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INTRODUCTION

In keeping with our vision to be a modern, effective and efficient administration offering
professional service to all stakeholders, using international best practices, the Antigua and
Barbuda Customs & Excise Department launches its ASYCUDA World Customs Cargo
Manifest User Guide Manual. This manual is intended to provide its users with detailed
instructions for preparing and submitting an electronic declaration for cargo. Welcome to
ASYCUDA World.

Section 22 Subsection 1, 2 & 3 of The Customs (Control and Management) Act, 2013,
requires the master of every vessel and the commander of every aircraft arriving at a customs
port or airport from a place outside the state, or carrying goods brought in that vessel from a
place outside the state and not yet cleared on importation, to electronically submit and deliver
a report in such form and manner and containing such particulars as the Comptroller of
Customs may direct.

To this end the Comptroller has so directed that these instructions form part of the reporting
requirements for vessels and aircrafts. It is our intention that this user’s manual will assist you
greatly in fulfilling your obligation in this regard.

The Cargo Manifest is the first point of contact for our automated system. Its main purpose
is to provide necessary information about cargo for transport, commercial and regulatory
reasons. It is traditionally used by Customs as a control tool to ensure that all manifested
cargo is accounted for. It also gives the Customs Department some advance notice on
imported cargo in order to plan examination priorities, risk assessment and facilitate faster cargo
system will force a change of password every six months or whenever a user request a password
clearance.

Access to ASYCUDA World is to be granted through an application process. A user or director
of an entity applies to the Comptroller of Customs using a prescribed form called “ASYCUDA
WORLD USER AUTHORIZATION FORM”. The form makes provisions for a principal
user (The applicant) and persons who can act on behalf of the applicant. Each commercial type
applicant account will be linked to a national tax payer Identification Number (TIN). Thus, each
user included on an application will also be linked to the principal tax payer ID. Antigua and
Barbuda Comptroller of Customs will issue each applicant and its designated user(s), a login
name and initial password to enable access to ASYCUDA World. Once a user has logged in
successfully, the system will force a change of password based on a predetermined level of
complexity that enhances the strength of the password. Once the password is successfully
changed, the user may subsequently change the password at his or her discretion. However, the
change due to a forgotten password.
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Boarding Officer Requirements

Registration Verification

Ensure that manifest is registered before boarding vessel or giving clearance to Air Carrier.
The following steps should be followed to verify that the manifest is registered.

The Customs Officer will receive the manifest reference number from the Carrier agent.

The information provided must be used to locate the manifest on ASYCUDA. The Customs officer
does this by going to the ASYCUDA Document Library using the following path: ASYCUDA
Cargo Manifest —» Data Management —>Manual Capture —> General Segment —> Right click
at General Segment and select Find. As illustrated in figurel below.

Document library 2 H
Document View Help

? H ASYCUDA

jog \_ﬂ] Accounting & Payment

&= \_‘:ﬂ Asycuda World Reports

03 Lfﬂ Cargo Manifest

o3 \j] Data Management
@ d Manual Capture

< | Container
« General Segment
v | Request to amen =Zs Design

-
= | Waybill o
o| Waybills dischari 4 New
| VWaybills groupag )

< | Waybills location \__.-\ Find
o \3] XML Integration

@ L:!] Printouts | Reports Expand All
- \jj Queries of Containers .
o \_3] Eurotrace Extractions Z’s Collapse All
&= \_‘:ﬂ Fast Customs Processing 25
@ @ Goods Clearance ® Close
(T ] tntrnratad TarfF
Figure 1

The finder will open for input. The following information must be entered in the finder as
illustrated in Figure 2 below. Please ensure that information is entered in the same case
entered by the carrier (normally in capital letters).

Once all the information is entered, click on the search icon to find the manifest. The results will
show at the top of the finder results window. “No documents found” may indicate that the carrier
has not submitted a manifest or has not registered the stored manifest.
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FIGURE 2 BELOW SHOWS AN EXAMPLE OF HOW THE DATA MUST BE ENTERED

General Segment finder : Find
= ﬁ - Please enter data for selection criteria, and proceed to ﬁ'ﬁiﬂﬁ{
= document General Segment N

Mame criteria value #1 wvalue #2

Document Status equals Registered
Barcode all
Office code equals AGDW
Place of loading starts with 2]
Place of unloading all
Voyage number all
Crate of departure all
Date of arrival all
Carrier code all
Zarrier name equals
Registration Mumber all
Registration Year all
Registration Date all T .
Number of Bills of .. |all ulqtth/eSearch icon
Mumber of Contain... |all

Figure 2
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Once the finder has returned the requested manifest, the Customs officer will right click the record
and select “Set arrival and discharge”. The manifest will then open as illustrated in Figure 3

below.

§<\ General Segment finder : Find n”' #]
u 316 documents found! Please select a document and select an action from the local menu
Offi... ¥ Voya.. Date of depa... Date of arrival Place of .. Place of u... Reqi... Reg..|Reqg... Carrier code Carrier name Mum... Numb... Writl..._ L
AGBG 5456.. 04/08/2015  04/08/2015 DEWTN AGANU 010022 Carib Seas Ltd 2 1 No |~
AGBG HOT 06/08/2015  07/08/2015 USMIA  AGANU 0156879  Inter-Freight Ltd 1 0 No
AGBG  [111  [19M0/2015  [19/10/2015 [DEWTT [AGANU  [1 [ fdawards 1 J0 [No |
AGBG AIRB.. 0311/2015 12/11/2015 DEWAS AGANU 8/® ) View ‘dawards 1 0 No
AGBG WH1.. 17/01/2016  25/01/2016 USMIA  AGANU 2 cdwards 1 0 No
AGBG WH1.. 17/01/2016  25/01/2016 USMIA  AGANU 1 Modify Registered Manifest -dwards 1 0 No
AGBG BA27..01/03/2016  15/03/2016 USMIA  AGANU 4 dwards 1 0 Yes
AGBG COR.. 01/03/2016  15/03/2016 USMIA  AGANU 3 g - Ltd 1 0 No
AGBG 9999 20/03/2016  29/032016 USMIA  AGANU 5 - sl i dschtye _EDWA.. 1 0 Yes
AGCB  VOY0O 01/07/2015  22/07/2015 USMIA  AGANU il Nipping A 1 1 No
AGCB  VOYDZ 19/07/2015  22/07/2015 USMIA  AGANU 2 Delete Man and BLs Ltd 2 2 ‘No
AGCB  VOY01 19/07/2015  20/07/2015 USMIA  AGANU 1 ‘dawards 2 0 No
AGCB  TTP12 04/04/2016  11/04/2016 USMIA  AGANU Lock ENCIES ... 1 1 No
AGDW MPR.. 13/04/2014  23/04/2014 USPBI  AGANU 16 ‘dawards 10 1 Yes
AGDW 10  15/06/2015  24/06/2015 DEWAS AGANU ﬁ Details lipping A 2 2 No
AGDW VOY1 16/06/2015  17/06/2015 USMIA  AGANU 1 Ltd 1 1 Yes
AGDW TRO.. 01/07/2015  22/07/2015 USMIA  AGANU 12 2015 21/.. 015742 Antigua Maritime Se... 0 0 No
AGDW SML.. 0107/2015 21/07/2015 USMIA  AGANU 010022 Carib Seas Ltd 1 1 No
AGDW VOY.. 0107/2015 22/07/2015 DMPOR AGANU 0155465  Bryson's Shipping A.. 100 5 No |
»| I - @
PEe Figure 3 e
Complete the details as illustrated in figure 4 below.
»| General Segment - Modification [AGCB] |
File Edit View Help
[T ™ D I
Vi gudg 2 fhes

t ASYCUDA | ANTIGUA AND BARBU

IAGCB (CRABBS CUSTOMS OFFICE
rGeneral Information

Manifest - General Information

Office of departure / arrival

Voyage number Date of departure Date of arrival

Time of arrival

Registration number

VOY00
BPI VVoyage |dentification

0110712015 2210712015

Date of registration

| a

Last discharge

Place of departure

Place of destination

[USMIA  MIAMI IAGANU  |ANTIGUA

Figure 4
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| General Segment - Modification [AGCE]
File Edit View Help

v & 50 dQ N B
/w v = @ B

Office of departure [ arrival
laGCB [CRABBS CUSTOMS OFFICE

g,
/i ASYCUDA | ANTIGL

100 %

Manifest - General Information

rGeneral Information
Voyage number
VOYOO
BPI Voyage Identification

Date of departure
0110712015

Place of departure

Date of arrival

Time of arrival

Registration number

2210712015
Date of registration

[11:55

| 1|
Last discharge

Place of destination

jusmia  |miam

After the input of the data, click on the verify

111052018 @

N\

InGANU  |ANTIGUA

Figure 5

Set discharge date in this

icon as shown in figure 5 above, then on the

green tick Y asillustrated in figure 6 below, and the following pops up to say transaction

completed. Click the blue checked icon
figure 5 above.

to complete the Set arrival and discharge illustrated in

Vv

Set arrival and discharge is done.

Print Manifest, condensed

e-Mail to: ‘

Figure 6

Page | 7




Tranit Shed Officer Requirements

Amendments on a manifest

The Carrier agent will apply for any amendments to the manifest. The Customs Officer compares
the request with the tally report provided by the Cargo Custodian and review the justification and
documentation provided to that effect.

The Transit Shed Officer logs into ASYCUDA, then goes to the Document Library using the
following path: ASYCUDA = Cargo Manifest —> Data Management =—> Manual Capture
Request to amend manifest. Right click at Request to amend manifest and select Find
Submitted as illustrated in figure 7 below.

=
=
¢ =

>
> o
> o
oo
oo
> o
o o
oo
=
> o
> o
oo
>

=

. Document library
Document View Help

] H ASYCUDA

Accounting & Payment
Asycuda World Reports
Cargo Manifest

© @9 Data Management

% @] Manual Capture
| Container
| General Segment

++ Request to amend manifest

| \Waybill

| Waybills discharge

| Waybills groupage

| Wayhbills location
©- @9 XML Integration

© @ Printouts | Reports
o2 Lﬁ] Queries of Containers

Eurotrace Extractions
Fast Customs Processing
Goods Clearance
Integrated Tariff
References

Scanned documents
Selectivity

Statistics

System Configuration
System Supervision
Transit

Transit Shed
Valuation control
Web Services Logs

© @ International Norms

Figure 7

B
;ég; Design
New
™y =
\,.\ Find

\\_,\ Find Rejected

O

)

e A Find Approved

e
s A Find Closed

o

e - Find Cancelled

% Expand All

"
gs Collapse All

) Cclose

~\_Find S"""'med\(jlick find submitted

After clicking “find submitted” the system will provide a finder to key in the information for the
manifest to be amended, as illustrated in figure 8 below.
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Request to amend manifest finder

L 0 . Please enter data for selection criteria, and proceed to find a
i document Request to amend manifest

Mame criteria wvalue #1 wvalue #2
Document Status all
Office code contains substring AGDW
Registration Mumber equal 12
Registration Year equal 2016
Agent code all
Agent name all

B -
Figure 8
Once the information is entered, the officer then clicks on the search icon and the record will be

returned once present. The officer uses the “Retrieve” option to open the “request to amend
manifest finder” as illustrated in figure 9 below.

"ﬁ Request to amend manifest finder -

e 2 documents found! Please select a document and select an action from the local mem_

Office code{RegsMhm N..| Registration .. Agent code Agentname | Approved . Approved date Status |
AGDVY 14 2015 010022 Carib Seas Ltdjadmin Man Jul 20 2
AGDW ‘14 2015 010022  CaribSeasLtdTEST  MonJui202 W VIEW

[“T update

Figure 9

Click on the
Retrieve icon
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Once the request to amend manifest is completed, verify the document by clicking on the verify icon
as illustrated in figure 10 below.

If amendment is”|

approved click
green tick

 Request to amend manifest - Update [AGDW]

File Edit View Help

OV k2

Figure 10

 Requestto amend manifest - New [n/a]
File Edit View Help

o

Finder

Application to amend - Manifest

| informaiton

i &

[/
t ASYCUDA | ANTIGUA AND BARBUDA

Customs office Application date
| v [11/0512016
Registration number Type of amendment

\ 1] | \

Agent /Consolidator

Figure 11

If the application to amend is accepted, the Customs Officer approves the application by clicking the
green tick as illustrated in figure 11 above which in turn automatically updates the registered
manifest.
If the justification provided in the application is not satisfactory, the Customs Officer rejects the
applications.

On approval or rejection, the system notifies the carrier’s agent accordingly.

Validation is done as illustrated in figure 12 below.

-

Transaction completed

u Validate is done.

Print hardcopy

e-Mail to: |

2 =

Figure 12 Page | 10




Manual Discharge (Mark-off)

In order to manually discharge a manifest, the Customs Officer should follow the following path:

ASYCUDA — Cargo Manifest —>Data Management
illustrated in figure 13 below.

|, Documentlibrary
Document View Help
| IC‘\'\

e

o E Accounting & Payment
o E Asycuda World Reports
(o] E Cargo Manifest
(o] a Data Management
(o] E_Hanuai Capture
|| Container
|+ General Segment
|| Request to amend manifest

:

|| Waybil Design

| Waybil @_'

rz Waybil 4| New

</ Add BL to reg. manifest

</ AddBL to degrouped master

@~ @) Integrated Tariff

@ @ References h—

@ @ Scanned docum '( ! Find orphan Bils

(o3 g Selectivity

@~ @9 Statistics % et

& @ System Configus a4l
e

& @ System Supervig % Collapse All

=
q Find all B/Ls belonging to particular manifest

& @ Transit

oy Transit Shed

G*g ion contro ® e
Figure 13

0 Flease enter data for selection criteria, and proceed%eﬁndasp{
document Waybill '
Mame criteria value #1 value #2
Document Status all
Barcode all
Office code contains substring  AGDW < —
Yoyage number containg substring 123
Date of departure equal 11052016 <
BiL reference all
Parent BIL reference all
Place of loading all
Place of unloading |all
Reg. Number all
Reg. Date all
Reg. Year all
Transit Shed all
Conszignee Name  |all
Type all

D E <~

Figure 14

=—>Manual Capture and select Find as

Click the Find icon

Fill in the Manual

— Discharge

Information fields,
and click on the
tick

Search
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After clicking the find icon as illustrated in figure 13 above, a Waybill Finder with waybill finder
reference will appear as illustrated in figure 14 above and click search.

§\ Waybill finder & [E
There are more than 500 documents found! We recommend that you specify more criteria to limit your result! Please select a document and
v selectan action from the local menu.

Offi... ¥ Voya... Date of depa... BiL ref... Pare... Type Mat.| Pla.. Plac... Con... Consignee N... Tra.. Goods Description Qty.| Sts | S..
AGBG  5456.. 04/08/2015 740 710 23 DE.. AGA.. 17137 DANNY GOO... OVER 1 HSE -
AGBG  5456.. 04/08/2015 554 789 710 23 DE.. AGA.. 17137 DANNY GOO... SHOES 1 HSE
AGBG  5456.. 04/08/2015 159 789 710 23 DE.. AGA.. 17137 DANNY GOO... SHOES 1 HSE
AGBG  5456.. 04/08/2015 789 711 23 DE.. AGA.. 17137 DANNY GOO... SHOEA 1 MS...

AGBG [HOT 06/08i2015 56 | JAWB[23 [US.. [AGA..| SN iisuili T I 5
AGBG 111 19M0/2015 2 AWB 23 DE.. AGA.. 11576 DA (@@ View 3 0 HSE 1
AGBG  WH1.. 17/01/2016  WHO2 AWB 22 US.. AGA.. D& ~ 0 HSE 1
AGBG  WH1.. 17/01/2016 W01 710 22 US.. AGA.. Jol Modification 1] HSE 1
AGBG  COR.. 01/03/2016 123 AWB 23 US.. AGA.. 16551 D & ¥ 0 HSE
AGBG BAZ.. 01/03/2016 1234 AWB 23 US.. AGA.. 11576 DA 1] HSE
AGBG  9999..29/03/2016 1 CD523 US.. AGA.. MA Location 0 HSE
AGCB  VOY0O 01/07/2015 01 710 23 US.. AGA.. 15527 DA ROM MICROSOFT 1 HSE
AGCB  VOY0119/07/2015  WAYB.. WAY.. 710 23 US.. AGA.. 17150 D.( Excess and shortage 0 HSE
AGCB  VOYD119/07/2015  WAYB.. 711 23 US.. AGA.. 16446 D & 0 MST
AGCB  VOY02 19/07/2015 DEGO2 1002 710 23 US.. AGA.. 13259 D & E Lock 1 HSE
AGCB VOY02 19/07/2015 DEGO1 1002 710 23 US.. AGA..44300D.1 1 HSE
AGCB  VOY0DZ 19/07/2015 1002 711 23 US.. AGA.. 51119 D'( E Block LAPTOPS 1 MS...
AGCB  VOY02 18/07/2015 1001 710 23 US.. AGA. 51119 D'¢ 1 HSE
AGCB  VOY0119/07/2015 01 710 23  US.. AGA.. 36806 DA 0 HSE
AGCB  VOY0119/07/2015  WABI. WAY. 710 23 US. AGA. 17150 D.C SIS D 0 HSE
AGDW MPR.. 13/04/2014 HPS4.. 710 23 US.. AGA.. RA E NISSAMSERE... 0 HSE =
nnnnnn Ty PEY TP IR man  An RN A o m‘uudmﬂme \ COAR AR AR AR ~ LA

)| [ &/ \ -
% i &) fi Details AN ©

“Click on the manual

Figure 15 discharge icon

Right click and click on Manual Discharge as illustrated in figure 15 above, the following box will
appear as illustrated in figure 16 below.

o | Manual Discharge - Create [AGDWVIC4/15/5671] FE [E
File Edit View Help

v

Authority to deliver the goods,
E.g. Customs entry for goods
being released.

Manifest - Manual discharge

-Manual Discharge Information Payment receipt for payment of
LOCKRAEN i duties and Directive from
|AG DWIC4/15/5671 < .
Description Supervisor.
S PARTIALLY RELEASE]|

— | Free Text (details about delivery

of cargo) e.g. “partially written

off”’/ “totally written” or
“release without duties”.

Manual
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After the manual discharge, the system will send an email with the release order to be
issued to the importer as illustrated in figure 17.

o attachO16845706583 1205446, 08F - Adche Reader
[Fie Edt View Window Help

ABRBeESN| s e n| @@= HB| 2|
L]

Ministry of Fimance
Customs & Excise Department
Antigus and Barbuda

CUSTOMS RELEASE ORDER

Printed on zefesfzons a1 13140z
A - PART I: GENERAL INFORMATION

M - CUSTOMS OFFICE: ASDW  Desp Water Harbowr Destoms 02 - MAMIFEST REG. HUMBER 015 3%
03 - VIYAGE MUMBER: 25835 04 -DEPARTURE DATE 17/08/2015
05 - WIRYENLL NUMBIER SETLESATI 08 - ARRIVAL DATE B5/0E/p0s
DE - CONSIGNEE ADORESS Chvarch Strest

07 - COMSHGNEE HAME Cestomes & Excse Division imf;lﬂﬁ .
00 - CARFUER AGENT NAME:  Cioma Sl Antiges
10 - VESSEL Citaprh Stmnt 11 -DATE SSLED: I fed e

S loka"y
12 - TIME ISSUED Amigem E3 JS5LED BY, Comgrbrofler of Ceshoms

B - PART Iz INFORMATION ABOUT THE LOCATION

15- LOCATION COOE 16~ NAME OF THANSIT SHED

C . CARGD DESCRIPTHON

TE- PALRAGE CODE | 15- NUMEER OF FACRAGES | 0HeR0as WEIGHT INRILGS | 21- VOLUME
[ 000 0.00 (200
22- DESCRIFTION

LAMP

[ . CONTAINER INFORMATION
CONTAINER ID TYPE OF CONTAINER SEALS

Figure 17
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