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[bookmark: _Toc165020729]Purpose of this document
Exporters using the NEXDOC Portal can now add Alternate Trading names to their exporter account.  This document will give you a step-by-step guide to adding an Alternate Trading name in the NEXDOC Portal.
[bookmark: _Toc165020730]Adding an Alternate Trading name to your Exporter account
Note: To add an Alternate Trading name, you must have already set up a Primary exporter account.  
	Step 1
Log in to the Online Services Portal
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	Step 2
Select Go to NEXDOC Homepage. 
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	Step 3
Select Account.
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	Step 4
Select NEXDOC services
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	Step 5
Select Exporter Management
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	Step 6
Select + Add alternate trading name
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	Step 7
Complete the fields for:
· Company name
· Physical address
· Contact person
· Company email 
· Company phone and Postal address. 

Note: You will not be able to change ABN in the alternate trading name, as it has been pulled from your primary account.
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	Step 8

Select Confirm contact changes.
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	Step 9
Select Submit
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	Your request has now been lodged with the department.
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[bookmark: _Toc165020731]Contact the NEXDOC help desk.
For more information or assistance, please contact NEXDOC@aff.gov.au
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