) 

An eCAN Notification will be sent to the client when the cargo is ready for collection, example of the corresponding notification is shown below: 

當貨物可供提取時，系統將會發出eCAN通知予客戶。以下是相關通知的示例: 
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(ii) mRCL Notification 電子收貨提單通知 

1. Acceptance Notification 收貨通知 

A Notification of Cargo Acceptance will be sent to the client when cargo is being accepted. In 
which, cargo details, such as acceptance date, AWB/ULD number, RCL number, piece, and 
weight, will also be listed on the notification. 

當貨物被接收時， 系統將會發送一個收貨通知給客戶。通知中會列出貨物詳細資料，

例如收貨日期、空運提單/載具號碼、收貨單號碼、件數和重量 
 

 

2. Cancellation Notification 取消通知 

A Notification of Cancellation of Cargo Acceptance (Void RCL) will be sent to client when cargo 
acceptance record has been cancelled by AAT. Client may find the cargo details, such as AWB 
or ULD number, void RCL number, Piece and Weight, Acceptance Date, and the void RCL Date 
or Time in the notification. 

當AAT取消貨物收貨記錄時，系統將發出取消收貨(取消收據)通知給客戶。客戶可以在

通知中找到貨物詳細資料，例如空運提單/載具號碼、取消收據編號、件數和重量、收

貨日期，以及取消收據日期或時間 
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3. Rejection Notification 貨物拒收通知 

 
A Notification of Rejection of Cargo Acceptance (Reject RCL) will be sent to client when cargo 
has been rejected by AAT for certain reason. Client may find the reason of rejection, as well as 
the cargo details, such as AWB or ULD number, rejected RCL number, and rejected date and 
time in the notification. 

當AAT因某些原因拒絕接收貨物時，系統將發出貨物拒收(拒收收據)通知。客戶可以在

通知中找到拒絕接收的原因，以及貨物詳細資料，例如空運提單/載具號碼、被拒絕接

收的收據編號，以及被拒絕接收的日期和時間 
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(iii) EIR Notification 載具提取通知 

An EIR Notification will be sent to the client when ULD is available for pick-up. Information such as 
EIR number, ULD type, quantity, and reference number will be stated in the notification. 

當載具可供提取時，系統將發出載具提取通知。通知中會列出載具提取編號、航空載具組別

/類型、數量和參考編號等資訊 

 

 

(iv)   Schedule Collection Notification 提貨預約通知 

A Schedule Collection Notification will be sent to the client when their application for the 
scheduled collection is being approved. Details such as AWB number, flight number, number of 
pieces and weight, and content information will be included in the notification. 

當客戶的預約收貨申請獲批准時，系統將發出提貨預約通知予客戶。通知中包括空運提單

編號、航班號、件數和重量，以及內容資訊等詳細資料 
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(v)   House Manifest Notification 代理人空運倉單通知 

A House Manifest Notification will be sent to the client if house airway bills are being rejected. 
Details regarding the rejected bills will be stated. 

如代理人空運倉單被拒收，系統將發出代理人空運倉單通知予客戶。通知中將列明被拒收倉

單的詳細資料 
 

(vi)   Demurrage Notification 逾期通知 

A Demurrage Notification will be sent to the client if ULD has not been returned for a long period. 
Details such as ULD number, date of ULD release, number of days held, and EIR number could be 
access via the notification. 

空運載具在一段長時間內未被交還，系統將發出逾期通知。客戶可於通知中查閱航空載具

編號、航空載具發放日期、持有日數和載具提取編號等詳細資料 
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(vii)   AWB Amendment Notification 空運提單修改通知 

An AWB Amendment Notification will be sent to the client if AAT conducted any amendment that 
pertaining the AWB data. Information regarding the MAWB number, HAWB number, flight number, 
and the updated time or date will be stated in the notification. 

如果AAT對空運提單數據進行任何修改，系統將發出空運提單資料修改通知予客戶。通知中

會列明主運單號、分運單號、航班編號，以及修改的時間及日期 

 

 

(viii) eAWB Notification 電子空運提單通知 

An eAWB Notification will be sent when the system has accepted the FWB Message submitted by 
the client. Company Name and ID, AWB number, as well as the SHC Code will be stated in the 
notification. 

當系統接受到客戶提交的FWB訊息時，將發出電子空運提單通知。通知中會列明公司名稱

和ID、空運提單，及特殊處理代碼 
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d. Notification management (adding, editing, deleting)

通知管理(新增、編輯、刪除)  

Add Row Button新增列 

User may follow the steps below for easier access to different notification by using the “Add 
Row” button. 

Note: Email address entered for notification purpose cannot be duplicated. Please click the Add 
Row button to add new type. 

用戶可以按照以下步驟,使用"新增列"按鈕查閱不同通知。 

注意:接收通知的電郵地址不能重複。請點擊"新增列"按鈕來新增新通知類別。 

1. Click the “Add Row” button 點擊"新增列"按鈕 

 

 
 

2. A new row will be inserted to the “Notification Details” 

新增列將被新增到"通知詳情"中 

 

3. Click the corresponding area as shown below. 

點擊下圖標示 
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4. Choose the notification type by clicking the notification code on the list. 

點擊列表中的通知代碼來選擇通知類別 
 

 
5. The selected notification type will be shown on the “Notification Details.” 

所選的通知類別將顯示在"通知詳情"中 

 

 

Delete Button 刪除按鈕 

Record can be deleted by clicking “Delete” button 

可以通過點擊"刪除"按鈕刪除記錄 
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Add/View Email IDs 新增/查看電郵ID 

User may revise the email list via the “Add/View Email Ids” column 

用戶可以通過"新增/查看電郵ID"欄目修改電郵列表 

1. Click “Add/View Email Ids”  

點擊"新增/查看電郵ID" 
 

 
2. Input email address in the corresponding area. 

在相應的欄位輸入電郵地址 

 

3. Click “Ok” to proceed. 

點擊"確定"以繼續 
 

4. Existing email can be viewed or deleted and new email can be added. 

檢視或刪除現有的電郵，或添加新電 
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5. All edited information will be saved when press “Save” button, and an “Operation Completed 
Successfully” message will pop up. 

當按下"保存"按鈕時，所有編輯的信息將被保存，並彈出"操作成功完成"的訊息 

 

 
 

e. Managing trucker company details (adding, editing, deleting) 

管理運輸公司資料(新增、編輯、刪除) 

 
1. Trucker Company can be modified by clicking ‘Trucker Company’ button 

可以通過點擊"運輸公司"按鈕來修改運輸公司資訊 
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2. Trucker company can be added by clicking ‘Add’ button. 

可以通過點擊"添加"按鈕來添加運輸公司 

 

3. The Administrator can enter Trucker Company, Import/Export, Effective Dates, End Date and tick 
the “Default” checkbox, then save by pressing “Save” button. 

管理員可以輸入運輸公司、進/出口、生效日期、結束日期，並勾選"默認"選框，然後按下"

保存"按鈕進行保存 
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4. Trucker Company Record can be deleted by pressing “Delete” button. Changes will be saved after 
pressing ‘Save’ button. 

按下"刪除"按鈕刪除運輸公司記錄。在按下"保存"按鈕後，變更將被保存 

 

 
f. Updating administrator user details (login ID, mobile number, password notification) 

更新管理員用戶資料(登錄ID、手機號碼、密碼通知) 

1. The Administrator’s Name, Designation, and Email Address (used for receiving Login ID, Password 
& One-Time Password Notification), Hong Kong Mobile Number (used for receiving One-Time 
Password (OTP) Notification, and checkbox to select receiving the OTP via Email or SMS, can be 
edited and saved. 

管理員的姓名、職稱和電郵地址(用於接收登錄ID、密碼和一次性密碼通知)、香港手機號碼

(用於接收一次性密碼(OTP)通知)以及選擇通過電子郵件或短信接收OTP的選框都可以進行編

輯和保 
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g. Reset functionality 

重設功能 

 
1. There is a “Reset” button to clear all information. 

"重設"按鈕可以清除所有已儲存信息 

 

 

2. A Confirmation box will pop up before the reset is executed. 

在執行重設之前，系統會彈出一個確認框以確認相關操作 

 

3. After Reset, all information will be cleared. Press “Cancel” will take user back to the previous 
page and undo the reset operation. 

重設後，所有信息將被清除。按下"取消"將撤消重置操作 ，恢復頁面的原有資訊 
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2. Sub User Profile 

子用戶資料 

1. The function can be accessed from User Management -> Sub User Profile 

此功能可以從「User Management」->「Sub User Profile」中進入 

 

 
2. Sub User Profile list screen is used to view the user details and access right 

透過子用戶資料頁面，可查看用戶詳細資料和權限 
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3. Press “Create Sub User’” button will navigate user to Create Sub User screen. 

按下「建立子用戶」按鈕進入建立子用戶的頁面 

 

 
4. After the Administrator enters the Login ID, press “Check Availability” button to check whether the 

login ID is available or not. ‘ID already exists’ message will be shown if the ID name is already existing. 
A green tick will be shown next to the Login ID if the Login ID name is available. 

管理員輸入登入ID後，按下「檢查是否可用」按鈕來檢查登入ID是否已被其他系統用戶使用。

如果ID名稱已經存在，將會顯示「ID已存在」的訊息。如果登入ID名稱可用，則會在登入ID旁

邊顯示一個綠色的劃勾 

 

5. Name and Email Address are mandatory fields. Access rights to “Function Group” and individual 
screens can be set for each Sub User. 

姓名和電郵地址是必填欄位。管理員可以為每個子用戶設定對「功能群組」和個別頁面的訪問

權限 
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6. Select “OTP via Email” or “OTP via SMS” before Saving. 

保存之前，選擇「通過電郵收取一次性密碼」或「通過短信收取一次性密碼」 

 

 
7. Sub User Profile and assigned access right can be edited or viewed by clicking “edit” button 

點擊「編輯」按鈕編輯或查看子用戶資料和權限 

 

8. Sub User Profile and assigned access right can be edited or viewed in Update Sub User screen. 

在「更新子用戶」頁面中，可以編輯或查看子用戶資料和權限 
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9. The Administrator can suspend Sub User by selecting “Suspend” checkbox and enter the date range 
and reason to suspend and then press “Save”. 

管理員可勾選「暫停」選框並輸入暫停的日期間距和原因來暫停子用戶，然後按「保存」 

 

 
10. The status of Suspend indicator and suspend reason will be shown. 

子用戶資料頁面將顯示暫停的狀態標示和暫停原因 

 

 
11. When a suspended Sub User tries to login, the login will not be successful and the following message 

will be displayed. 

被暫停的子用戶嘗試登錄時，登錄時系統將顯示以下未能登入的訊息 

 

12. Unsuspend Sub User can be done in Update Sub User screen. 

在「更新子用戶」頁面中可以重啟已暫停的子用戶帳戶 
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13. Untick “Suspend” checkbox and press “Save” button. 

取消勾選「暫停」選項，然後按下「保存」按鈕 

 

 
14. In Sub User Profile, the suspend indicator and reason of unsuspended user will be cleared, and the Sub 

User can login to the portal. 

在子用戶資料中，已取消暫停用戶的暫停標示和原因將被清除，該子用戶可以重新登入網站 

 

 
15. Delete Sub User can be done in Sub User Profile screen. 

在子用戶資料頁面上可以刪除子用戶 

 

16. A Confirmation window will pop up to confirm the deletion operation. 

刪除用戶時，會彈出確認窗口以確認此刪除操作 

 
 
 
 

 
17. After delete, the record will be removed from Sub User Profile. 

刪除後，該記錄將從子用戶資料中移除 


