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How to raise an Amendment
WM HE T SRETL
(a) Suppliers initiate an Amendment

N B RFIT EIEX
1. Login Ligentix website.
B3 Ligentix Pk -
2. Click BOOKINGS / SEARCH.
55 BOOKINGS ° #Af5 SEARCH ©
3. Select the booking that suppliers want to amend and then click its Booking number.

RN EFFEENNTE > AeRGHITSRS -

||gent|x HOME BOOKINGS ~ SHIPMENTS ~ ® (supplien® -
Review Booking % Request Cancellation D) copy

Booking Header

oking Ref SE0BOB220003 Status Submitted

SA Approval Status AwaitingSA

4. Click Amend, and the status is changed to Amendments In Progress.
S Amend K754 ) Amendments In Progress °
5. Suppliers can amend the booking.

RN RFET AT 8 -
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(b) Ligentia team request supplier to perform amendments

Ligentia 3K N i {Eo0iT &
. A notification email will be sent to suppliers when Ligentia requests amendments.
24 Ligentia ZER LR PGELGT SN » BERZPERRRE]—E B T ATHS A -
Click the link inside the email, suppliers will be directed to the Review Booking session.

rAT AR EY P T fERE - BIPEFZ ] Review Booking T [H]

I|gent|x HOME  BOOKINGS~  SHIPMENTS ™ ® (suppiien @ -
i
Booking Header

Booking Ref S2140 I

5A Approval Stotus: AwaitingSA

Review the Message from Ligentia at the bottom of the page under Diary Notes.

R AT LAFE T [HI S #0HY Diary Notes T~ &K H Ligentia HI5 2. -

Besides, suppliers can review the number shown under Booking to be amended in
Manage Bookings session. It shows the number of amendments that Ligentia require

suppliers to action.
ISk » #507LL# A 1E Manage Bookings o Booking to be amended T RATE T -
EERT Ligentia FEMEN B ELAIT HEE -

[3 Manage Bookings & Manage Shipments
Enter a Full Booking No Quick Search Enter a Full Booking No. Quick Search

Q_ Advanced Searct Q, Advanced Search

Bookings to be amended Shipments to be completed
E F F

Click the number, and all the required amendments will be listed.
BT BV A R R eI SRS -

Click the booking number that you would like to amend.
BHEEIITRRS

Click Amend, and the status is changed to Amendments In Progress.
£t Amend - JRARIZS ) Amendments In Progress -

I|gentlx HOME BOOKINGS = SHIPMENTS ~ ® (supplien@ -
Booking Header Original Values m
by Amen ents In P Ogress

Baaking Ref SE140523 000

. Suppliers can amend the booking.

NIRRT LAMECOT 5 -
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Amend a booking in Ligentix
1F Ligentix FEXITE

Since the amendment process is the same, no matter it is raised by suppliers or Ligentia
team. The following instructions can be applied under both situations.

TIeEROT RN R Ligentia $2H1Y - EXCIRREAHE -

DA ot B 2 FH T X PR L -

1. Click Amend, and the status is changed to Amendments In Progress.
fi7 Amend ¢ {RFEFAAZE ) Amendments In Progress -

2. Click Edit and supplier can amend below excepted grey fields under each session.
midi Edit > LR R AT DUEC T FIERIK e LAY MNYER 77

a. Booking Header

Booking Header

b. Container Info

Container Info

Page 4 of 7

https://pan.baidu.com/s/1 nseyf841I--ygtn6djpwpg ?pwd=udgfilist/path=%2F Ligentix - 1TEEXTEE 44l (RIS () a7



3/6/23, 10:05 AM Document

ligenti:

Order info (@ Addrsearch PO
] status Amendmants In Progress
. Line Gross. ‘Gross Ex Due Defivery
Lot item Code / Desc. N Cofowr Gty oM PGS POL ~OT Stutuy Werehouse
i — /|0 |
1 Brown 1452 160704 5119 24 CNNGE SEA HobbyCraft  Z0r1272021
- s n
PO Total 1,462.00 760.7204 5119 2400
Overall Total 146200 160204 5119 2400

3. Once complete amendments, click Save and then supplier will be back to Review
Booking session.
SEREMS - B Save » A (0] Review Booking T (A -

4. Amendment part is highlighted,
click Original Values, it will show its value from original booking.
EATER 72 S BRid -
L5 Original Values I » B B gIiiTHIBTR -

Container Info Original Values

Sea L

14/06/2022

DKAAR
GBARI Fingl Destination:  TRBTZ
Incater Ex Warks - B Troded Port DKAAR
Feeight Terms Plepaid Currenty 5o

5. For Schedule, supplier has no right to amend the vessel, please click Add New Note to
submit your requirement on vessel schedule.
YT Schedule -
BN EAUE ARG AT (8] 2% - (B DL 7 Add New Note $2 32 NS AHN [H]22HY
SR o BIAIIRETRE SR 55— EHAEE_ BT LT [B] 22— -

Add Diary Note x

2/ B I |U & x| @ EE x

| would to request another faster vessel to catch up my delivery schedule

Close Save & Close
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Click Save & Close to submit your note to Ligentia team, the message would be also
included under Diary Notes
i Save & Close J/REYEEICHEAT4S Ligentia » 1% (S B 5414 7F Diary Notes -

Diary Notes Add New Note

Messoge user Date/Time
I would to request another faster vesset to catch up my _— 16/08/2022
delivery schedule 10:50 GMT+8

Once supplier confirm all amendments are completed, click Submit Amendments.
LHEN i IARTA (B GE RIS » 15 S Submit Amendments

A message showing your amendment area will be pop up, please review all your
amendment, and select the reason for the amendment from the dropdown list.
TRE 22 B RIS -

EEMATARVEDR > HM TRY IR EEESURSA -

Submit amendments for Booking SE1406220001

Please canfirm that you wish to submit amendments for Booking SE1406220001
RC BT\ F x| = = x

Booking Amendment submitted. Amended Fields:
= Inc
o Freight Terms
s Frelght Terms Currency

- Supplier has Production Delays
2 - Cargo Not Ready
3 - QTY Revised over +/- 10% based on PO qty per sku
Supplier missed vessel cut-off (CFS)
5 - Supplier missed vesse! cut-off (CY)
- Inspection result failed or missing in inspection
- Request additional container - split PO
Change of Container Size from original order
Change to loading plan due to change in volume
Change of shipping port (change in schedule)
1-Supplier Booking too late to meet target vessel cut off
2 - Custom inspection causing shipment delay
- Supplier unable to make original vessel due to bad weather
- Other

Click Confirm Amendments and then the amendment will be submitted to Ligentia side

for approval. You can see that the Status is changed to Amendments submitted.
17 Confirm Amendments |5 » {E0UFTRREHERZES Ligentia FHEEHL »
A LIEFPIRAE M Amendments submitted

Original Values

Status ] AmcndmuntsSumetde

SA Approval Status AwaitingSA
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10. Once Ligentia team approve, suppliers will receive a notification email including the link
to review the booking.
— H Ligentia #{t4 » LR pEIAE—SH@A IR EAE - HhaasHTEFRIT
HIBESE -

11. If the amendments are rejected by Ligentia team, you will also receive a notification
email with the reason. You will need to perform the amendment process again.
AR Ligentia FE2ETAEN » TNESRE—HESHERFRREATEEBAHRH: - &
R R ERREITE T -
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