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On-line Booking Platform Guideline 

 
 
Part 1: 2 Quick steps to easily Create an Account from Online Platform 
 
1. Browse TOPWIN website at  www.topwininspection.com, and click SIGN UP to begin: 
 

 
 
2. Complete the information as required, the items with *are mandatory: 
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3. After submitting the registration, you will receive a message of successful notification 
launched from our system. 
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Part 2: How to manage your account and make the booking on-line system 
 
1. Click "LOGIN" tag Login on TOPWIN Inspection website: 
 

 
 
2. Input your username and password and click " Sign In "to access your account. 
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3. Booking system interface: 
- Orders: Manage your pending orders. 
- Reports: Download your reports online. 
- Supports Center: Including "How to Select Services", "How to Get Started", "What’s AQL?", 

"Guideline of Online Inspection Platform". 
- Quick Booking: Booking an Inspection, Audit order quickly. 
- Booking Order: Booking an Inspection, Audit, Lab Test order normally. 
- Manage your orders: Manage your Pending Orders, Completed Orders, Cancelled orders. 
- Supplier Information: Manage your suppliers. 
- My Account: Manage your account information. 
- Recommendation: Commission for recommendation. 
- Search: You can search the orders by product name, PO number, factory etc. 

 
There are 9 steps for the order: 
 Step 1: Waiting for validation 
 Step 2: Waiting for Quotation 
 Step 3: Waiting for Approval  
 Step 4: Waiting for Payment 
 Step 5: Confirming Inspection Date 
 Step 6: Waiting for Inspection 
 Step 7: Inspection in Process Date 
 Step 8: Order Completed 
 Step ×: Cancelled 

 
*KIND REMIND:  
 
1. You may click different menu buttons “Home”, “Orders”, “Reports” and “Support Center” to review the statistics 

as you want, for instance: click the “Orders” to view the order details. 
 

2. You may click other submenus to filter the functions as what you want. 
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4. Booking an inspection order (*In order to save time, it is feasible to only input the 
important information) 

4.1 Choose your inspection order type and click "Next".   
 

 
 
 

4.2 Input your reference number, desired inspection date, expected shipment date, 
email address in copy, inspection certificate information. 
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4.3  Input the factory or supplier information. 
 

 
 
 

4.4  Input the product information. 
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4.5 Specify the details, for e.g.  product colors, product dimensions, logo artwork, 
packing & packaging, marking & label, AQL level and upload the specification 
documents etc. 

 
 
 

4.6 Give the instructions for your approval/reference samples, and specify your 
comments for the reference samples, defective samples or production sample. 
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4.7 Choose the options of man-day, numbers of report, then submit the booking for 
our team’s confirmation and validation. 

 

 
 
 
5. Book a factory audit order. 

5.1 Input your reference number, PO number, desired audit date, email address in copy, 
then go to next steps. 
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5.2  Input the factory or supplier information, then go to next steps. 
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5.3 Specify your special requirements & instruction, and upload your specification 

documents. 
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5.4  Finally submit the booking. 

 

 
 
 
Part 3: Useful information for the booking completion 
 
After your submission and the booking is successfully completed, TOPWIN Inspection team will 
closely follow-up your order to validate the workload & Man-Day and confirm the inspection 
dates with your supplier. You are always kept contacted and updated for any further information 
and progresses.    
   
Please note that the followings are the main contact information for you at TOPWIN Inspection, 
you are warmly welcomed at any time for any inquiries and questions. 
 
Website: www.TOPWINInspection.com 
E-mail: Support@TOPWINInspection.com 
 
 
SHENZHEN: ROOM 602, 6/F, TOWER C, CHINTO TECHNOLOGY BUILDING, LONGHUA 
NEW DISTRICT, SHENZHEN CITY, GUANGDONG PROVINCE, CHINA. 
Tel: +86 755 82688162/82688163  

Hong Kong: ROOMS 1318-19, 13/F, HOLLYWOOD PLAZA, 610 NATHAN ROAD, MONGKOK, 
KOWLOON, HONGKONG. 
Tel: +852 39917982, 61677727, 68768122 
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