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2.1Trader Login

When the user has received the registration confirmation from the Customs Authorities, then (s)he is enabled to login into the ECS System. 
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In the fields Username and Password the user must fill the same data which (s)he respectively had provided during the registration procedure. The language can be selected from the language drop down button. After filling the form the user should press the Log in button.
First Login
For security reasons, during the first login in the ECS application, the user is asked to change his/her password (it is the password (s)he received from the issuing authority).
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After clicking OK the user is asked to give a new password.
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The user is asked to enter his/her new password twice and clicks OK. 

In case the provided password conforms to the password policy the following screen appears confirming the password change and its expiration date.
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Password's Expiration
If during the login procedure the user's password is found that has expired, the following message informs the user accordingly asking him/her to create a new password.
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The procedure that the user will follow in order to create the new password is exactly the same as in the previous section.
2.2 Trader Notifications
The Notifications screen is the screen that is displayed in the Main Panel when the user enters the ECS application. It is also the first option in the Tree Menu.
The purpose of the Notifications screen is to displaying reminders of user's movement. 
Trader can enter the following search criteria Notification:

· From 

· To

· Status

· MRN

After specifying the search criteria, user clicks Refresh button and (s)he is presented with the search results. 
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2.3 Create Exit Declaration
The EXIT SUMMARY DECLARATION (IE615) can be submitted either in an Office of Lodgement or in the Office of Exit. 
The user submits the EXIT SUMMARY DECLARATION(IE615) where (s)he can declare a Representative Trader to act on his/her behalf on the Customs of Exit.
User clicks Create Exit Declaration in the Tree Menu to create a new EXIT SUMMARY DECLARATION (IE615).

This is the beginning of the process where the Exit Summary Declaration is submitted to the office.

In each step, user is able to temporarilly save the Exit Summary Declaration, by selecting Temporary Save.

In case of successful declaration the Trader should see an EXIT SUMMARY DECLARATION ACKNOWLEDGEMENT(IE628) response message containing the generated MRN
In case of unsuccessful declaration the Trader should see an EXIT SUMMARY DECLARATION REJECTED(IE616) response message containing the errors.
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To create a new declaration:

From navigation tree, the user should click Create Exit Declaration and go through the five steps to complete the declaration:
· Step 1: General selections
· Step 2: Transport/Loading

· Step 3: Traders

· Step 4: Destination
· Step 5: Goods
2.3.1 Create New EXS - Step 1: General selections
Initially the user should complete a series of general fields. For each step there are fields that are dependent on other fields in this or previous steps.
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2.3.2 Create New EXS - Step 2: Transport/Loading
The following screen contains all the information related to transportation and places of loading and unloading for all goods.
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2.3.3 Create New EXS - Step 3: Traders
The following screen contains all the information related to Traders. They are separated in roles which are the following

· Consignor Trader

· Consignee Trader
· Representative
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2.3.4 Create New EXS - Step 4: Destination
The following screen contains the destination of means of transport which are declared in step 1.
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In order to add records in the “Itinerary”, “Seals ID”  tables, user clicks the Add button that exists in each table. A new dialog will be displayed for each table (see Figure below): 
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2.3.5 Create New EXS - Step 5: Goods
The following screen contains the data for each good which is related to EXS. Some fields are dependent on fields in previous steps.

User clicks Add from Goods table and fills the Good Details.
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In order to add records in the “Packages”, “Documents/Certificates” and “Containers” tables, user clicks the Add button that exists in each table. A new dialog will be displayed for each table (see Figure below): 
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2.4 Create Export Declaration
The EXPORT DECLARATION(IE515) can be submitted in an Office of Export. 

By submitting the EXPORT DECLARATION(IE515) the Export Procedure is initiated. At the end of this procedure at Export the AER (IE501) should be sent by this Customs Office to the Office of Exit.

Click Create Export Declaration in the Tree Menu to create a new Export Declaration.
In each tab, user can temporarily save the Export Declaration, by selecting Temporary Save.
In case of successful submission of the initial declaration the Trader should see an EXPORT MRN ALLOCATED(IE528) message containing the generated MRN for this Movement. The status after the successful submission will be 'Accepted'.
In case of an unsuccessful submission of the initial declaration the Trader should see an EXPORT DECLARATION REJECTED(IE516) message containing the errors of the declaration.
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To create new declaration:

From navigation tree, the user should click Create Export Declaration and go through the six tabs to complete the declaration:
· Tab 1: Basic Selection

· Tab 2: Common

· Tab 3: Transport

· Tab 4: Trader

· Tab 5: Destination
· Tab 6: Goods

2.4.1 Create New Export Declaration - Tab 1: Basic Selection 
Initially the user should complete a series of general fields. For each tab there are fields that are dependent on other fields in this or previous tab.
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2.4.2 Create New Export Declaration - Tab 2: Common 
The following screen contains all the information related to Common Details.
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2.4.3 Create New Export Declaration - Tab 3: Transport 
The following screen contains all the information related to Transportation.
[image: image24.png]Add/Edit Payment Deffered or Postponed 3]

Autnorisation | 1070

reference

| ok || % cancel |





2.4.4 Create New Export Declaration – Tab 4: Traders
The following screen contains all the information related to Trader.
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2.4.5 Create New Export Declaration – Tab 5: Destination
The following screen contains all the information related to Destination
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In order to add records in the “Itinerary”, “Seals ID”,”Payment deffered or postponed”  tables, user clicks the Add button that exists in each table. A new dialog will be displayed for each table (see Figure below): 
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2.4.6 Create New Export Declaration – Tab 6: Goods
The following screen contains the data for each good. Some fields are dependent on fields in previous tabs.
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By clicking the Add button the following form should appear. 
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In order to add records in the “Taxes Calculation”, “Special Mention”,”Administrative Reference”,”Document/Certificate”,”Container”,”Package”  tables, user clicks the Add button that exists in each table. A new dialog will be displayed for each table (see Figure below): 
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By filling the necessary fields and clicking OK and then Submit in the outer form, a pop-up window informs the user that the submission is final and prompts him whether (s)he wants to proceed.
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2.5 Manifest Presentation (IE547)

After the Customs Office at Exit decision to release the goods for exit the Trader must send the Manifest Document to declare which Goods should be released.
If the MANIFEST PRESENTATION (IE547) message is accepted the Trader should see an MANIFEST VALIDATION (IE548) message and the Status is set to :
· Goods Released for Immediate Leave
Click Manifest Presentation  in the Tree Menu to submit a MANIFEST PRESENTATION (IE547) message.
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Initially the user should complete a series of general fields. 
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In order to add records in the ”Customs data”  table, click the Add button that exists in each table. A new dialog will be displayed for each table (see Figure below): 
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2.6 XML Upload

Through the following screen user can be upload an xml file for the message types 

· EXPORT DECLARATION(IE515)

· MANIFEST PRESENTATION(IE547)

· INFORMATION ABOUT NON-EXITED EXPORT(IE583)

· EXIT SUMMARY DECLARATION(IE615)
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By selecting Message Type and click Upload XML button the following form should appear.
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2.7 Draft Messages

During the submission of a new declaration user is able to temporarily save the declaration as a draft.

Before proceeding to the final submission user presses the Temporary Save button.
Temporary messages are saved in application until user decides to delete them by choosing the message from Temporary Messages Grid and then Delete.

To retrieve a temporary message click Temporary Messages in Tree Menu. 

Click a message in Temporary Messages table
Click Edit and the stored message is loaded to New Declaration Screen.
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2.8Trader Reports
Trader is able to view all erroneous messages by selecting Reports, Erroneous Messages in the navigation tree. Erroneous messages are the ones that were rejected by ECS System because either were not valid or were not expected (I.e the arrival of a message is inconsistent with the movement's status.
An erroneous message may be: 

1. XML invalid: the XML that represents the message is inconsistent with its formal definition.

2. Logically Invalid: the XML that represents the message is consistent with its formal definition but some of its contents are invalid.

3. Out of sequence: the arrival of the message is inconsistent with the movement's status / the message was not expected at the time of its arrival
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For each erroneous message the following information is displayed:

· Erroneous Message: the type of the erroneous message
· Response Message: the type of the message that was generated by the system in order to respond to the arrival of an erroneous message

· Created: the date that the erroneous message arrived

· XML Invalid: whether the XML of the erroneous message is invalid

· Logically Invalid: whether the erroneous message is logically invalid

· Out Of Sequence: whether the erroneous message is out of sequence (not expected at the time of arrival)
· Sender: the National Export Control Application that the erroneous message arrived from or the Trader's TIN if the message was submitted by a Trader
2.9 Trader Profile Management
Trader can manage his/her own profile by selecting Profile from the menu. 
In the Profile screen that appears, Trader can review some information about him (username, email, personal details, EORI details,service provide Id) and change his/her email or password.
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2.10.1 Change password
Trader has the option to change his/her password by clicking “Change Password” in Profile Screen. 
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User enters his/her new password twice and clicks OK. 
In case the provided password conforms to the password policy the following screen appears confirming the password change and its expiration date.
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2.10.2 Change email
In order to change email Trader provides his/her new email address in Email field and clicks on Change Email button.
A pop-up window informs user that the submission is final and prompts him whether (s)he wants to proceed
User clicks Yes and the change applies successfully.
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