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1. LoGIN CusTOMS OFFICE

After signing in, the User will enter into INF-SP application by selecting with which Customs Office they will
login in the following screen:

& Cusioms Office Login

Customs Office Code n
.

—
g Customs Office
—
"'\-\.,_\_1

Select Office

Select Office Button

n Customs Office Code

Type here the Customs Office. The Application provides an auto-complete functionality (a dropdown list
with possible values appears) while typing (after the 1st digit).

Select Office Button

Click on the select office button in order to proceed with login.
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2. NAVIGATION MENU

The following links menu is displayed in the left side of the Applications screen. The User may navigate to a
page by clicking on the relevant link.

Dashboard

T
I|
|
o
o
]
=
(=
=]
@
a
5
E

"My INFs" link

%,

My INFs

"Search For INF" link
Search for INF

"My INF Request” link

My INF Requests I

My Tasks
"My Tasks" link

My Notifications

/
I
°‘I

"My Notifications” link

OTHER ACTIVITIES

\
Y
\

“Insert INF Request (Section A}" link

Insert INF Request (Section A)

i . “Insert Request INF (Section B)" link
Insert Request INF (Section B)

Insert INF "Insert INF" link

© ©

"Dashboard" link
Please click on the link in order to navigate to Dashboard screen.

"My INFs" link
Please click on the link in order to navigate to "My INFs" screen

"Search For INF" link
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Please click on the link in order to navigate to "Search for INF" screen

"My INF Request" link
Please click on the link in order to navigate to "My INF Requests" screen

"My Tasks" link
Please click on the link in order to navigate to "My Tasks" screen

"My Notifications" link
Please click on the link in order to navigate to "My Notifications" screen

"Insert INF Request (Section A)" link
Please click on the link in order to navigate to Insert INF Request (Section A) screen

"Insert Request INF (Section B)" link
Please click on the link in order to navigate to Insert Request INF (Section B) screen

"Insert INF" link
Please click on the link in order to navigate to Insert INF screen
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3. INF MANAGEMENT

The User can utilize the Navigation Menu to either select the tab My INFs or Search for INF in order to
locate the INF that they are about to manage and/or modify.

The My INFs tab contains a results grid with all the INFs introduced by the Customs Office.

The Search for INF allows the Customs Officer to search for one or more INFs and view it a grid results
format.

From either navigation method the User is able to manage an INF which has acquired an INF Number by
the application.

Date: 23/01/2020
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3.1. ANNUL INF

The User can click on the Annul button from the View INF screen in order to proceed with the annulment of
the INF:

el INF Indcater

1] [ o
INF P IM/EX FRIPOVTF-FR12251-20170VZ042 n

16 et ticsion (@) P ———

o (@)

Annul INF Indicator
Set the Annul INF decision in the radio-button (Mandatory field). In case the decision is "NO" then, the
below section is hidden.

e

INF Annulment Justification
Type the justification information related to the INF annulment.

e

Language
Select a language from the drop-down menu which will reflect the language of the justification text field.

Cancel Button
Select cancel in order to cancel the annulment.

Proceed Button
Select proceed in order to complete the annulment process.
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3.2. AMEND INF

The User can click on the Amend action button from the View INF screen in order to proceed with the
amendment of the INF:

. European
Commissior

= European Commission > DG TAXUD » Dashboard

| TAXATION AND CUSTOMS UNION @

e

Y

o 5

Representatire Address

. N

L ]

0

Goods Covered by the INF

a.w Gaod
oot Comred by e F
[, e
Qo

Use Eqaaent Goods CommaityCode Gty of oo Vabe o Gonds AcTIONS

Processed Products Covered by the INF

Qseroun

Qesoam
[ .

L——T [+

Commedty Code Desciplin o o essnd s Curtty o rcessed Prfucs
bt 0 g onm 7 i x e
Consclidated Data for Placement Processing Operations

PR R——

onsolidated Data for Release Processing Operations
Consolated Datafor Reesse Processing Opetions ()

o

rfennce umber

Commodity Cose

Quanityof predcts

wsin 120820
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General Remarks
The general remarks area is editable and can be modified as part of the amendment process.

Add Good
During the amendment is possible to select the Add action button in order to declare additional Good(s).

e

Edit Button
Click the Edit button in order to modify the existing entry of Good.

Delete
Click the Delete button in order to remove the existing entry of Good from the INF.

Add Product
During the amendment is possible to select the Add action button in order to declare additional Product(s).

Edit Button
Click the Edit button in order to modify the existing entry of Processed Product.

e

Delete Button
Click the Delete button in order to remove the existing entry of Product from the INF.

H Cancel

Click on Cancel action button in order to terminate the amendment process.
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H Amend

Click on the amend to proceed with the amendment of the INF. After selection of Amend a pop-up window
will appear in order to type a justification of the amendment (Mandatory field).

Amend Justification X

Justification

test

BB English v
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4. INF PROCESSING

The Customs Officer manages and performs certain processing steps upon an INF. These actions can be
performed from within the INF which has acquired an INF Number.

Depending on the Authorisation Type of an INF e.g. IP IM/EX the Application enables the User to trigger the
appropriate Process.

In general, and based on the Authorization type, the application may render the following buttons for an INF
respectively:

IP IM/EX
Place Goods > Discharge Products > Exit

IP EX/IM
Export > Exit > Place Goods

OP IM/EX
Release > Place Goods > Exit

OP EX/IM
Place Goods > Exit > Release

Date: 23/01/2020
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4.1. PLACE GOODS

When the User clicks on the "Place Goods" button of the INF View - INF Info page, the Application renders
a window where the User is able to proceed with the Placement of Goods.

For instance, in case of INF of type: IP IM/EX the following page will be displayed:

Step 1:
Y o
e gy o [ e
F toms Office T
a
&
5|
&|
[ L ————
wr O Ex |
pimca e ()
Step 2:
Whereas, in case of IP EX/IM firstly, the following screen will be visible:
\NF:I:‘E; !.mewav '):‘ys::.qs = m
Process INF at the Customs Office of Placement
Eae=

Here, the User needs to select via the date picker as seen in the Ul screen above the last date of placement
and select either to "Proceed" or "Cancel" the process of placement.

Step 3:
The User may insert the date and select whether to proceed with INF processing:

Process INF at the Customs Office of Placement

Here, the User needs to select via the date picker the actual Date of Placement and then, select either
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"Yes" or "No" via the radio buttons which he/she will decide to proceed with the INF processing. Afterwards,
the User needs to select either to "Proceed" or "Cancel" the placement process.

If the User select to "Proceed" in Step 3 then, the Ul page in Step 1 appears to the User in order to fill it in
and proceed and complete the placement process.

n MRN - Customs Declaration Reference Number
Insert here the movement reference number for this specific procedure of placement.

2
Declaration Type
Select from the drop-down menu the corresponding declaration type.

Requested Procedure Code
Select from the drop-down menu a value.

lacing of goods undsr a warehousing procedure ofhr than a customs warehousing procedure

oo under inward processing procedure before entering import goods for the procedure

dure

n Previous Procedure Code
Select from the drop-down menu a value.

ocsedure other then a custams warehousing procedire.

nder inward processing procadure before entering import goods for the procedure.

Cancel
Select cancel to abort the placement process.

Select proceed to continue and complete the placement process.

Proceed

Add Non Union Item Goods Placed Under IP
Select the action button add in order to fill the Non Union ltem Goods Placed Under IP form.
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Customs Declaration of Placement IP Acceptance Date
Select via the date picker the date which corresponds to the acceptance date of the placement.

Last Date for Discharge
Select via the date picker which is the most accurate last date of discharge.

Date: 23/01/2020
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4.1.1. NON UNION ITEM GOODS PLACED UNDER IP

When user clicks on the Add Good button of the Place Good screen, the following Modal opens where
he/she can import a Non Union Good:

Non Union Item Goods Placed Under IP
oEuumﬂml Goads Indication

Equavalent Goods Cammodity Code o Equivalent Goods

Commercial Quality and Technical Characteristics of Equvalent Goods °

Language °~
identification of Goods ° B Engiish ~

- )
HNon-Union Goods are sublect to Antidumping. countervailing, safeguard duty or any additional duty resufting from a suspension of concessions.

Commadity Code ° Commoaty Cods™

Desenption of Gaods ° Description of Goods™ .
—
“Beng!

Quantity of Gaods Q Quantty of Goads
Value of Goods o Valle of Gooss Currency
) Euro

Cancel

-]

o Equivalent Goods Indication
Switch button for display/hide the "Equivalent Goods" section of the Modal.

2
Equivalent Goods Commodity Code
Insert the Equivalent Commodity Code. The field is displayed when the equivalent goods

indication is checked (Mandatory field).

e

Commercial Quality and Technical Characteristics of Equivalent Goods
Insert the description of "Commercial Quality and Technical Characteristics" of the Equivalent
Goods. The field is displayed when Equivalent Goods Indication is checked (Mandatory field).

Language
Select the Language of the Commercial Quality and Technical Characteristics description. The
drop-down is displayed when Equivalent Goods Indication is checked (Mandatory field).

Identification of Goods
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Select the Identification of Goods from the provided values of the drop-down menu. The
drop-down is displayed when Equivalent Goods Indication is checked (Mandatory field).

o Antidumping

Check or uncheck the field to mark whether the Equivalent Good is subject to Antidumping. The
checkbox is displayed when Equivalent Goods Indication is enabled.

Commodity Code
Insert the Good(s) Commaodity Code (Mandatory field).

Description of Goods
Insert the Description of Goods (Mandatory field).

Language
Select the Language of the Description of Goods from the drop-down menu (Mandatory field).

Quantity of Goods
Insert the Quantity of Goods (numerical value - Mandatory field).

Value of Goods
Insert the Value of Goods (Numerical value - Mandatory field).

Measurement Unit
Select from the drop-down menu the Measurement Unit of the provided Quantity of Goods
(Mandatory field).

Currency
Select from the drop-down menu the Currency for the provided Value of Goods.

Cancel
Click on the button to cancel the previously inserted Good.

a Save

Click on the button to save the inserted Good.
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UCC INF Special Procedures INF-SP Online Help 19

4.2. DISCHARGE PRODUCT(S)

When the User clicks on the "Discharge Product" button of the INF View - INF Info Ul page, the
following page opens where the Customs Officer may insert the Declaration of Discharge

Acceptance date:

Step 1:

Following, provide a decision about the Processing of the INF by selecting either "Yes" or "No" via
the radio button (see image below):

INF - 1P IM/EX FRIPOFR12251-2017-XYZWa2

Process INF at the Customs office of Discharge
ischarge Produt inder IP IM/EX: Deadline of di of pr

In case of positive decision (Yes), the User should select "Proceed" and fill in the form below and
define at least one Processed Products Expected To Be Obtained Under IP.

In case, the User needs to define "Goods in Unaltered Stage" or "Intermediate Products" he/she
should select the corresponding check box as seen in the form below.

Afterwards, the User should select to either "Proceed" or "Cancel" for the Discharge process.

Step 3:

Date: 23/01/2020
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IHF 1P W/EX BEROV2T-GE12001-2017-XYZW42. gy
Process INF at the Customs office of Discharge

Declaration Of Discharge Acosptance Date
0112020

Processed Products Expected To Be Obtained Under 1P (§)

Customs Declaration Reference Number Commodity Code Description of Products Quantity of Goods Value of Goods Actions

Proc NF at the Customs office of Discharge

o Declaration of Discharge Acceptance Date
Select via the date picker the actual date of discharge.

Cancel

Select "Cancel" in order to abort the Discharge process.

Proceed

Select the "Proceed" action button in order to proceed and complete the Discharge process.
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4.2.1. PROCESSED PRODUCTS EXPECTED TO BE OBTAINED UNDER IP

When the User clicks on the Add action button on the grid of Processed Products Expected to Be
Obtained under IP the following window opens up where he/she can import a Product:

Processed Products Placed Under Subsequent Customs Procedure Or Expected To Be Obtained Under IP X

Commadity Code o
Descrpton o Procucts (EJ)
Descs
tanguacs ()
E——
Quaniity of Products o vty of Froducts® Measurement Unt® °M eeeeeeeee A Unit
Value of Products ° .
Valve of Procucs” S .'t.um:y

Commodity Code
Insert the Product(s) Commodity Code (Mandatory field).

Description of Products
Type here a description for the specific product (Mandatory field).

e

Language
Select from a drop-down list a language for the description text (Optional).

Quantity of Products
Insert the Quantity of the Product (numerical value - Mandatory field).

Value of Products
Insert the Value of the Product (Numerical value - Mandatory field).

Measurement Unit
Select from the drop-down menu the Measurement Unit of the provided Quantity of Product(s)
(Mandatory field).

Currency

Select from the drop-down menu the currency for the provided Value of Product(s). Euro is the
default value as provided by the application.

Date: 23/01/2020



UCC INF Special Procedures INF-SP Online Help 22

4.2.2. GOODS IN UNALTERED STAGE

In the case where the User is at the Discharge process of an INF and select as seen in the image
below the check box "Goods in Unaltered Stage Indication" then, an additional grid becomes
visible to the User.

As seen in the image below:

s v s i

‘‘‘‘‘‘‘‘‘

o Goods in Unaltered Stage Indication

During the Discharge process select the check box in case you wish to declare that there are
Goods in Unaltered Stage. Upon selection, a new grid named "Goods in Unaltered Stage"
becomes visible.

e

Edit Goods in Unaltered Stage
Select "Edit" in order to edit the existing entry of Goods.

e

Delete Goods in Unaltered Stage
Select "Delete" in order to remove the existing entry of Goods.

Add Goods in Unaltered Stage
Select "Add" in order to add a new entry of Goods.

E Cancel

Select "Cancel" to abort the process of Discharge.
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B Proceed

Select "Proceed' to complete the Discharge process.

Date: 23/01/2020
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4.2.3. INTERMEDIATE PRODUCTS

In the case where the User is at the Discharge process of an INF and select as seen in the image
below the check box "Intermediate Products Indication” then, an additional grid becomes visible
to the User.

As seen in the image below:

et o =

SS—

[ - TR

P— 0 o

o Intermediate Products Indication

During the Discharge process select the check box in case you wish to declare that there are
Intermediate Products. Upon selection, a new grid named "Intermediate Products” becomes
visible.

o Add Intermediate Products
Select the "Add" button in order to add a new entry of Intermediate Products.

Process can continue

Select "Yes" if you wish to continue the process of Discharge. Select "No" to halt the Discharge
process. In case of "No" the "Proceed" action button becomes greyed out and the only option is to
select to cancel the Discharge procedure.

H Cancel

Select "Cancel" in order to abort the Discharge procedure.
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a Proceed

Select "Proceed" in order to complete the Discharge procedure.

Date: 23/01/2020
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4.3, EXPORT

When the User clicks on the "Export" button of the INF View - INF Info Ul page, the following
window opens where he/she can proceed with the Export process:

MRN (Customs Declaration Reference Number)
Insert here the movement number for the specific Export process (Mandatory field).

Add Processed Products Subject to Prior Exportation
Select to insert a processed product which is subject to prior exportation.

Export Declaration Under IP EX/IM was accepted
Select via the date picker the export declaration date (Mandatory field).

Add Item Goods Which Can Be Placed Under IP
Select to insert goods to be placed under inward processing.

Last Date of Placement for Non-Union Goods which are replaced by equivalent
goods under inward processing
Select via the date picker the last date of placement (Mandatory field).

Cancel
Click to cancel the entire export process.

ﬂ Process

Click to proceed with the export process.
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4.3.1. PROCESSED PRODUCTS SUBJECT TO PRIOR EXPORTATION

When the User clicks on the Add button on the grid of Processed Products Subject To Prior
Exportation the following window opens up where he/she can import a Product:

Processed Products Subject To Prior Exportation X
Product Commodity Code o
Description of Products o
e
Quality of Products o . o Measurement Unit
. antt
[
Valus of Products o
-

Product Commodity Code
Insert the Product(s) Commaodity Code (Mandatory field).

e

Description of Products
Type here a description for the specific product (Mandatory field).

e

Language
Select from a drop-down list a language for the description text (Optional).

Quality of Products
Insert the Quantity of the Product (numerical value - Mandatory field).

Value of Products
Insert the Value of the Product (Numerical value - Mandatory field).

Measurement Unit
Select from the drop-down menu the Measurement Unit of the provided Quantity of Product(s)
(Mandatory field).

Currency

Select from the drop-down menu the currency for the provided Value of Product(s). Euro is the
default value as provided by the application.
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a Save

Click on the button to save the inserted Product.

E Cancel

Click on the button to cancel the inserted Product.

Date: 23/01/2020
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4.3.2. ITEM Goobs WHICH CAN BE PLACED UNDER IP

When the User clicks on the Add button on the grid of Item Goods Which Can Be Placed Under IP
the following window opens up where he/she can import a Good.

ftem Goods Which Can Be Placed Under IP °
Eqursient Goods Indcston
€= -
nd Tac
ey - |
oot ()
—
Goads G o 7
bercson s0ts Q)
nnnn Y Noww- —
S— .
vatae ot Gooas () . : @ oo
cance (@) [
S

o Equivalent Goods Indication
Switch button for display/hide the "Equivalent Goods" section of the Modal.

Equivalent Goods Commodity Code
Insert the Equivalent Commodity Code. The field is displayed when the equivalent goods
indication is checked (Mandatory field).

Commercial Quality and Technical Characteristics of Equivalent Goods
Insert the description of "Commercial Quality and Technical Characteristics" of the Equivalent
Goods. The field is displayed when Equivalent Goods Indication is checked (Mandatory field).

o Language

Select the Language of the Commercial Quality and Technical Characteristics description. The
drop-down is displayed when Equivalent Goods Indication is checked (Mandatory field).

o Identification of Goods
Select the Identification of Goods from the provided values of the drop-down menu. The
drop-down is displayed when Equivalent Goods Indication is checked (Mandatory field).
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Antidumping
Check or uncheck the field to mark whether the Equivalent Good is subject to Antidumping. The
checkbox is displayed when Equivalent Goods Indication is enabled.

e

Goods Commodity Code
Insert the Good(s) Commodity Code (Mandatory field).

Description of Goods
Insert the Good(s) Commodity Code (Mandatory field).

Quantity of Goods
Insert the Quantity of Goods (numerical value - Mandatory field).

Value of Goods
Insert the Value of Goods (Numerical value - Mandatory field).

Measurement Unit
Select from the drop-down menu the Measurement Unit of the provided Quantity of Goods
(Mandatory field).

1

e

Currency
Select from the drop-down menu the Currency for the provided Value of Goods.

1

o

Cancel
Select cancel to cancel the process.

a Save

Select save to complete and store the entry.

Date: 23/01/2020



UCC INF Special Procedures INF-SP Online Help 31

4.4, REGISTER EXIT RESULT

When the User clicks on the "Exit" button of the INF View - INF Info Ul page, the following window
opens up where the Customs Officer can proceed with the Exit process:

ComcelBun  Proceed Sution

n Declaration Reference Number (MRN)
The Movement Reference Number is a drop-down field where the user selects from all the
available MRN numbers which are to be exited. One value can be selected per exit result.

e

Control Result Code
Select the Control Result Code from the dropdown menu.

e

Exit Date
Using the date picker select the actual exit date for the specific MRN number.

Exit Stopped Date
Using the date picker select the date of exit stopped. The date is optional.

State Of Seals
Select the State of Seals from the dropdown menu.

Cancel Button
By selecting the cancel function button the entire process is cancelled.

Proceed Button

By selecting the proceed function button the registration of the exit result will complete and be
recorded within the INF.
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4.5. RELEASE

When the User clicks on the Release action button of the INF View - INF Info Ul page, the
application renders a page where the User will be able to initiate the Release process.

In the case of an INF with Authorisation Type OP EX/IM the first step is for the User to select the
actual date of Re-Importation for the Products as seen in the image below.

Step One:
woromseonee ey coee [ ]

Please R

Upon selection of the "Proceed" action button the application proceeds to the next Ul page where
the User imports some necessary information for the Release process as seen in the image
below.

Step Two:
INF - OP EX/IM BECPOV1Fyyysqdqs m W

Tise Jan 14 2020 00:00:00 GMT+3200

Particulars of the Customs Declaration

H
E
H
5 Which can be Re-Imported under 0P (@) m
Here, the User should import the following mandatory fields (with red asterisk):
* MRN: The Customs Declaration Reference Number of the Release procedure
*Declaration Type: Here the User is able to select from a drop-down menu a value
*Requested Procedure Code: Here the User is able to select from a drop-down menu a value as
seen in the image below:
i g
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*Previous Procedure Code: Here the User is able to select from a drop-down menu a value as
seen in the image below:

Afterwards, the User should select the action button "Add" on the right side of the Ul page which
belongs to the grid "Processed Products Which Can be Re-Imported Under OP" in order to add
Product(s). Following the addition of Products the User should select to either "Cancel" or
"Proceed" with the Release process.
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4.5.1. PROCESSED PRODUCTS WHICH CAN BE RE-IMPORTED UNDER OP

34

Processed Products Which can be Re-Imported under OP

Commodity Code
Commodity Code™

Description of Products
Description of Products™

- Measurement Unit
R English ~
Quantity of Products
Measurement Unit”

Quantity of Products™

. B ,° Currency
Value of Products o —

Value of Products™ Currency —

Euro

s12

. .

Commodity Code
Insert here the CN Code for the product.

Description of Products
Type here any description of the specific product.

Quantity of Products
Insert here the quantity for the specific product.

Value of Products
Insert here the value of the quantity of products.

Measurement Unit
Select from a list of available values the proper unit.

Currency

e

Save

Select from a list of available values the proper currency. The default value is Euro.

Cancel
Select cancel to abort the procedure.

Save
Select save in order to save the entry of product.
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5. DASHBOARD

After successful login or click on the relevant link of Menu, the User is landed to the Dashboard
screen:

Dashboard
Lt Tk v () Latest Tasis () Lotest Natitcation (EE)
Croaton Dme INE Number o SEN Autrtoaton Number T Type oot
120670 10ATOOD002001066 BEPom P ENM ManuslINF Valigstion 126010 18ATO00000001050
— - . BEPOBE121282017 - Wallg Fer M Ptiulies .
2062 CATOOD00200106 e P UM i LR 12062018 BATO00000001059
/087201 EATODOM0ODN 1054 ez v B s BATOOD000001059
ez
Tmisrama 18ATOmAmOM 051 FRPOFRIZES ® IEX Manust INF Valdation o D)
10628 TBATOO0030T 049 FRPOFRIZISIZOTNE. B IMEX Manual INF Vaidation
126010 18AT000000001050
Fcarty Bacessmt 4 bt () Recently procassed INF o
s ™ Creation D Hok ORI ok Name N Beember Pracessing Date
nnnnnn rr L Creaticn. Roqa
FRIFOF1Z251-2017-02Wi2 e FROS142012251 Habtisme ovs2018

s

FROSE2012251

1260120170242

nnnnnn

2182018

0P X 2082018

Latest Tasks list
List of the Tasks generated for the logged in Customs Office. The User should click on any "Task"

of the Table in order to navigate to the specific Task's View screen.

Recently Processed INF list

List of the INFs processed by logged in Customs Office. The User should click on any INF of the
Table in order to navigate to the specific INF's View screen

Latest Notification List

List of the Notifications generated for the logged in Office. The user should click on any
"Notification" in the Table in order to navigate to the specific Notification's View screen
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5.1. MY INFs

The User clicks on the My INFs link from the Menu, the Application displays an overview of the
INFs inserted by the logged in Customs Office (in tabular format with paging/sorting capabilities
as presented below).

For each INF the screen provides the following properties:
1. Authorization Number

2. Authorization Type

3. Creation Date

4. HoA EORI

5. HoA Name

6. INF Number

7. Status

8. Processing Date

The User may click on an INF (table row) in order to navigate to the specific INF View page.

Sorting
Click on the button for each row to sort the search results.

Reload
Click on reload button in order to refresh the search results.

Export Data Button
Click on the export data button in order to export in a CSV file the search results which will
automatically save into your workstation. The exported file will include the first 100 results.

HoA EORI
The Holder of Authorisation EORI Number is visible in this column.

HoA Name
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The Holder of Authorisation Name is visible in this column.

o INF Number

The acquired INF Number for an INF is visible in this column. Each row corresponds to an INF.

o Status

The INF Status is visible in this column.

o Processing Date

If there has been a processing upon the INF in this column the processing date will be visible.
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5.2. SEARCH FOR INF

The User clicks on the Search For INF link from the Menu, the Application renders an overview of
all INFs (in tabular format with paging/sorting capabilities as presented below).

The User may click on an INF (table row) in order to navigate to the specific INF View page.

The User can perform a Search based on specific filter criteria by inserting the relevant value in
the text field under the specific INF property (column).

As shown in the screenshot, the possible search filter criteria are:
1. Authorization/Declaration Number

2. Authorization Type

3. Creation Date

4. HoA EORI

5. HoA Name

6. INF Number

7. Status

8. Processing Date

For instance the User may insert "IP IM/EX041FRIPOFR12251-2017-XYZW42" in "INF Number"

column and the Application should return the INF that matches the past criterion (please see
screen below)

Aushovisation Mmeer Autherisation Type & Crostion Date. & HeA ORI &
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Authorisation/Declaration Number
A text field is available to type in the Authorisation or declaration number which you are searching

—
o
-

2
Authorisation Type
The drop-down menu provides the Authorisation types which are available in the INF-SP system
in order to filter by a selection the results.

e

Creation Date
The date picker allows to select a specific date and filter the search results by this date.

Sorting
The "up" and "down" arrows allow to sort the search results by ascending or descending order.

Paging
Select from a number of results in order to bring less or more search results to the screen.

Reset Filters Button
Allows to reset any search criteria already selected within the Ul page.

e

HoA Name
Here the User can view and search by the Holder of Authorisation Name.

INF Number
Here the User can view and search by the INF Number.

Status
Here the User can view and filter by the INF Status.

Reload
Select the reload button in order to reload the search results.

o Export Data

Select the export data button in order to export the search results in a CSV file.
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5.3. MY INF REQUESTS

The User clicks on the My INF Request link from the Menu, the Application renders an overview of
the INF Requests created by the logged in Customs Office (in tabular format with paging/sorting
capabilities as presented below).

The User may click on an INF Request (table row) in order to navigate to the specific INF Request
page.

Expint Dt

European Commission > DG TAXUD > Dashboard > MyINF Requests

- 167 of Rcepion Request ype

= M o O o

For instance the User may insert "19AT000000000001" in the column "Submission Reference
Number" and the Application should return the INF Request that matches this criterion (please
see screen below):

Authorisalion / Declaration Numbes 3 Auhorzabion Typs HoA EORI Hoa Name INF Roguest Status 3

SATDIODOG00000 [ — FIWE L Nk Pending SC0 Decisor

As shown in the screenshot above, the columns/search criteria are the following:

1. Date/Time of Reception
2.Request Type

3. Submission Reference Number
4. Authorization/Declaration Number
5. Authorization Type

6. HoA EORI

7.HoA Name

8. INF Request Status

The columns are elaborated in the numbering/annotation in the first Ul page and their description
can be found below as well.

o Date/Time of Reception
Here shows the date and time that the INF Request has been received by the INF-SP application.

Date: 23/01/2020



UCC INF Special Procedures INF-SP Online Help 41

Request Type
The type of the request (Section A or Section B INF Request).

e

Submission Reference Number
The column indicates the submission reference number of this INF Request.

Authorisation/Declaration Number
The column indicates the Authorisation or Declaration Number acquired by the INF from this INF
Request.

Authorisation Type
The column allows the user to select from the drop-down menu an Authorisation Type in order to
filter out results.

HoA EORI
The column indicates the Holder of Authorisation EORI number and allows the user to search by
a specific EORI number.

e

HoA Name
The column indicates the Holder of Authorisation Name and allows the user to search by a
specific name.

INF Request Status
The column indicates the status of the specific INF Request which exists currently at. The user is
able to select from a drop-down menu a status value to search by.

Reload
Select the button to reload the search results.

Export Data
Select the button to export the search results in a CSV file in your local workstation.

o Reset Filters

Select the button in order to reset the current search criteria.
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5.4. My TAsks

The User clicks on the My Tasks link from the Menu, the application renders an overview of the
Tasks for the logged in Customs Office (in tabular format with paging/sorting capabilities as
presented below).

The User may click on a Task (table row) in order to navigate to the specific View Task page.

N N or SR Autharsation Humoer uthorsation Typo Task Typs
o @ @ o ° P i
i | mann - — — e — [ T
02052018 18ATO00000000001 P IM/EX Manusl INF valdation Nat Done

For instance, the User may insert "18AT000000000031" in "INF Number or SRN" column and the
Application should return the Task that refer to the inserted SRN (please see screen below):

-’
Creation Date & INF Number of SRN * Authorisation Number 3 Authorisation Type 3 Task Type & Task Done 3
18AT000000000031

As shown in the screenshot above, the columns/search criteria are the following:

1. Creation Date

2.INF Number or SRN
3. Authorization Number
4. Authorization Type
5.Task Type

6. Task Done

The columns are elaborated in the numbering/annotation in the first Ul page and their description
can be found below as well.

n Creation Date

The date that the Task was created.

INF Number or SRN
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The column indicates the INF Number if acquired or the Submission Reference Number (SRN).

o Authorisation Number
The column indicates the Authorisation Number of each Task. The user can search by a specific
Authorisation Number.

Authorisation Type
The user can select from a drop-down menu a specific Authorisation Type to search from.

Task Type
The user can select from a drop down menu a specific Task Type to search from.

Task Done
The user can select from a task that is completed or not.

Reload
Select the button in case you need to reload the search results.

Export Data
Select the button in case you need to export the search results in a CSV file in your local
workstation.

o Reset Filters

Select the button to reset the current search criteria.
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5.5. MY NOTIFICATIONS

The User clicks on the My Notifications link from the Menu, the Application renders an overview of
the Notifications for the logged in Customs Office (in tabular format with paging/sorting
capabilities as presented below).

The User may click on a Notification (table row) in order to navigate to the specific View
Notification page.

Reload Export Data Reset Fiters
WF Number or SRN Authorisation Number Atboraie e Notcation Type
s @ 8 o o [
Creation Date * o Creation Date INF Mumber o SRN & Autharisation Number & Notification Type &

Authorisation Type

Request Type
FRIPOFR12251-2017-XYZW42 1P IM/EX
02/05/2018 2017XV2%42 1P I/EX
08/2018 1P IM/EX
02/05/2018 RIPOFR12251-2017XY2W M
02/08/2018 1P IM/EX umber

For instance, the User may insert "18AT000000000031" in "INF Number or SRN" column and the
Application should return the list of Notifications that refer to the inserted SRN (please see screen
below):

"
Creation Date * INF Number or SRN % Authorisation Number & Motification Type &
Request Type 18ATO00000000031 Authorisation Type
02/05/2018 Request (section A) 18AT000000000031 BEIPOBE 2125-2017-XYZW42 1P EX/M Submission Reference Number
02/05/2018 Request (section A) 18AT000000000031 BEIPOBE12125-2017-XYZW42 P EX/M Complete INF Creation Request

As shown in the screenshot, the possible search filter criteria are:

1. Creation Date

2.INF Number or SRN
3. Authorization Number
4. Notification Type

The columns are elaborated in the numbering/annotation in the first Ul page and their description
can be found below as well.
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Creation Date
The date that the Notification was created.

e

Request Type
The type of the request for this INF Request.

e

INF Number or SRN
The column indicates the INF Number if acquired or the Submission Reference Number (SRN).

Authorisation Number
The column indicates the Authorisation Number of each Task. The user can search by a specific
Authorisation Number.

Authorisation Type
The user can select from a drop-down menu a specific Authorisation Type to search from.

Notification Type
The column indicates the type of the Notification. The user can select from a drop-down menu a
value to filter by the search results.

e

Reload
Select the button in case you need to reload the search results.

Export Data
Select the button in case you need to export the search results in a CSV file in your local
workstation.

Reset Filters
Select the button to reset the current search criteria.

Date: 23/01/2020



UCC INF Special Procedures INF-SP Online Help 46

6. INSERT INF REQUEST (SECTION A)

The user should click on the Insert INF Request (Section A) link from the Menu in order to insert
an "INF Request (Section A)" by filling in the form below:

[
i
[, - [ seme ] cve
FR——.
At 8 o s () — [, T
[PR— |
[
P - |
1 pr—
[
s s 30 P ——
st ()
s
Upoad CSV ik Bton Dowslad Temgkta Beton
-
(@ e
=TT CEm
s P—— s - crons
by the INF
[— ‘et e T ot e st st cros
==
0 0-
s

o Form Language

Select from the drop-down menu a language which will apply as the language of the INF Request
form.

Supervising Customs Office
The current Customs Office that initiates the INF Creation Request. (Read-only field).

Authorisation Number OR Declaration Number
Select via the radio button if the number to be imported underneath will be an Authorisation
Number or a Declaration Number.
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o Authorisation/Declaration Number
Type the number as selected in the radio button field above.

o Holder Identification (EORI)

Upon insertion of the Authorisation Number the system based on this number will pre-fill the
Holder information. In the case where the Authorisation Number is not found in the external
system of CDMS you should fill in the EORI information manually.

o Holder Address (EORI) Data Group

Upon insertion of the Authorisation Number the system based on this number will pre-fill the
Holder information. In the case where the Authorisation Number is not found in the external
system of CDMS you should fill in the information manually.

ﬂ Submission Date

Select from the date picker the actual submission date of the INF Request.

W
Submission Date

| h1/06/2018

{ June ﬂ 2018 ﬂ »

Su Mo Tu We Th F En

i7 1B 19 20 Fal 1z 3

2 25 26 7 28 29 a0

o Authorisation Type

Upon insertion of the Authorisation Number the system will either pre-fill the value or provide the
respective values to be selected from the user. In the latter case, select a value from the
drop-down menu.

o Representative Identification (EORI)

Upon insertion of the Authorisation Number the system based on this number will pre-fill the
Representative information. In the case where the Authorisation Number is not found in the
external system of CDMS you should fill in the EORI information manually.
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o Representative Address

Upon insertion of the Authorisation Number the system based on this number will pre-fill the
Representative information. In the case where the Authorisation Number is not found in the
external system of CDMS you should fill in the EORI information manually.

m General Remarks

A free text field. (Optional).

@ Goods Covered by the INF

Table that displays the list of the created INF Goods. After the creation of an INF Good (by clicking
on "Add" button and fill in the Add Good Item Covered By INF modal), the newly created good will
be displayed in this section:

Goods Co

Use Equivalent Goods Commodity Code ity of Goods Value of Goods

The user will be able to "Edit" or "Delete" the declared INF Good.

o Goods Quantities Button
Select the button to view a report with all the available Commodity Codes and their respective
remainder quantities for the Authorisation Number imported in the form.

m Upload CSV File Button
Select the action button in order to upload a csv file which is stored in your local workstation. The
csv file should be the template of goods in order to be accepted by the system.

o Download Template Button
Select the action button in order to download the template of multiple upload of goods. The excel
file will be saved in your local workstation.

o Add Goods Button

Select the action button for adding a single Good. Upon selection a pop-up window of "Add Goods
Covered by the INF" is presented.

o Processed Products Covered by the INF

Table that displays the list of the created INF Products. After the creation of an INF Product (by
clicking on "Add" button and fill in the Add Processed Product Covered by INF modal), the newly
created product will be displayed in this section:
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Processed Products Covered by the INF

ovared by the InF () m

Commedity Code Deseription o Frocessed pracucts Quantity of Processed Procucts Value of Processed Products AGTIONS

J— [ N e [ e[ e
The user will be able to "Edit" or "Delete" the declared INF Product.

o Submit Button

Select submit in order to proceed with the INF Request.

a Cancel

Select cancel in order to cancel the entire form entries.
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6.1. ADD GoobDs CoVERED By INF

When the user clicks on the Add button within the Insert INF Request (Section A) screen, the
following pop-up window opens up where they can specify and declare Goods:

Equnalent Goods Indicator

Add Goods Covered by the INF

Equivalent Commodit, Cod!o o
4 v Equivalent Goods @ renoonds

commodity Cooe”
Commercial Quality and Technical Characteristics °
COmMARCIal QUHTY 31 Taehnical Carscksnstis of EqUIVakT Goods™

s

lease provide a description

Identification of Goads o

Gantincation of Goods™

Antidumping °
. sension of cancessions

~ Mon-Union Boods are subject to Antidumping, countervailing, safeguard duty or any additional duty resulting from 2 susp

Commadity Cods °
Commodty Code™
Description of Goods o .
- Descripts f Good
5
Quantty of Gocss ([} ) vessursmens unit
4 quantity o Goods” Measurement Unit™ =
salectuntc :
Value of Goods 0 o Currency
Valueof Goods® Currency” —
: .

Particulars for Application of Commercial Policy Measures e
Partculara for ADPIation of Commersal Policy Measures

plasa provids a particular

Cancel button Save button

o Equivalent Goods Indicator
Switch button for display/hide the "Equivalent Goods" section within the pop-up window.

Equivalent Commodity Code
Insert the Equivalent Commaodity Code. The field is displayed when Equivalent Goods Indication

is enabled (Mandatory field).

Commercial Quality and Technical Characteristics
Insert the description of "Commercial Quality and Technical Characteristics" of the Equivalent
Goods. The field is displayed when Equivalent Goods Indication is enabled (Mandatory field).

o Identification of Goods
Select the Identification of Goods from the provided values of the Drop-down menu. The
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Drop-down is displayed when Equivalent Goods Indication is enabled (Mandatory field).

o Antidumping

Check/uncheck the field to mark whether the Equivalent Good is subject to Antidumping. The
checkbox is displayed when Equivalent Goods Indication is enabled.

o Commodity Code

Insert the Good Commaodity Code (Mandatory field). The Application provides an auto-complete
functionality (i.e. a dropdown list with possible values is appeared) while the user is typing (after
the 1st digit).

o Description of Goods

Insert the Description of Goods (Mandatory field). The Application provides an auto-complete
functionality (i.e. a dropdown list with possible values is appeared) while the user is typing (after
the 3rd character).

o Quantity of Goods

Insert the Quantity of Goods (numerical value - Mandatory field).

o Measurement Unit

Select from the drop-down menu the Measurement Unit of the provided Quantity of Goods
(Mandatory field).

o Value of Goods

Insert the Value of Goods (Numerical value - Mandatory field).

m Currency

Select from the drop-down menu a currency. Euro is the default value as provided by the system.
Value of Goods.

a Particulars for Application of Commercial Policy Measures
Provide the Particulars for Application of Commercial Policy Measures in the multiple lines of text
field.

a Cancel button

Click on the button to cancel the entire entry.
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m Save button

Click on the button to save the inserted INF Good. The declared INF Good will be displayed in
Insert INF Request (Section A) screen under section INF Goods.
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6.2. ADD PROCESSED PRODUCT COVERED BY INF

53

When user clicks on the Add INF Product button of the Insert INF Request (Section A) screen, the

following Modal opens where he can create an INF Product:

Add Processed Product Covered by the INF
Commadity Code °~
\\\\ Commadity Gode"

Description of Goods °\

| peseription ot Goods”

Quantity of Goods
Quartity of Gonds™ Wessurement Unit*

Selectunit
Value of Goods n

Value of Goods™ currency

Particulars for Application of Commercial Policy Measures o
~ Particulars for Applicatian of Commercial Palicy Measures

"~ please provide a particular

Commodity Code

Cancel button

Save button

Insert here the Commodity Code (Mandatory field). The Application provides an auto-complete
functionality (i.e. a dropdown list with possible values is appeared) while the user is typing (after

the 1st digit).

Description of Goods

Insert here the description of Goods (Mandatory field).

Quantity of Goods

Insert here the Quantity of Goods (numerical value - Mandatory field).

o Value of Goods

Insert here the Value of Goods (Numerical value - Mandatory field).

Measurement Unit

Select from the dropdown menu the Measurement Unit of the provided Quantity of Goods

(Mandatory field).

Currency

Select from the dropdown menu the Currency for the provided Value of Goods (other Currency).

Euro is the default value as provided by the system.
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Particulars for Application of Commercial Policy Measures
Add here the Particulars for Application of Commercial Policy Measures in the multiple lines of
text field.

E Cancel button

Click on the button to cancel the entry.

E Save button

Click on the button to save the inserted INF Product. The created INF Product will be displayed
within the Insert INF Request (Section A) screen under section INF Products.
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6.3. REMAINING GOODS QUANTITIES AS PER THE AUTHORISATION

When the User is about to define Goods for the INF Request they are able to select the action
button "Goods Quantities" which is seen in the Insert INF Request (Section A).

After clicking on the button the application renders a pop-up window which illustrates in a report
format all the remaining quantities per each Commodity Code for this Authorisation.

The pop-up window can be seen below:

Remaining Goods quantities as per the authorisation X

Commodity Code °\ Remaining Quantity

[~ Commodity Code Remaining Quantity -
400280 123 Number of items
4002 123 Percent
400270 123 Number of items
400291 110 Kilogram
85423190 123 Kilogram
85423211 123 Kilogram
8542 123 Number
85423111 123 Kilogram
85423219 123 Kilogram

85423231 123 Kilogram

° Close

o Commodity Code

The CN Code as retrieved by the external system CDMS for this Authorisation Number.

o Remaining Quantity
For each specific Commodity Code the remaining quantity which is left and can be declared within
the INF Request is visible here along with its measurement unit.

B Close

Select the action button to close down the pop-up window.
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6.4. MuLTIPLE UPLOAD OF GOODS

When at the Insert INF Request (Section A) page, the User is able to select the action button
"Download Template" from the Goods Covered by the INF grid.

Upon selection, an excel file template is downloaded to the User's workstation. The template
contains certain static columns and sheets which assist the User to perform a multiple upload of
Goods into the INF Request.

The excel file template can be seen below:

Important Note: The excel file template contains four different sheets. The first sheet contains
important information on how to properly fill it in. The second sheet contains the actual template
as seen above, the third sheet contains the function button which will allow to convert the excel
template to a CSV file which is the acceptable format by the application to upload into INF-SP
application. Last, the fourth sheet contains all the reference data which are utilized by the
template and it can be ignored by the User.

o Commodity Code

Type here the commodity code for each good to be imported in the request form. Note: columns
which are accompanied by the letter < M> indicate that they are mandatory to fill in.

o Description of Goods
Type here the description for each Good per row.

o Quantity of Goods

Type the quantity at the column "Goods Quantity" and select from the column "Measure Unit" from
a list of available values.

o Value of Goods

Type here the value for each Good declared.
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o Particulars for Application of Commercial Policy Measures
Type here any particulars per each Good. Note: columns which are accompanied by the letter <
O > indicate that they are optional to fill in.

o Equivalent Goods

In case of Equivalent Goods per each Good declared fill in the three columns. The Equivalent
Goods are optional to fill in.
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6.5. MuLTIPLE UPLOAD OF PRODUCTS

When at the Insert INF Request (Section A) page, the User is able to select the action button
"Download Template" from the Processed Products Covered by the INF grid.

Upon selection, an excel file template is downloaded to the User's workstation. The template
contains certain static columns and sheets which assist the User to perform a multiple upload of
Products into the INF Request.

The excel file template can be seen below:

Commodity Code Description of Processed Products Quantity of Processed Products Value of Processed Products Particulars for Application of Commercial Policy Measures

0 @ 3 @

\ \ \
Commodity Code Description of Processed Products Quantity of Processed Products Value of Processed Products
<M> <m>

<M> <M> Measures

Order Combined Text Goods Quantity Measure Unit Amount Value Amount Currency Text
number| Nomenclature Code <M> <M> <M> <M> <M>
# <M> [an..512] [n..16,6] [cL unit [n..16.2] [GL Gurrency] [an.512]

Important Note: The excel file template contains four different sheets. The first sheet contains
important information on how to properly fill it in. The second sheet contains the actual template
as seen above, the third sheet contains the function button which will allow to convert the excel
template to a CSV file which is the acceptable format by the application to upload into INF-SP
application. Last, the fourth sheet contains all the reference data which are utilized by the
template and it can be ignored by the User.

o Commodity Code

Type here the commodity code for each Product to be imported in the request form. Note:
columns which are accompanied by the letter < M> indicate that they are mandatory to fill in.

o Description of Processed Products
Type here the description for each Product per row.

Quantity of Processed Products
Type the quantity at the column "Goods Quantity" and select from the column "Measure Unit" from
a list of available values.
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n Value of Processed Products
Type here the value for each Product declared and select from the column "Currency” from a list
of available values.

o Particulars for Application of Commercial Policy Measures
Type here any particulars per each Product. Note: columns which are accompanied by the letter
< O > indicate that they are optional to fill in.
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7. INSERT REQUEST INF (SECTION B)

The user should click on the Insert INF Request (Section B) link from the Menu in order to insert a
"Request INF (Section B)" by filling in the form below:

P pea—— (e | i
[, L———
[ [P
-
S
nnnnnnnnn — = — =

A3 buion

Type of Request
Please select from the dropdown menu the Type of Request (Mandatory field)

Supervising Custom Office

Please insert the Supervising Custom Office (Mandatory field). The Application provides an
auto-complete functionality (i.e. a dropdown list with possible values is appeared) while the user is
typing (after the 3rd character)

Authorization Number
Please insert the Authorization Number (Mandatory field)

INF Submission date
Please select the INF submission date (Mandatory field)

Responsible Customs Office
Read-only field that display the Responsible Customs Office.
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Authorization Type
Read-only field that displays the Authorization Type

Save button
Please click on the Save button in order to save the INF Request (Section B)

Cancel button
Please click on the Cancel button in order to cancel the previously inserted INF Request (Section
B) data.

General Remarks Description
Please insert the Description of General Remarks

General Remarks Language
Please select from the drop-down menu the Language of the previously inserted General
Remarks Description.

Goods or Products
Please select from the drop-down whether a Goods or Product will be created.

Reference Number
Please insert the Movement Reference Number (Mandatory field)

Add button

Click on the button in order to create an INF Good or Product. The INF Goods modal is described
in section: Goods Item For Which INF is Requested. The INF Products modal is described in
section: Processed Product For Which Is Requested.

Date: 23/01/2020


file:///R:/INF SP/INFSP_Documents for QTM375/INF SP Online Help Material/insert_inf_request__section_b_.htm#top
file:///R:/INF SP/INFSP_Documents for QTM375/INF SP Online Help Material/insert_inf_request__section_b_.htm#top
file:///R:/INF SP/INFSP_Documents for QTM375/INF SP Online Help Material/insert_inf_request__section_b_.htm#top
file:///R:/INF SP/INFSP_Documents for QTM375/INF SP Online Help Material/insert_inf_request__section_b_.htm#top
file:///R:/INF SP/INFSP_Documents for QTM375/INF SP Online Help Material/insert_inf_request__section_b_.htm#top
file:///R:/INF SP/INFSP_Documents for QTM375/INF SP Online Help Material/insert_inf_request__section_b_.htm#top
file:///R:/INF SP/INFSP_Documents for QTM375/INF SP Online Help Material/insert_inf_request__section_b_.htm#top
file:///R:/INF SP/INFSP_Documents for QTM375/INF SP Online Help Material/insert_inf_request__section_b_.htm#top

UCC INF Special Procedures INF-SP Online Help

7.1. GoobDs ITEM FOR WHIcH INF Is REQUESTED

62

When user clicks on the "Add INF Good" button of the Insert INF Request (Section B) screen, the

following Modal opens where he can create an INF Good:

Commadity Code q Goods Item For Which INF Is Requested

\ Commodity Code™
Description of Goods o\
~ Description of Goods™

[~
Quantity of Goods a

Quantity of Goods™ Measurement Unit™

Select unit

Value of Goods o\ Value of Goods* curency*
. o

Commodity Code

Insert the Commodity Code (Mandatory field). The Application provides an auto-complete
functionality (i.e. a dropdown list with possible values is appeared) while the user is typing (after

the 1st digit).

Description of Goods

Insert the Description of Goods (Mandatory field).

Quantity of Goods

Insert here the Quantity of Goods (numerical value - Mandatory field).

o Value of Goods

Insert here the Value of Goods (Numerical value - Mandatory field).

Measurement Unit

Select from the drop-down menu the measurement unit for the provided Quantity of Goods

(Mandatory field).

Currency

Select from the drop-down menu the currency for the provided value of goods. Euro is the default

currency as provided by the system.
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Cancel

Click on the button to save the INF Good.

Save

Click on the button to save the INF Good.
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7.2. PROCESSED PRODUCTS FOR WHICH IS REQUESTED

64

When user clicks on the "Add INF Product” button of the Insert Request INF (Section B) screen,

the following Modal opens where he can create an INF Product:

Processed Products For Which INF Is Requested

Commadiy Code o\

Description of Goods e\
.| Descrition of Goods

Quantity of Goods . N
Quantity of Goods Measurement Unit

Select unit

Value of Goods e Value of Goods™ Currency

Commogity Coge™
™~

Commodity Code

Insert here the Commodity Code (Mandatory field). The Application provides an auto-complete
functionality (a dropdown list with possible values is appears) while the user is typing (after the 1st

digit).

Description of Goods

Insert here the Description of Goods (Mandatory field).

Quantity of Goods

Insert here the Quantity of Goods (numerical value - Mandatory field).

Measurement Unit

Select from the drop-down menu the Measurement Unit for the provided Quantity of Goods

(Mandatory field).

o Value of Goods

Insert here the Value of Goods, (Numerical value - Mandatory field).

Currency

Select a currency value from the drop-down menu list of values. Euro is the default value as

provided by the application and it is editable.
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ﬂ Cancel

Click on the button to cancel the previously inserted Products data.

a Save

Click on the button to save the INF Product.
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7.3. REMAINING GOODS QUANTITIES AS PER THE AUTHORISATION

When the User is about to define Goods for the INF Request they are able to select the action
button "Goods Quantities" which is seen in the Insert INF Request (Section A).

After clicking on the button the application renders a pop-up window which illustrates in a report
format all the remaining quantities per each Commodity Code for this Authorisation.

The pop-up window can be seen below:

Remaining Goods quantities as per the authorisation X

Commodity Code °~ o Remaining Quantity

™ Commeodity Code Remaining Quantity ’
400280 123 Number of items
4002 123 Percent

400270 123 Number of items
400291 110 Kilogram
85423190 123 Kilogram

85423211 123 Kilogram

8542 123 Number

85423111 123 Kilogram
85423219 123 Kilogram

85423231 123 Kilogram

[ o

o Commodity Code

The CN Code as retrieved by the external system CDMS for this Authorisation Number.

o Remaining Quantity
For each specific Commaodity Code the remaining quantity which is left and can be declared within
the INF Request is visible here along with its measurement unit.

B Close

Select the action button to close down the pop-up window.
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7.4. MuLTIPLE UPLOAD OF GOODS

When at the Insert Request INF (Section B) page, the User is able to select the action button
"Download Template" from the Goods Covered by the INF grid.

Upon selection, an excel file template is downloaded to the User's workstation. The template
contains certain static columns and sheets which assist the User to perform a multiple upload of
Goods into the INF Request.

The excel file template can be seen below:

Particulas for Agplcation of Commercial Policy
Maasures

damtfcation of Goods
<m>

s s susgamsion of concassions
<M

Important Note: The excel file template contains four different sheets. The first sheet contains
important information on how to properly fill it in. The second sheet contains the actual template
as seen above, the third sheet contains the function button which will allow to convert the excel
template to a CSV file which is the acceptable format by the application to upload into INF-SP
application. Last, the fourth sheet contains all the reference data which are utilized by the
template and it can be ignored by the User.

o Commodity Code

Type here the commodity code for each good to be imported in the request form. Note: columns
which are accompanied by the letter < M> indicate that they are mandatory to fill in.

o Description of Goods
Type here the description for each Good per row.

o Quantity of Goods

Type the quantity at the column "Goods Quantity" and select from the column "Measure Unit" from
a list of available values.

o Value of Goods

Type here the value for each Good declared.
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o Particulars for Application of Commercial Policy Measures
Type here any particulars per each Good. Note: columns which are accompanied by the letter <
O > indicate that they are optional to fill in.

o Equivalent Goods

In case of Equivalent Goods per each Good declared fill in the three columns. The Equivalent
Goods are optional to fill in.
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7.5. MuLTipLE UPLOAD OF PRODUCTS

When at the Insert Request INF (Section B) page, the User is able to select the action button
"Download Template" from the Processed Products Covered by the INF grid.

Upon selection, an excel file template is downloaded to the User's workstation. The template
contains certain static columns and sheets which assist the User to perform a multiple upload of
Products into the INF Request.

The excel file template can be seen below:

Commadity Code Description of Processed Products Quantity of Processed Products Value of Processed Products Particulars for Application of Commercial Policy Measures

Particulars for Application of Commercial Policy
Measures
<0>

\ \ |
Commodity Code Description of Processed Products Quantity of Processed Products Value of Processed Products
<M> em> <

Order Combined Text Goods Quantity Measure Unit Amount Value Amount Currency Text
number| Nomenclature Code <M> <M> <M> <M> <M>
# <M> (an..512) [n.16,6] [CL Unit) [n.16,2] [CL Currency] [an..512]

Important Note: The excel file template contains four different sheets. The first sheet contains
important information on how to properly fill it in. The second sheet contains the actual template
as seen above, the third sheet contains the function button which will allow to convert the excel
template to a CSV file which is the acceptable format by the application to upload into INF-SP
application. Last, the fourth sheet contains all the reference data which are utilized by the
template and it can be ignored by the User.

o Commodity Code

Type here the commodity code for each Product to be imported in the request form. Note:
columns which are accompanied by the letter < M> indicate that they are mandatory to fill in.

o Description of Processed Products
Type here the description for each Product per row.

Quantity of Processed Products
Type the quantity at the column "Goods Quantity" and select from the column "Measure Unit" from
a list of available values.
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n Value of Processed Products
Type here the value for each Product declared and select from the column "Currency” from a list
of available values.

o Particulars for Application of Commercial Policy Measures
Type here any particulars per each Product. Note: columns which are accompanied by the letter
< O > indicate that they are optional to fill in.

Date: 23/01/2020



UCC INF Special Procedures INF-SP Online Help 71

8. INSERT INF

The user should click on the Insert INF link from the Navigation Menu in order to insert an "INF" by
filling in the form below:

us

1 Y——
I
| @ o

I ——

n Form Language

Select from the drop-down menu a language which will apply as the language of the INF form.

Supervising Customs Office
Please insert the Supervising Customs Office (Mandatory field). The Application provides an
auto-complete functionality (i.e. a dropdown list with possible values is appeared) while the user is
typing (after the 3rd character).

Authorisation/Declaration Number Radio Button
Select via the radio button if the number to import below is an Authorisation or a declaration
number.

n Authorisation/Declaration Number
Type here the number depending on the selection of the radio button.
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o Holder Identification (EORI)

Upon insertion of the Authorisation Number the system based on this number will pre-fill the
Holder information. In the case where the Authorisation Number is not found in the external
system of CDMS you should fill in the EORI information manually.

o Holder's Name

In case of manual import, insert here the Holder's name (Mandatory field).

e

Street and Number
In case of manual import, insert here the Street and Number of the Holder (Mandatory field).

Holder's Country
In case of manual import, insert here the Holder's country. (Mandatory field).

Holder's Postcode
In case of manual import, insert here the Holder's postcode (Mandatory field).

Holder's City
In case of manual import, insert here the Holder's City (Mandatory field).

Submission Date
Select from the date picker the actual submission date of the INF.

Representative Identification (EORI)
Upon insertion of the Authorisation Number the application based on this number will pre-fill the
Representative Information in case they exist in CRS external system. If not found then, the user
should fill in the information manually.

Representative's Name
In case of manual import, insert here the Representative's name.

m Representative's Street and Number
In case of manual import, insert here the Representative's street and number.

Representative's Country
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In case of manual import, select from the drop-down menu the Representative's country.

Representative's Postcode
In case of manual import, insert here the Representative's postcode.

Representative's City
In case of manual import, insert here the Representative's city.

General Remarks
Fill in the description about General Remarks (Mandatory field).

@ Prior Exportation Indication

The value of the field (ticked/unticked) depends on the Authorisation Type of the INF and the
value as taken from the external CDMS system. When the check-box is ticked the dependent field
Time Limit is becomes visible as well to the user.

o Goods Covered by the INF

Table that displays the list of the created INF Goods. After the creation of an INF Good (by clicking
on "Add" button and fill in the Add Good Item Covered By INF modal), the newly created good will
be displayed in this section:

Goods Item Covered by the INF

Goods Item Covered by the INF ()

Use Equivalend Goads. N Code Type of Geods Guaniity of Gosds Value of Goods in ¢ Duties cale under Aricle 86(03)

sopcE

The entry can be modified by "Edit" or "Delete" the created INF Good.

o Processed Products Covered by the INF

Table that displays the list of the created INF Products. After the creation of an INF Product (by
clicking on Add INF Product button and fill in the Add Processed Product Covered by INF modal),
the newly created Good will be displayed in this section:

Processed Praducts Coverad by the INF () m

The entry can be modified by "Edit" or "Delete" the created INF Product.

a Submit Button

Click on the button to submit the inserted INF. The Application saves the INF and renders the
View INF screen.
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Cancel Button
Click on the button to cancel the previously inserted INF data.

Goods Quantities Button
Select the button to view a report with all the available Commodity Codes and their respective
remainder quantities for the Authorisation Number imported in the form.

Upload CSV File Button
Select the action button in order to upload a csv file which is stored in your local workstation. The
csv file should be the template of goods in order to be accepted by the system.

Download Template Button
Select the action button in order to download the template of multiple upload of goods. The excel
file will be saved in your local workstation.

Add Button
Select the action button for adding a single Good. Upon selection a pop-up window of "Add Goods
Covered by the INF" is presented.

Download Template Button
Select the action button in order to download the template of multiple upload of products. The
excel file will be saved in your local workstation.

Upload CSV File Button
Select the action button in order to upload a csv file which is stored in your local workstation. The
csv file should be the template of goods in order to be accepted by the system.

o Add Button

Select the action button for adding a single Product. Upon selection a pop-up window of "Add
Processed Product Covered by the INF" is presented.
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8.1. ApD Goobps CoVERED BY INF

When the user clicks on the Add button within the Insert INF screen, the following pop-up window
opens up where they can specify and declare Goods:

Equivalent Goods Indicator

Add Goods Covered by the INF

C (Equivalant Goods

Equalent Commodity Code °
9 ity Equivalent Goods
~ commeodity Code”
Cormmercial Quakty and Tachnical Charactaristics °
Commercial QUaNtY and Tachnkal Charactenstis of EqUIvaknt Goods®
s
eae provide a description

Identifcation of Gaods o
~igantification of Goods™
Antidumping ° .
~ MorUnian Boos are subject to Antidumping, countervailing, safeguara duty or any sositions| duty resulting from 2 suspension of cancessions
Commodity Code o
|~ Commadity Code™
Desciiption of Goods: o .
| —Descristion of Goods™
@2
Quantity of Goods 0 - e Measurament Unit
T4 Quantty of Goods™ Messurement Unit™ ¥+
100,00 Selectunit s
Valus of Goods 0 oCu"mv
- Value of Goods”™ Currency” —
100,00 Euto :
Particulars for Application of Commercial Policy Measures e .

~}- Particulars tor Appiication o Commereial Policy Weasures -

3

please provide a particular
-
Cancel button Save button

o Equivalent Goods Indicator
Switch button for display/hide the "Equivalent Goods" section within the pop-up window.

e

Equivalent Commodity Code
Insert the Equivalent Commaodity Code. The field is displayed when Equivalent Goods Indication

is enabled (Mandatory field).

e

Commercial Quality and Technical Characteristics
Insert the description of "Commercial Quality and Technical Characteristics" of the Equivalent
Goods. The field is displayed when Equivalent Goods Indication is enabled (Mandatory field).

Identification of Goods
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Select the Identification of Goods from the provided values of the Drop-down menu. The
Drop-down is displayed when Equivalent Goods Indication is enabled (Mandatory field).

o Antidumping

Check/uncheck the field to mark whether the Equivalent Good is subject to Antidumping. The
checkbox is displayed when Equivalent Goods Indication is enabled.

o Commodity Code

Insert the Good Commaodity Code (Mandatory field). The Application provides an auto-complete
functionality (i.e. a dropdown list with possible values is appeared) while the user is typing (after
the 1st digit).

o Description of Goods

Insert the Description of Goods (Mandatory field). The Application provides an auto-complete
functionality (i.e. a dropdown list with possible values is appeared) while the user is typing (after
the 3rd character).

o Quantity of Goods

Insert the Quantity of Goods (numerical value - Mandatory field).

Measurement Unit
Select from the drop-down menu the Measurement Unit of the provided Quantity of Goods
(Mandatory field).

Value of Goods
Insert the Value of Goods (Numerical value - Mandatory field).

Currency
Select from the drop-down menu a currency. Euro is the default value as provided by the system.
Value of Goods.

Particulars for Application of Commercial Policy Measures
Provide the Particulars for Application of Commercial Policy Measures in the multiple lines of text
field.

E Cancel button

Click on the button to cancel the entire entry.
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m Save button

Click on the button to save the inserted INF Good. The declared INF Good will be displayed in the
Insert INF screen under section INF Goods.
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8.2 ADD PROCESSED PRoDUCT COVERED BY INF
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When the User clicks on the Add INF Product button of the Insert INF screen, the following modal

opens where he/she can declare an INF Product:

‘Add Processed Product Covered by the INF
Commodity Code n
N
| commoniy cooe™

Description of Goods 0\

.| Description of Goods™

Quantity of Goods
Quantity of Goods™ Weasurement Unit™

select unit
Value of Goods °\
T | velueotGoods® Currency

Fartieulars for Application of Commercial Policy Measures

I~ please provide a particular

Commodity Code

Cancel button

Save button

Insert here the Commodity Code (Mandatory field). The Application provides an auto-complete
functionality (i.e. a dropdown list with possible values is appeared) while the user is typing (after

the 1st digit).

Description of Goods

Insert here the description of Goods (Mandatory field).

Quantity of Goods

Insert here the Quantity of Goods (numerical value - Mandatory field).

o Value of Goods

Insert here the Value of Goods (Numerical value - Mandatory field).

Measurement Unit

Select from the dropdown menu the Measurement Unit of the provided Quantity of Goods

(Mandatory field).

Currency

Select from the dropdown menu the Currency for the provided Value of Goods (other Currency).

Euro is the default value as provided by the system.
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Particulars for Application of Commercial Policy Measures
Add here the Particulars for Application of Commercial Policy Measures in the multiple lines of
text field.

E Cancel button

Click on the button to cancel the entry.

E Save button

Click on the button to save the inserted INF Product. The created INF Product will be displayed
within the Insert INF screen under section INF Products.
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8.3. REMAINING GOODS QUANTITIES AS PER THE AUTHORISATION

When the User is about to define Goods for the INF Request they are able to select the action
button "Goods Quantities" which is seen in the Insert INF Request (Section A).

After clicking on the button the application renders a pop-up window which illustrates in a report
format all the remaining quantities per each Commodity Code for this Authorisation.

The pop-up window can be seen below:

Remaining Goods quantities as per the authorisation X

Commodity Code °\ o Remaining Quantity

[ ™ Commaodity Code Remaining Quantity ~
400280 123 Number of items
4002 123 Percent

400270 123 Number of items
400291 110 Kilogram
85423190 123 Kilogram
85423211 123 Kilogram

8542 123 Number
85423111 123 Kilogram
85423219 123 Kilogram

85423231 123 Kilogram

°C\ase

o Commodity Code

The CN Code as retrieved by the external system CDMS for this Authorisation Number.

o Remaining Quantity
For each specific Commaodity Code the remaining quantity which is left and can be declared within
the INF Request is visible here along with its measurement unit.

B Close

Select the action button to close down the pop-up window.
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8.4. MuLTIPLE UPLOAD OF GOODS

When at the Insert INF page, the User is able to select the action button "Download Template"
from the Goods Covered by the INF grid.

Upon selection, an excel file template is downloaded to the User's workstation. The template
contains certain static columns and sheets which assist the User to perform a multiple upload of
Goods into the INF Request.

The excel file template can be seen below:

Equvalent Goods.
<o»

e A ——rr— T Pt o Rokaton f o ek
e | P
‘Equisient Goods. o

Nemandiature

Important Note: The excel file template contains four different sheets. The first sheet contains
important information on how to properly fill it in. The second sheet contains the actual template
as seen above, the third sheet contains the function button which will allow to convert the excel
template to a CSV file which is the acceptable format by the application to upload into INF-SP
application. Last, the fourth sheet contains all the reference data which are utilized by the
template and it can be ignored by the User.

o Commodity Code

Type here the commodity code for each good to be imported in the request form. Note: columns
which are accompanied by the letter < M> indicate that they are mandatory to fill in.

o Description of Goods
Type here the description for each Good per row.

o Quantity of Goods

Type the quantity at the column "Goods Quantity" and select from the column "Measure Unit" from
a list of available values.

o Value of Goods

Type here the value for each Good declared.
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o Particulars for Application of Commercial Policy Measures
Type here any particulars per each Good. Note: columns which are accompanied by the letter <
O > indicate that they are optional to fill in.

o Equivalent Goods

In case of Equivalent Goods per each Good declared fill in the three columns. The Equivalent
Goods are optional to fill in.

Date: 23/01/2020



UCC INF Special Procedures INF-SP Online Help 83

8.5. MuLTipLE UPLOAD OF PRODUCTS

When at the Insert INF page, the User is able to select the action button "Download Template"
from the Processed Products Covered by the INF grid.

Upon selection, an excel file template is downloaded to the User's workstation. The template
contains certain static columns and sheets which assist the User to perform a multiple upload of
Products into the INF Request.

The excel file template can be seen below:

Commodity Code Description of Processed Products Quantity of Processed Praducts Value of Processed Products Particulars for Application of Commercial Policy Measures

o & :

\
Commedity Code
<M>

|

Description of Processed Products
<M>

Quantity of Processed Products
<M>

\ "" \ \

for of C

ial Policy

Value of Processed Products
<M>

Measures
<0>

Order Combined
number| Nomenclature Code
<M>

18]

Text

<M>
{an..512)

Goods Quantity
<M>

[n.16,8]

Measure Un|

<M>
[CL Unit]

it

Amount Value

<M>
[n.16.2)

Amount Currenc; y
<

M>
[CL Currency]

Text

<M>
[an..512]

Important Note: The excel file template contains four different sheets. The first sheet contains
important information on how to properly fill it in. The second sheet contains the actual template
as seen above, the third sheet contains the function button which will allow to convert the excel
template to a CSV file which is the acceptable format by the application to upload into INF-SP
application. Last, the fourth sheet contains all the reference data which are utilized by the
template and it can be ignored by the User.

o Commodity Code

Type here the commodity code for each Product to be imported in the request form. Note:
columns which are accompanied by the letter < M> indicate that they are mandatory to fill in.

o Description of Processed Products
Type here the description for each Product per row.

Quantity of Processed Products
Type the quantity at the column "Goods Quantity" and select from the column "Measure Unit" from
a list of available values.
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n Value of Processed Products
Type here the value for each Product declared and select from the column "Currency” from a list
of available values.

o Particulars for Application of Commercial Policy Measures
Type here any particulars per each Product. Note: columns which are accompanied by the letter
< O > indicate that they are optional to fill in.
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9. VIEW INF PAGES

The User is able via the Navigation Menu to either select the tab My INFs or Search for INF in
order to search and open an INF to work upon.

An opened INF is comprised from the following three tabs:
* INF Info

* Status Data
* Notifications

Via these three tabs the User can view core INF information, collective data of the INF and its
various processing steps and Notifications related to the INF.
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9.1.INF VIEW - INF INFO

When an User Creates an INF or clicks on a specific INF from the My INFs page, then the View

INF page ("INF Info" tab) is displayed.

All INF View screens provide the following generic functionality:
1. On Behalf Of
2. Amend

3. Annul

4. Print PDF
5.View Request

e INF

s Expivalen Goods: Cammodiny Gade

Dessiplen of Frecessed Products

86

On Behalf Of

Please click on the button in order to insert the Customs Office to act on Behalf of
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0On Behalf Of Office *

Give Customs Office to act On Behalf Of

Cancel

The change of Customs Office is valid only for the current screen, i.e. in case the User is navigated
to another screen then the User will act as the logged in Customs Office

Amend

Click on the button in order to Amend the INF.

Annul
Click on the button to navigate to the Annul screen. The button appears only when the logged in
Customs Office is the Supervising Customs Office.

Print PDF
Click on the button in order to print the View page in PDF format.

View Request
Click on the button to open up the View INF Product modal.

View INF Good(s)
Click on the eye icon to open the View Goods Covered by the INF modal.

View INF Processed Product(s)
Click on the eye icon to open the View Processed Products Covered by the INF modal.
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9.2. INF VIEW - STATUS DATA TAB

From the View INF Info page the User may select the "Status Data" Tab where an overview of all
allowed (depending on the Authorization type) Processes of the INF are displayed.

For instance, for the case of an IP EX/IM, the application renders the list of the following
Processes:

1. Reception Process

2. Additional Information Requested Info

3. Amendments Info

4. Annulments Info

5. Process at the Customs Office of Placement
6. Process at the Customs Office of Export
7.Process at the Customs Office of Exit

@ i

View Roquat

On Beha Of

o @ @

2 e SO I () 0 ) ) )
‘Status Data ‘Sependsing Customs Ofice I Requast Ssbmession Date.
™ =
Avalatle aroonca: u
PE—
[N —

Aseadimer Dt N A Istécation Conpes Cistame Ofcs Oustoms Ofca Ao Process Type
pU— @
amendments info @
wi@
i S [
Susthcsion o it
Anmants w (@
sntmnts o @ @)arume e
Supeisog Cusems Offce 3 frsten
; Comptent ustons Ofics Refcance Marec T 0
s e Catns Ot s () = o a Requeets Prcssss Cos Prewsus Pocesss Cots
Oftce o Placement (§)
VR ot ence st (@)
m % edsber Brauesied Procedire Cod 3 Previus Preosdur Cade ¢ Actens
Conpetet Custos Ofice Reksoce e S— = _— ——— o it R
mm:,Wc'm,,w”txwo = Dute Last Date of Placement of Nen-Union Goods Yitech are Regiaces By Equalent Geods Under P Exit Resut
t s Ofice of Export (@) e
B o s e () Last
mpstent Ctom Offce Refrence b 3 DecrtienCote ¢ wqun u o

o 0 0
Exit stogped Date Sute of Seals E ¥
Lo o[ o[ [ [ e

Competact Customs Ofice Refeencs Nusbar g
Contol Resi Code

For any Process the
Office permissions.

User may be able to perform some actions based on Logged in Custom

For instance, if the Logged in Customs Office is different than the Office that has done the
Placement then, the User will be able to perform only a View action (please see screenshot
below):
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The columns of the image above are the following:

1. MRN (Movement Reference Number)

2. Declaration Type

3. Competent Customs Office Reference Number
4.Requested Procedure Code

5. Previous Procedure Code

6. Actions Menu ("View" action)

The columns are dedicatedly explained in the numbering/annotation below in the Process at the
Customs Office of Placement grid.

o INF Status

Here the user can always view the current INF Status.

e On Behalf Of

The user can click on this button and the application renders a pop-up window for the user to fill in
the Office which will act as another Customs Office. The following pop-up window will appear:

On Behalf Of Office X

Acting based on UCC IA Article 263. Customs declaration lodged at another customs office

Give Customs Office to act On Behalf OF

Here, the user can select the check box in order to verify they are acting on behalf of another
Customs Office and then type which Customs Office they want to give the permission to act on
behalf of them. In addition, the user has three action buttons to utilize. These are:

* Exit (select to exit the current process)

* Reset (select to reset the information imported in this window)

* Proceed (select to proceed with the action)

E Place Goods

Select the button in order to initiate the Placement of Goods procedure for this INF.

o Export

Select the button in order to intitiate the Export process procedure for this INF.
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Exit
Select the button in order to initiate the Exit process procedure for this INF.

Amend
Select the button in order to amend the current INF information.

e

Print PDF
Select the button in order to print the current page in a PDF format.

View Request
Select the button in order to view the INF Request of this INF.

Reception Process
Underneath this grid the user is able to view all the information related to the reception of the INF
from the INF-SP system.

Status
Here, the user can view the status of the INF upon reception of the INF.

Supervising Customs Office
Here, the user can view the Office which was the supervising one when the INF was received.

12

Submission Reference Number
Here, the user can view the SRN number of the INF.

—
[ ¥ )

INF Request Submission Date
The date that the INF Request was submitted to the INF-SP application.

Taken Decision Manually
In case the Supervising Customs Office has taken a manual decision to accept the Authorisation
Number for the INF Request and proceed with INF creation the flag will be checked.

Additional Information Requested Info
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In case there has been any additional information requested by the Supervising Customs Office
such as particulars certain technical information related to the INF will appear here.

a Amendments Info

Any amendment performed on the INF will be visible per row in this grid. Specific details related to
the amendment will be visible.

MRN
Here, the user can view the specific MRN (movement reference number) for the specific

amendment.

Amendment Date
Here, the user can view the actual Amendment date.

INF Amendment Justification
Any justification written related to the amendment will be visible here.

Competent Customs Office
In case the CCO (Competent Customs Office) performs an amendment on the INF their office will
be visible here.

21

Customs Office Role
Here, the user can view the Role under which was performed the amendment.

Process Type
n this column the user can view the type of process for this amendment.

23

Annulments Info
Here, the user can view any annulment information performed on the INF.

24

Annulment Date
Here will be recorded the actual annulment date.

e
£&n

Supervising Customs Office
Here, the user can view the Supervising Customs Office which performed the annulment.
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Justification of Annulment
Here, the user can view the justification for the annulment as written by the SCO.

27

Process at the Customs Office of Placement
Any Placement process done at the INF will be shown here.

28

MRN (Movement Reference Number)
Here, the user can view the MRN for the specific placement process.

Declaration Type
Here, the user can view the declaration type for the placement.

30

Competent Customs Office Reference Number
The user can view here the Customs Office number which performed the placement process.

3

e

Requested Procedure Code
Here is visible the code as defined in the placement process.

32

Previous Procedure Code
Here is visible the code as defined in the placement process.

Actions Menu

By clicking on the arrow the user can either "View" or "Amend" the placement process. The latter
will be available in case the user is logged in with the same Customs Office which performed
initially the placement.

g Process at the Customs Office of Export
Any Export process done at the INF will be shown here.

MRN (Movement Reference Number)
Here, the user can view the MRN for the specific export process.
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The user can view here the Customs Office number which performed the placement process.

Declaration Date

The declaration date of the export process.

E Last Date of Placement of Non-Union Goods Which are Replaced By Equivalent

Goods Under IP
The last date of placement of non-union goods.

Exit Result

Here, the user can view the exit result in case a certification of exit has occurred from within the
Export Customs Office.

ﬁ Actions Menu

By clicking on the arrow the user can either "View" or "Amend" the export process. The latter will
be available in case the user is logged in with the same Customs Office which performed initially

the export.

e Process at the Customs Office of Exit
Any Exit process done at the INF will be shown here.

s
e

MRN (Movement Reference Number)
Here, the user can view the MRN for the specific Exit process.

e
[ ]

Competent Customs Office Reference Number
The user can view here the Customs Office number which performed the exit process.

Exit Date
The Exit Date will be shown here in case there has been an exit.

Exit stopped Date
In the case of non-exit an exit stopped date will be visible here.

H Control Result Code
The control result code imported during the exit process will be visible here.
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o State of Seals

In case there has been a state of seals defined in the exit process it will be visible here.

o Exit Performed By

Here will be shown which Customs Office performed the exit process.

ﬁ Exit Result

Here the user will be able to view the actual exit result the values shown here can be:
* Empty

* Non-Exit

« Exit

ﬂ Actions Menu

Here, the user when there is an Exit process entry at the grid they will be able to view a similar
actions menu button as seen in the previous grids. From there, the user will be able to "View" the
specific exit process.
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9.3. NOTIFICATION VIEW

When the User selects View INF Request page (or clicks on a specific Notification from the My
Notifications page) then, the View Notification page is displayed:

v 1 TAXATION AND CUSTOMS UNION @ ®

Print PDF
Click on the button in order to Print the View page in PDF format.

View INF
Click on the button to redirect the to the INF View page.

e

Reload
Click to refresh the results of the Notifications Tab.

o Export Data

Click on the button to export in a CSV file the Notification results. The file is automatically
downloaded to your workstation.
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9.4. TASK VIEW

When the User selects the "Tasks" tab in a View INF Request page (or clicks on a specific Task
from the My Tasks page) in case a Task (for the specific INF Request) is assigned to the logged in
Customs Office,

a new Ul page appears which displays the Task description and the required Actions.

For instance, for an INF Request in "Additional Information Requested" status the following Task
View page is displayed to the User:

4
s
ys

o INF Particulars Provision Indication

Select the radio button "Yes" if you wish as Customs Officer to validate that indeed the particulars
for the INF Request have been sent from the Holder of Authorisation. Select the button "No" in
case the Holder of Authorisation has not provided the requested particulars.

E Cancel

Click on the cancel button to exit the task page.

E Proceed

Click on the proceed button in order to proceed with the decision for the particulars provision.

o Request is created on behalf of the HOA
Indicates that the INF Request has been created by a Customs Officer on behalf of the Holder of
Authorisation.
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o INF Particulars Non Provision Justification
In the case where no particulars have been provided by the Holder of Authorisation and "No"
indication is decided then, a justification should be provided.
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9.5. ViIEw Goobs CoVERED BY THE INF

When the User clicks on the eye icon from within the INE View - INF Info tab at the Goods
Covered by the INF table then, a pop-up window appears to view the Goods declared for this INF.

The window can be seen below and all its elements are in a read-only format:

Good Item Covered by the INF

Commaodity Code n»_"’
—f—Commodity Code
40029100
Description of Goods &7_,_7
[ Description of Goods [English]
Goods Description
Quantity of Goods ef_,_ ° Measurement it Unit
—|—Quantity of Goods Measurement Unit =
0 Kilogram
Value of Goods °—,_,,_ o
| Value of Goods Currency —— Currency

222 Euro

Commodity Code
The CN Code of the specific Good declared.

e

Description of Goods
The description of the specific Good as provided by the Customs Officer or as retrieved by the
INF-SP application.

e

Quantity of Goods
The quantity of Goods declared for this CN Code.

Value of Goods
The value for the specific quantity of Goods.

Measurement Unit
The measurement unit as selected by the Customs Officer.

H Currency

The currency for the value of Goods as selected by the Customs Officer. The default value
provided by the application is Euro.
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9.6. VIEW PROCESSED PRODUCTS COVERED BY THE INF

When the User clicks on the eye icon from within the INE View - INF Info tab at the Processed
Products Covered by the INF table then, a pop-up window appears to view the Products declared
for this INF.

The window can be seen below and all its elements are in a read-only format:

Processed Product Covered by the INF X
Commadity Code o.
| Commodity Code
40028000
Description of Products e.
I~ Description of Products [English]
DescriptionOfGoods
Quantty of Prosucts ([ - ° Measurement Unit
~[-Quantity of Products Measurement Unit —
1000 Kilogram
Value of Products o » ° Currency
~Value of Products Currency =
1000 Euro

Commodity Code
The CN Code for the Product declared.

Description of Products
Here, the user can view the description of the specific Product.

e

Quantity of Products
Here, the user can view the quantity declared for the specific Product.

Value of Products
Here, the user can view the value of the specific Product and for the specific quantity.

Measurement Unit
The unit as selected by the Customs Officer.

H Currency

The currency for the value of Product(s) as selected by the Customs Officer. The default value
provided by the application is Euro.
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9.7. VIEW INF REQUEST - INF DATA

When a User selects from the Navigation Menu the Tab Insert INF Request (section A) or clicks
on a specific INF from the My INFs page then, INF Request opens up directly to the INF Data Tab
as seen below:

@ omsn oae

- m

[ L

S v owom
i ®f *i

INF Request Status
Here, the user can view the status of the INF Request.

e

INF Data Tab
By selecting the "INF Data" tab the user can view basic/core information of the INF Request.

e

User/Date
Here, it is visible which was the logged in user that perfromed the INF Request and when.

Supervising Customs Office
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Here, it is visible the Customs Office which is responsible for the INF Request.

Authorisation / Declaration Number Indication
The information is provided in a read-only format and illustrates if the number below is an
Authorisation or a Declaration Number.

Authorisation/Declaration Number
Here, the user can view in a read-only format the number provided.

e

Holder Identification (EORI)
The Holder of Authorisation EORI number is visible here in a read-only format.

Submission Date
Here, the user can view in a read-only format the submission date of the request.

Authorisation Type
Here, the user can view in a read-only format the Authorisation Type of the INF Request.

Representative ldentification (EORI)
Here, the user can view in a read-only format the EORI Number of the Representative.

Holder Address (EORI) (Data Group)
Beneath this data group of information the user can view in a read-only format all the core
information of the Holder of Authorisation.

Representative Address (Data Group)
Beneath this data group of information the user can view in a read-only format all the core
information of the Representative.

1

o

General Remarks
In case there have been recorded any general remarks in the INF Request they will be viewable
here.

0 Article 86 (3) Indication

In the case where the is a customs debt incurred for the INF Request based on Article 86(3) then,
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the check box will be ticked by the initiator of the INF Request.

e Prior Exportation Indication
In the case of Authorisation Type IP EX/IM the check box will be ticked by the application and the
"Time Limit" dependent field will be visible and editable for the user to fill it in.

Goods Covered by the INF
The grid illustrates the Goods which have been declared during the INF Request.

Processed Products Covered by the INF
The grid illustrates the Products which have been declared during the INF Request.

View Good(s)
By clicking on the eye icon the user can view the pop-up window which contains all the
information related to the Good(s) declared.

View Product(s)
By clicking on the eye icon the user can view the pop-up window which contains all the
information related to the Product(s) declared.

Request is created on behalf of the HOA
Here, the user can view in a read-only format in case the INF Request has been created on behalf
of the Holder of Authorisation but by not him/her.

Print PDF
Select the button in order to print the current page in a PDF format.

e View INF

Select the button in order to view the INF created out of this INF Request.
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9.8. VIEW INF REQUEST - STATUS DATA

When a User selects from the Navigation Menu the My INFs page and selects a specific INF

Request this opens up and the user can click on the Status Data tab as seen below:

INF Request Status
The user can view in any tab they redirect the status of the INF Request at all times.

Status Data Tab
The user is directed to the Status Data tab where consolidated information are stored.

e

Reception Process
Here, the user can view all the information related to the reception of the INF Request into the
application.

Additional Information Requested Info
Any additional information which have been requested for the INF Request are seen here.

E Request is created on behalf of the HOA
In case that the INF Request has been requested on behalf of the Holder of Authorisation this
read-only button will be visible and greyed out as-is.
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H Print PDF

Select the button in order to print the current page into a PDF format.

ﬂ View INF

Select the button in order to re-direct to the View - INF Info tab of the INF which has been created
based on this INF Request.
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10. LoGgouTt

On the upper right part of the Application the User can click on the head icon so as open the

down-down menu options:
Wel d )
Nelcome ndommana
ATOO1000 .) @

Online Help n_____
Logged in Provider e______
—— ) Logged in Provider UUMDS
i @)
pagedn ce —— B Logged in office: ATOD1000

Change Office e______ O Change Ofice
Logouto»——___e, ogout

Online Help

Online Help
Click here to re-direct to the Online Help guide of the INF-SP application.

e

Logged in Provider
The user has logged from the UUMDS access management platform.

e

Logged in Office
Displays the Customs Office Code that the User is logged in.

Change Office
Click on this link to navigate to Login Customs Office page.

Logout
Click on this link to Logout and navigate to User Login page.
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