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Foreword

This user manual has to be used together with the on-line help file in the import system and the Cyprus customs procedures as laid down in the legislation and Custom Procedure Guide.

All codes needed for the boxes in the SAD are available online and in the annexes to the Custom Procedure Guide.

This user manual is also available as a pdf file on the intranet.

2  Welcome to the new import system

The Cyprus Import system, which is designed in line with the procedures used in EU, supports the customs rules and procedures, as they appear in the Customs legislation and regulations.

The Import System user manual is created for use by Customs, which must be able to create declarations, handle declarations selected for control and release goods manually. 

It is an advantage to have the Import system open when you read this guidance. 

Please note, that declarations

· under creation

· waiting for actual arrival time

· containing errors

are not considered as received by Customs. Read in the manual how to keep an eye on such declarations.

3  The Customs procedures

ADVANCE \d4The new Customs procedures primarily means introduction of a declaration module and changes in the rules about the values in the SAD submitted to Customs. There are some changes in the legal basis in connection with the clearance of goods imported from countries outside Cyprus. See details in Custom Procedure Guide with annexes. 

ADVANCE \d4
3.1  Import declarations – from the manifest system

The optimal procedure is declaration where information from the transport document already is registered in the manifest module. When the importer or his representative wants to create the import declaration, he will automatically retrieve all information already in the manifest system. 

ADVANCE \d4 Registered importers and approved registrars can use this declaration procedure. ADVANCE \d4

ADVANCE \d4

ADVANCE \d4

ADVANCE \d4

ADVANCE \d4
3.2  ADVANCE \d4Import declarations – without manifest registration

ADVANCE \d4To support clearance of goods not already included in the manifest system, the Cyprus Import system give Customs, clearing agents and importers the possibility to create a new import declaration. This function have to be used in the following cases:

· Ex warehouses

· Locally produced excisable goods

· Direct delivery

· Any other unmanifested cargo where an SAD should be created.
3.3  ADVANCE \d4 ADVANCE \d4When are the goods free for use
ADVANCE \d4The goods are released for the declared customs procedure when the declaration is accepted in the Import system and the following issues have been completed: 

· examination, if this is requested by the system

· import regulations control, if any regulation is included in the declaration.

· payment

ADVANCE \d4The declarent has the possibility to follow his declaration in the system from creation to release.

3.4  ADVANCE \d4Electronic-solution

ADVANCE \d4The fastest customs clearance is achieved by giving the information electronically to Customs.

ADVANCE \d4The information can be given online via the Internet or via XML (batch-solutions).

3.5  ADVANCE \d4

ADVANCE \d4The Cyprus Import system

ADVANCE \d4The system contains the following modules:

· ADVANCE \d4Declaration module.

· ADVANCE \d4Automatic risk analysis of declarations

· ADVANCE \d4Reference data.

· ADVANCE \d4XML-interface solution

3.6  ADVANCE \d4The declaration module

ADVANCE \d4In the declaration module, declarations can be entered. 

The declaration module also contains information about status of the declaration – e.g. validation, risk analysis and historic information.
3.7  ADVANCE \d4Automatic risk analysis

ADVANCE \d4All declarations run through the automatic risk analysis, which suggests if the goods is a candidate for physical control or if it may be released. The module is a tool to select the goods, where the risk for essential errors is highest.

ADVANCE \d4The risk analysis consists of the following 3 stages:

ADVANCE \d41. Dynamic parameters, which makes it possible to set risk factors on almost any of the fields in the SAD document. If the entered parameter matches the given information, the module will give information about this and the goods will as a starting point be a candidate for control. This can for example be specific goods from certain countries of origin.

ADVANCE \d42. Fixed parameters, where a mathematical selection is made from the defined risk values on the commodity code, country of origin and -dispatch, procedure codes, consignee and clearing agent.

ADVANCE \d43. Random selection.

3.8  ADVANCE \d4Reference data

ADVANCE \d4The system contains a maintenance module concerning basic data for the declaration- and risk module. Examples of the reference data can be country codes, procedure codes etc.

3.9  ADVANCE \d4XML

ADVANCE \d4The module secures that companies can deliver information via a computer-to-computer solution (Batch solution)

How to log on to the import system

A logon to the import system is made in the following way:

1. Click on <Internet Explorer-browser> and the frame Customs Intranet appears.

2. Click on <Cyprus Import System > and the logon frame to the import system is shown.
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To continue, enter:

3. User name (Userid).

4. Password (4 letters and 2 numbers).

Click <Login>.
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At the first connection a Java-Plug in, about 5 Mb, will be downloaded and installed. This will take some time, depending on the speed of the Internet connection.

After this installation, the Client part of the Import system (about 8 Mb) is downloaded. During the installation, a warning may be displayed, hidden behind the active browser. By minimising the browser, the warning may be seen and responded to.

First time the user is logging on the system he will be asked to change his password. The user can at anytime change the password by clicking the bottom change password. After changing his password he has to log on with the new password.

If there are problems with the first connection to the import system, please read the instruction available on intranet and if still problems the user has to contact the local super user.

If there are still problems, the super user will contact the THESEAS project Helpdesk.

Main menu

Now a message box shows the main menu with different folders and the following sub folders - depending on the user’s rights:
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This box shows the folder for a officer with user rights system

The main menu for an importing company contains all the declarations created by the company and the declarations created by others with authorization from the company. It also contains a folder with a list of agents that the company has approved to submit declaration on its behalf.

The authorised clearing agents will be able to see only the declarations created by them.

4  How a declaration is created 

Double click on <Declaration> in the Main menu and the following screen appears:  
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.
The screen shows the picture, which is used to create a declaration. It contains a menu line, a tool line, a program area, a status line, and an overview. The Overview is placed behind the Declaration window.

We will return to the use of the overview later on.

Declaration with manifest registration

Click on <File> <open> and key in the dialog box pop up the reference number from the manifest system and the TR No of the importer.  Click<ok> .
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The declaration will be opened and the information from the manifest system will be transferred in the boxes of the first panel of the SAD.

The content of the declaration

The declaration frame is split into 10 frames/panels. The declarant has to enter information in the white boxes in frame 1-4.

Information about means of transport, Custom House and packages is retrieved from the manifest system, when the declarant opens his declaration.

On frame 5, be aware that the system automatically calculates customs duty and tax. We will come back to the use of frames 6-9 later.

If a field is skipped or filled with invalid information, it will be marked with a blue colour. The declaration cannot be handled before all the fields are filled correctly.
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Panel 1(Transport) is shown above. 

Here you have to key in information about the inland mode of transport and you have the possibility to enter your internal number, for help to the boxes se the Custom procedure guide.????
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Panel 2 (Document Body) is shown above.

Here you have to key in the main information for the SAD. For help to complete the boxes see the Custom procedure guide.
When entering the declaration it is important to complete correct the panel 2b, Complementary data.
Item 00:  (Declaration level)
To key in information on declaration level, please use the drop down menu in box 32 Item no

INVOICE:
 The invoice number(s) related to the declared goods.

Box 44.13 Fees:
 If you have to pay a fee, you have to key in the Code and Value for the correct fee.


[image: image9.png]Declar: omplete express

Hie ot tivigae Adusmens Fungions. e
%[B[0 v|a| als]n] 2

Referenc o Intern o

 Transpon] 2 Dosumentbody 20 € ts | |  supp. formation]|  Cateuaions| 5 Vargaion| 7 syt document ody| & Sysem e | sty |

4813 Fees r
Coe vaine
iwoice

cote: [mvorce Value: Add Unidate.| Delete

200304040853





You can use these functions:

Add:

Will ad a new line of complementary data

Update:

Will update the current line of complementary data

Delete:

Will delete the current line of Complementary

Item 01-99 (Item level)

To choose the right item, please use the drop down menu in box 32 (Item no).

For each item on the declaration enter:

· Complementary data needed by tariff to calculate the right amount of import duty, and VAT

· If there is a claim for relief, the relief code

For help to complete the boxes see the Custom procedure guide.

In case the declaration does not contain all the information to compute the assessments, the code of the missing complementary data is saved in the data base under each concerned item in order to be accessed directly from panel 2b and a dedicated message will be posted on panel 6.  

Re-open your declaration, key in the value for the missing complementary data and resubmit your declaration.
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Panel 3 is shown above. 

Here you have to key in information about each item on the SAD. For help to complete the boxes see the Custom procedure guide.

When entering the declaration it is important to note frame 4, Supplementary information, which represents an analysis of box 44 in the SAD document. 
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Field 44.1 (License no.) is equal to the number written on the authorisation issued by Customs for the procedure (e.g. temporary importation or inward processing.. If, e.g. the authorization number is 130/03/170/00023 it must be entered as 1300317000023

Field 44.2 (Certificate type). The certificate type is related to the commodity code and the specific goods regulations related to the commodity code. If a character-code is given in field 44.3 (Goods regulations), a certificate code must be entered in field 44.2. If an A is entered in field 44.3 a certificate code, e.g. 20, must be entered in field 44.2.

Field 44.2a (Certificate number). If a certificate type is entered in field 44.2, then the certificate number must be entered in field 44.2a.

Field 44.3 (Goods regulations). This code is related to the commodity code. E.g. A is goods covered by veterinarian control for live animals and animal products.

Field 44.4 (Pref. doc. type). The code for the preference documentation. E.g. the code for EUR.1 certificate is 1.

Field 44.4a (Pref. doc. no). The number of the preference document.

Field 44.5 (Transp. doc. no). The transport document number. This field is mandatory when the mean of transport is by air (Code 40)

Field 44.6 (Message). Special information related to the clearance can be entered here.

When the fields in frame 1-4 are filled out, the declaration is ready to be sent to the import system, the declarent can choose between two buttons

Choosing the bottom 
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  (named “Send”), the import system will make a pre- validation and calculation of the duties and taxes for the submitted declaration. If there’s no error, the declaration will stay on status code 12, ready for approval. 

NOTE: Declaration with status code 12 is not considered as received by Customs.
Choosing the bottom 
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 (named “Approve”), the import system will make the validation and calculation of the duties and taxes for the submitted declaration. If there’s no error, the declaration will proceed in the import system and is considered as legal binding and received by Customs.

You will get the samme reference number as you keyed in the dialog box the declaration is now created. At the same time is given information about the declaration being approved. Click on <OK>.
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On panel 6 Validation frame, you can see if the declaration is accepted by the import system.

Panel 5.
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When you have submitted the declaration and validation is done, this panel contains the assessments as computed by the Tariff from the information provided by the declarant in his declaration:

The information on the panel is:

No  = the line number of the line.

Type = Line type and calculation type (e.g. 1 means to be paid and 103 is normal duty rate).

Basis = the value of which the duty, excise or VAT is calculated.

Rate = Rate of duty, excise or VAT assigned by tariff.

Amount = the calculated amount

Account = Account number in accounting system.

For further help se Custom Procedure Guide and help file for each box on SAD.
Note: In case the declaration does not contain all the information to compute the assessments, the code of the missing complementary data is saved in the data base under each concerned item in order to be accessed directly from panel 2b and a dedicated message will be posted on panel 6.

Re-open your declaration, key in the value for the missing complementary data and resubmit your declaration.

The panel 6 comprises the messages sent by the system during the validation process for the declaration.

Messages related to errors, time out, release etc.
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The messages can be a error message. If  you receive an error message, you have to open the declaration, correct the error(s), an submit the declaration again.

In addition, a message can be an inrmation message.
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The panel 7 comprises data related to the status of the declaration and its handling by the processes of the import system:
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For values for declaration type, declaration medium and status codes please see annexes to this manual.

The panel 8 comprises detailed status for each item of the declaration as regards to the Import system:
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If there is more than 10 items you can use the 
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 function to walkthrough all the items.

The panel 9 comprises the history of the declaration from its creation to its last modifications.
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The history panel has the following contents:

Serial no = Line number

Log ID = the transaction for the declaration

Medium = the way the declaration is submitted (e.g. Customs Input, Internet or XML)

Type = Type of declaration (e.g. Complete express)

BatchID = the transactions number for the XML interface.

User = the user who has done the transaction.

Log date/time = Time stamp from the system

Filling = Each time there is an A, information is written to archive.

4.1  Declarations without manifest registration

If you want to create a declaration without previous manifest registration you need to use <File> <New><Import declaration>
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From here You have to follow the same steps as declaration with manifest registration´.

The overview function

When you have created a declaration, you can follow the status of the declaration in the overview function.
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In the overview you have the opportunity to get a selection of up to 200 declarations of your own choice. The result is build as a “pathfinder function” with the folders, which you have asked for.

The overview function is started like this:

1.
Maximise the overview. <File><Find> or use F12
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At the right side of the frame you can mark the folders, you wish to included in the selection. The folders contain the following declarations:

1. Declarations - Creation
Contains declarations under creation. This means all declaration types with status codes 00-08.

2. Declarations - Error

Contains all declarations, which is erred in the validation. This means all declarations with status code 9.

3.

3 A. Actual arrival time
Contains declarations, which are validated and approved with expected arrival. These declara​tions only miss the actual time of arrival to be accepted, this means all declaration types with the status code 11.

3 B. Approvals 

Contains declarations, which are approved by the system, but which are waiting for the user to approve them. This means all declaration types with the status code 10 and 12-15.

3 C. Manual acceptance
Contains declarations, which before they can be accepted automatically, also must have been accepted manually of the Customs centre. This means all declaration types with the status code 16-19.

3 D. Releases
Contains declarations, which are accepted, but which have not been released, neither automati​cally nor manually yet. This means all declaration types with the status code 20-39.

3 G. Adjustments
Contains declarations, where a deposit is made for missing value- or preference documentation. This means declarations with:


Declaration type 11 (Movement of goods) with measure type 1700 or 1800.

3 J. Quota duty handling
Contains quota declarations with status code 20 or higher, for which a report to the quota administration occurs, but where the answer on the quota handling are not available yet.

4. Declarations - Done
Contains declarations, which are handled completely.


Declaration type 11 with status code 40 or higher.


5. Sundries (Temporary status)


Declarations running the risk analysing, status code 20.


6. Deleted declarations


Declaration deleted in the system, declarations with status 98

If you have no further criteria from the left part of the frame, then the result of the selection will be the last 200 declarations, which the user has access to.

Limitation
However you have the opportunity to make the selection more precise. By choosing one or more of the following criteria:

User ID
Here an actual user can be typed in. After this the result of the selection is only declarations, which are created by this user. The result is split up in the folders you have chosen.

Registrar (identification number)
Here the identification number for a specific registrar can be entered. The result of the selection will then only be declarations, where this identification number is given as registrar. The result is split up in the folders you have chosen.

Declarant (identification number)
Here the identification number for a specific declarant can be entered. The result of the selection will then only be declarations, where this identification number is given as declarant in space 14. The result is split up in the folders you have chosen.

Consignee (identification number)
Here the identification number for a specific importer can be entered. The result of the selection will then only be declarations, where this identification number is given as consignee in space 8. The result is split up in the folders you have chosen. 

Customs office
Here the 4-digit code of the Customs office can be entered. The result of the selection will then only be declarations where this code is given in space A on the frame “Document body”. The result is split up in the folders you have chosen.

Home Customs centre
Here the code of the home Customs centre can be entered (for example 6104). The result of the selection will then only be declarations with consignees belonging to this duty centre. The result is split up in the folders you have chosen.

Created Date/Time from and Date/Time to
Here the date and possible time for either creation- or updating time is entered. If the user only entered a “from-date”, all declarations from this date are selected. If only a “to-date” is entered all declarations from this date is selected. If no “to-date” is entered, then the selection runs for the actual date (this date). The result is split up in the folders you have chosen.

Actual/Expected arrival Date/Time from and Date/Time to
Here the date and possible time for either an actual or expected time of arrival is entered. If the user only enters a “from-date”, all declarations from this date are selected. If only a “to-date” is entered, all declarations to this date is selected. If no “to-date” is entered, the selection runs to the actual date (this date). The result is split up in the folders you have chosen.
Released/Accepted Date/Time from and Date/Time to
Here the date and possible time for either releasing- or acceptance time is entered. If the user only enters a “from-date”, all declarations are selected from this date. If only a “to-date” is entered, all declaration to this date is entered. If no end date is entered, the selection runs to the actual day (this date). The result is split up in the folders you have chosen.

Status
Here an actual status code can be entered. The result, which then only will be declarations with this status, is split up in the folders you have chosen.

Type
Here an actual declaration type can be entered. The result, which then only will be declara​tions with this type, is split up in the folders you have chosen.

When you have entered your selection criteria and marked the folders, which you want included in the overview, you click on <Find>. 


[image: image26.png]Uearld G T crousinovenien
(Mark e e o b il
Ragistar Hom Custams sante
o
5. Declrations- Waitingfor
el 20 | I~ o Actuat srval

DaterTime from DaterTime to I~ 38. Approval

[~ 1. Declarations- Creation

7 2. Declarations- Evor

[~ 3. Manual acoeptance.

Crasted 20030404 [os00
7 3. Release

[~ 3. Supplementary nformation

[ 3H. Assessment list
Released r [ 31 Estimated assessment

™ 3K.Unfinished Advance notieation

status ~ 7 B Bedaasns Band

7 5. Sundiies temporay status)

Trme =
i [ 6. Delated dectarations

save Find Claar Close





Click on <Close> in the Overview filter.

You open the folders by double clicking on them. The folders contain all the declarations, which suits the chosen criteria.
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If you continuously wish to update the same selection, you must click on the refresh-button in the lower right corner in the overview.
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How to enter the actual time of arrival 

For declarations entered in the Import system with an expected arrival time, the actual time of arrival must be entered in order to clear the goods.

For goods imported by ship, air, post or via an authorised importer, the importer must enter the actual arrival time in the import system. For other goods (e.g. imported by truck), and for goods declared using the SAD document, the importer must inform the Customs office about the actual arrival time and the Customs officer will enter the actual arrival time in the declaration.

You can enter the actual arrival time for all the declarations 

· Enter into <File> <Show> type in reference number, click <OK>.
· Enter into <Functions> <Build up of payment> <Type in actual time of arrival>.
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When the actual time of arrival is set, the declaration proceed to the risk analysis.

5  DS-likeness error - correct or keep

All declarations run through a Statistic’s probability check.

If a declaration is “caught” in a probability check it will stop with status code 15 and be placed in the Overview’s folder “Waiting for approval”. At the same time a notice, which relates to the current item and likely errors for example “Statistical value pr kg net mass seems too high”, will appear in the Validation frame.
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If the declaration is submitted online, the importer must go through the declaration and correct it or keep it as stated.

For paper declarations, Customs must go through the declaration and evaluate if it is an error, which must be corrected - possible after agreement with the company - or if the declaration must be obeyed as stated. 

If you wish to correct the error, press<File> <Open>, after which you can correct the declaration. When the correction is made, you must submit the declaration again. 

If it is not an error and you wish to keep the information in the declaration, this is done in the following way:

Enter into <Functions> <Completion of payment> <Keep DS-likeness check> 
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That is why it is important that you, in connection with this function, can document the basis for keeping the values.

This is made by opening the declaration in<File> <Open> and enter the reason in the space “Message” in the frame Supplementary information.
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When you have noted that Goods regulations fulfilled, the declarations can be released.

It is done like this:
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· Enter <File> <Open> and type in the reference number in the message box. After this the declaration appears on the screen. 

· Approve the declaration in the menu item <Functions> <Clearance handling> <Releasing><Check of import regulations> 

If the declaration is stopped at status code 28, the manual release will be effected through the accounting system, after cash payment of the duty liability at the cashier office.

The declaration is then in status code 40 and you will be able to find it in the folder “Done” in the Overview.

6  Adjustment of deposit declarations (the calculation types 1800)

For declarations, where a deposit is made for missing preference documentation (measure type 1800), the adjustment of the declaration must be made within one month. When the preference documentation is available for the importer, information about the preference certificate type and the number of the certificate must be keyed in the relevant boxes in panel 4, together with the proper preference code in box 36.

It is done like this:

· Enter <File> <Show>.
· Type in the reference number.

· Click <OK>.

· The declaration appears on the screen.

The changes in the declaration are made by choosing

 <Functions> <Completion of clearance> <Correc​tion of deposit specification>. 
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By this act the declaration is opened for correction of all fields, which must be corrected. The declara​tion is assigned the status code 05. Now you can complete the required correction.

After change of information, the changes are approved with <File> <Approve> or use the short icon 
[image: image36.png]


 After approval, the declaration changes to status code 40, provided the amount to be refunded is less than the amount decided in the table “functions distinctions” folder 1. If the amount to be refunded is higher than this amount, the declaration will be assigned status code 13, which means that a senior officer should approve the adjustment.

It is done like this:

· Enter <File> <Show>.
· Type in the reference number.

· Click <OK>.

· The declaration appears on the screen
· <Functions><Duty handling><Regulation><Approve regulation>
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Information about the new calculations is send to the accounting system. 
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When finished use the approve button 
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 and the changes is send to the validation process. 

After approval, the declaration changes to status code 40 provided the amount to be refunded are less than the amount decided in the table “functions distinctions” folder 1. If the amount to be refunded is higher than this amount, the declaration will be assigned status code 13, which means that a senior officer should approve the adjustment.
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Information about the new calculations is send to the accounting system. 

 Status codes 

	  
	Creating

	00 
	Create declaration.     

	01 
	Current notice. Create draft declaration.    

	02 
	Creation completed.     

	03 
	Correction of declaration.     

	04 
	Creation of estimated assessment.     

	05 
	Correction of declaration.     

	06 
	Regulation of declaration (Correction).     

	07 
	Regulation of declaration/item (Delete).     

	08 
	Postpone correction respite.     

	09 
	Error in declaration.     

	  
	Approval     

	10 
	Approve by the system (with expected arrival).     

	11 
	Approve with expected arrival.     

	12 
	Approve with actual arrival.     

	13 
	Approve missing function separation.     

	14 
	Approve compare the function separation.     

	15 
	Maintain DS probability check.     

	  
	Acceptance     

	16 
	Manual acceptance for more conditions (status code  17, 18 and 19).   

	17 
	Manual acceptance (guarantee for temporary antidumping).     

	18 
	Manual acceptance (quota).     

	19 
	Manual acceptance (measure control).     

	20 
	Accepted (automatically or manually).     

	  
	Releasing     

	21 
	Carried through Risk analysis.     

	22 
	Automatically taken out to control (red).     

	23 
	Automatically taken out to evaluation (yellow).     

	24 
	Manually taken out to control. *   

	25 
	Released (automatically).      

	26 
	Waiting for manual release after control of Goods regulations and Payment etc.   

	28 
	Waiting for other manual release than Goods regulations e.g. check of payment.   

	29 
	Waiting for manual release after control of goods regulations.     

	30 
	Released manually, but waiting for automatically release. *    

	31 
	Released (automatic after control). *    

	32 
	Released (automatic after evaluation). *    

	40 
	Accepted and Released. 


	
	Finalising     

	42 
	Split up temporary storage included on the assessment list.   

	43 
	Permission to submission of period declaration.     

	44 
	Approved importer method 2.     

	45 
	Split up of temporary storage.     

	46 
	Temporary storages collected in a new payment.     

	47 
	Estimated assessments not passed on.     

	48 
	Included on the assessment list.     

	49  
	Change declaration type (estimated assessment).     

	50  
	Change declaration type (completion).     

	51  
	Automatic change of declaration type.     

	52 
	Automatic. Split up collection shipment, Ended.     

	53 
	Change declaration type (completion). Re-exported     

	54 
	Change declaration type (completion). Stored on provisional storage.   

	55 
	Change declaration type (completion). Corrected without submission of customs documents. 

	57 
	Ended advance notification.     

	  
	Emptying     

	69 
	Passed on to DR *  

	98 
	Deleted (inactive)     

	99 
	Ended (distant activated)     

	
	

	
	* is not used at the moment.     


20 
Declaration types 
	0 
	Declaration to current notice   






	1 
	Advance notification   







	2 
	Simplified express   






	3 
	Supplementary information   







	4 
	Complete express   






	5 
	Complete express, threshold    





	6 
	Temporary storage   





	7 
	Standard clearance   







	8 
	Standard clearance, threshold   






	9 
	Estimated assessment of temporary storage   




	10 
	Estimated assessment of simplified express   





	11 
	Customs declaration   







	12 
	Other rectification, e.g. Export   







21 
Releasing codes 
	  
	After expected arrival   





	1 
	Not released   






	2 
	Risk analysis done - not released   



	10 
	Advance notification Risk result = Green   



	11 
	Advance notification Risk result  = Red   



	  
	After actual arrival   





	18 
	Not released   






	19 
	Risk analysis done - not released   



	20 
	Released without control  





	21 
	Released after evaluation   




	22 
	Released after control   





	23 
	Manually released  





	24 
	Released by the system (estimated assessment) 




7  Declaration medium

	1 
	Client/Server from Customs centre Intranet 

	5 
	Client/Server from company Internet
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