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Objective

To describe all required operations involved in receiving, delivering, processing and
registering a cargo manifest at ports of entry/departure in Swaziland.

Scope

The present Manifest procedure is implemented at all ports of entry where goods may arrive
in Swaziland.

Responsibility

The accomplishment of this procedure is the responsibility of the carriers or the carrier
agents acting on their behalf, and the Customs Officers involved in activities related to the
arrival of all means of transport carrying or not carrying any goods, and where applicable,
any agency responsible for the custody of goods in transit.

Legal Basis

The legal basis for the Electronic Manifest may be drawn from:

a) Revised Kyoto Convention, 2006;
b) Trade Facilitation Agreement, 2013;
c) Customs and Excise Act 1971and related Regulations and Rules;

Vi.

Vil.

A Report on Arrival or Departure, which contains a Manifest, must be furnished by the
person in charge of a means of transport arriving at or departing from a port in
Swaziland.

This Manifest may be submitted using electronic means before arrival or departure;
The Report on Arrival should be submitted within a prescribed time (to be specified);
The Manifest must conform to a prescribed form.

The Manifest must pertain to all goods consigned in a conveyance. For purposes of
Customs control a Manifest will take the form of a Master Waynbill.

A separate manifest of single consignments packed in each container must also be
furnished to facilitate Customs control, clearance and release of each consignment.
This may take the form of House Wayhbills, commonly referred to simply as Waybills
at the railway and air ports.

Short landed or excess cargo should be reported to Customs for the Manifest to be
amended accordingly.
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viii.  Consolidated cargo imported by air, post and rail can be de-grouped by the
authorized Declarant into single Wayhbills to be controlled individually.

1. Introduction

The Manifest

A manifest is a transport document that contains all the goods transported by a
means of transport during a particular journey (ship cargo, plane cargo, truck or train
load).The main purpose of the manifest is to provide the information relating to the
transported cargo for commercial or regulatory reasons. It is generally used by
Customs as a summary declaration to ensure that all transported goods are placed
under Customs control. It also provides Customs with useful information on the
goods, allowing planning for the type of inspection, risk management and allocation
of human resources etc.

This document describes how ASYCUDA World handles cargo manifest as well as
its associated Bills of lading (BOL"s). It covers road, rail and air cargo manifests.
The common practice is that Customs administrations do not capture the Manifest
into the automated Customs systems. Instead, Shipping agents and other relevant
authorities do so and submit the electronic Manifests together with its associated
Bills of Ladings/ Airway-bills to the Customs system, such as the ASYCUDAWorld,
like in the case of Swaziland.

This User Manual is intended to provide internal stakeholders with detailed
instructions for preparation and submissions of electronic cargo manifests to
Customs. For ease of use, instructions are arranged in a sequential order with
graphics and illustrations for each process involved in storing and registering cargo
manifest on ASYCUDA and related processes.

The Manifest is composed of two parts:

The General Segment contains the data related to the whole cargo transport; and
one or more transport documents.

The Transport document(s)
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The words « master waybill », « house bill», « sub bill », « 1st level waybill», « 2nd
level waybill» and « splitting» are frequently used. They are defined as follows:

House bill: represents a whole consignment. Goods relating to a house bill may be
declared directly by a Customs declaration and the document will be written off.

Master waybill: Refers to the consolidation for transport purposes of several house
bills. It must be deconsolidated into house bills before a declaration can be lodged
against any of the bills.

1st level wayhbill: This is a bill directly linked to the manifest; it can be a Master or
House wayhbill...

2nd level wayhbill: It is always a house bill resulting from a deconsolidation. It is not
directly attached to the Manifest but to a master waynbill.

Sub-bill: it is synonymous with the 2nd level wayhbill

Splitting: Divides a house bill in multiple lines (wayhbills) for different types of goods.
It is different from a deconsolidation. Deconsolidation or de-grouping, involves a
single master bill of lading that relates to several different consignees who all share
the same mode of transport. (e.g. deconsolidation of a container loaded with several
consignments that are destined to different consignees and which were grouped
together in the container for economy of transport).

The master waybill is de-grouped or deconsolidated into « house bills » or « sub-
bills ». The splitting relates to a waybill containing various goods belonging to a
single consignee that are separated for facilitating the goods clearance (e.g. a pallet
containing goods for a single consignee that have to be entered differently and
separately at Customs such as IM4; IM5; or IM7). The bill is divided in different item
lines being waybills for purposes of final Customs clearance.
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2. Definition of Icons and Tabs
The documents « Manifest-General Segment» and « Manifest-Waybill» have icons and
tabs that allow accessing various functions.

Top and Bottom Menu bars of the Manifest General Segment

) General Segment - New [n/a]

“ile Edit View Help || Manifest !!
@ ﬂ im (XL} (=)p0

Top and Bottom Menu bars of the Waybill Segment

=1 waybill - New [n/a]
File Edit View Help

@ B T E o s @ | Verow Comaners )

-.' L
Icon of the top bar menu Description of Function
= Verification of the document
= Document Storage

Button for controlling the totals
- Verification of the consistency of the totals
between the manifest and the sum of the
wayhbills: packages, containers and gross weight

AT Import of a document from an XML file
-

- Export of a document to an XML file
HCPAL

Printing of the document

- )
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e Search of documents using the « finder »
&P Access online help
Tabs at the bottom bar Description of Function

Manifest Allows the user to return to the General
Segment when on the Wayhbill page

Wayhill Allows the user to display the list of the waybills
from the Manifest - General Segment

Containers Allows the user to access the containers page
to enter the data about containers on the
wayhbill

split Allows the user to split a waybill for goods of
different nature sent to a single consignee

1.1 Cargo Manifest Procedure

Storing the Manifest

Carrier

In general, Carriers will transmit XML files to ASYCUDAWorld (before the arrival of
vessels or aircrafts). Manifests on XML files will be automatically integrated and
stored.

When XML files are not available, prior to the arrival of the vessel or aircraft:

a. The Carrier or the authorized Carrier's Agent accesses the Customs server
using the appropriate login credentials to input the required information for
the cargo manifest;
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b. The Carrier or Carrier's Agent completes General Segment of the manifest
before proceeding to enter the corresponding bills of lading or air wayhbills,
into ASYCUDAWorld; and

c. Once all the required data or information is entered, the document must be
verified and stored.

When a vessel or aircraft travels into or out of Swaziland on the same day, the
Carrier or Carrier's Agent must make sure to supply a unique voyage number for
each journey.

The stored cargo manifest has no legal value nor subsequent implications if data is
not complete or correct. The STORED status of a manifest does not imply
ACCEPTANCE of such information by Customs.

The Carrier or Carrier’s authorised Agent, with authorised access to the ASYCUDA
System can modify the cargo manifest before the arrival of the vessel/aircraft.

De-groupage of Master Bill of Lading can be done before arrival of vessels/aircrafts.
Carrier's authorised Agent or Consolidators store House Air Waybills
corresponding to each Master Air Wayhbill, making clear reference to the Master
document. Only Carrier’s authorised Agent can validate the de-groupage. Before
validation is accepted, checks are carried out in the system.

Creating a Manifest in ASYCUDAWorld

In order to create a Manifest, the following operations are undertaken

=>» Creating a New Manifest
=>» Adding Bill of Lading to Manifest

=> Registering a Manifest [1 Amending a Manifest

=>» Amending bill of Lading (BOL"s) [ Write Off

|/
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3. Storing a Manifest

Document
Library

Cargo Manifest
Data Management

Manual Capture
General
Segment

Upon receipt of a paper manifest (hard copy), all the relevant information or data must be loaded
into the ASYCUDA to create an electronic manifest (softcopy).

The following steps and images will show how it is done

Step 1 [1Log in to ASYCUDA with user name and password

e ASYCUDAWorld Swaziland === >

TLS_DHE_DSS_WITH_AES_128 CBC_SHAZ2S6

Figure 1: logging screen

11
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Step 21 Open Document Library

Figure 2: Document library
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Step 3 > Input the data into ASYCUDA

Click 2 ASYCUDA =—>» Cargo Manifest=» Data Management— Manual Capture
Right Click General Segment and select new

Dovcument WView  Help

==
@ EEoa ASYCUDA
&= =| Accounting & Payment
= 9 AVY Administration
P =3 Cargo Manifest
D =3[ Data Management
$F =3 Manual Capture
= General Segamer=
B vwaybill DJ & mew
= vwaybills grou R
= =3 XML Integration S~ Fina
- Ej Printouts / Reports =
== 3 Queries of Containers % Expand All
- =] Fast Customs Processing

== =] Goods Clearance % Collapse All
= ] Integrated Tariff

== =] Query Management

= =3 References & close

== | Road Levy
== =] Scanned documents
2= 9 Selectivity
- 5 Statistics
o= O System Configuration
G- =] Syst Supe rvisicn
== &3 Transit
E= =] Transit Shed
= =] WValuation control
== = International Horms
D= =3 Simgle VWindow
== g Sy stem Administration
== =5 Systermn design

Figure 3: General segment

This option will display a manifest form with carrier agent code if the user is a Carrier’s agent.

2
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Step 411 The form will display a red line for all mandatory fields upon clicking the
verification Icon.

Manifest - General Information

Office of departure / arrival
|
General Information
Voyage number Date of departure Date of arrival Time of arrival  Registration number
i s SE=SS 1
Date of registration Last discharge
| | [
Place of departure Place of destination
: | 7 |
Shipping Information r Totals:
Carrier Bills P =i
! Packages |
Containers 1_
Gross weight |
Shipping agent
|
Y >

Identity

- Tonnage

Gross Net

. T

Office of destination (transit) Prev ref.

| | | 1]

Manifest “ Scan Doc

A External Stakeholders Manifest Manual
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Figure 4: General segment of the manifest

The agent should input all mandatory data in the necessary fields
Following are the mandatory fields:

Office of | Code of the Customs office of

Departure/Arrival Departure or Arrival of Vessel Mandatory

Flight number, Voyage number, Truck
trip or Train Number allowing for

Voyage Number unique identification of the current Mandatory
journey of the means of transport

Date of Departure Date when the means of transport Mandatory
leaves the place of departure

Date of Arrival Da_te when the means Qf t_ransport Optional
arrives at the place of destination

Place of loading Place (LOCODE) where the goods Mandatory
were loaded on the means of transport
Place (LOCODE) where the goods will

o be unloaded from the means of
Place of destination transport Mandatory

Mode Code identifying the mode of transport | Mandatory

Country code where the means of

Nationality transport is registered

Mandatory

Additional information concerning the
Registration identification of the mean of transport | Mandatory
(e.g. Lloyds number for ships)

15
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Bills Total Number of waybills Mandatory

Packages Total packages number Mandatory

Containers Total containers number Mandatory

Gross Weight Total gross weight Mandatory

Carrier Code, name and address of the party | Mandatory
undertaking the transport of the goods

Shipping Agent Code Code of the shipping agent Mandatory

Name of the shipping agent in

Shipping Agent Name Swaziland

Mandatory

Figure 5: Mandatory fields of the general segment

This completes the general segment details for the manifest.
Step 6 [1Verifying and storing the data

. (D & .
After all required data or information is entered, the > - ¢ ap = &J

document must be verified and saved (stored). |

To verify the document click on the 2 icon Save the Document

If there are errors, an error message(s) will be displayed. Verify the Document
Please make the necessary corrections and verify again.

Figure 8: Verifying & storing data
Messages ¢ @

Error. Total number of gross mass incoherent : 0.00 (in general segment) 231,300.00 (in BLs)

o

Figure 9: Error message

To save the document click on the = icon.

The Manifest is now stored the into the ASYCUDA database.
16
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I I
Transaction completed & |

@ Store is done.

|| Print Manifest, condensed

 e-Mail to: |

(7 I -

Figure 10: Save message for Manifest

3. Adding Bill of Lading to the Manifest: There are two options for adding a Bill of
Lading / Wayhbill to a Manifest.

Optionl: Open a B/L with information from the general

segment

Option 2: Open a blank B/L and fill the mandatory fields

Optionl: Create a Bill of lading with information from the General Segment

p -
ASYCUDA
|/ d
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> Document library

Docunent Wiewr Help

= &2

o EE=E ASYCUDA
== =F Accounting & Payment
== 3 AW Administration
P 3 Cargo Manifest
@ =3 Data Management
T &3 Manual Capture
B ceneral Segment

= &3 Printouts /
== =3 Queries of
== 3 Fast Customs
== 3 Goods Clearan
== = Integrated Tari
- ] Quenry Manager

J Fina

= 3 References Find orphan B/Ls
== =3 Road Levy

== &3 Scanned docur Search bol

ﬁ Find all B/Ls belonging to particular manifest

= 3 Selectivily

- =3 Statistics

== 3 Systermn Configy
O Ej Systerm Supenr
== =3 Transit

= =3 Transit Shed
== 3 Valuation comntr|

9 AL\
;
:

== 3 International Norms
&= 3 Single Window

= =5 System Administration
&= =5 System desian

—_

pooument sbrary |

Figure 11: Document library

This option will display a manifest form with carrier agent code; the form will display a red line for

all mandatory fields

Step 2 [1Click New the Manifest — Waybill sheet opens

Customs office code, voyage number and date of arrival will link BOL to the manifest

W
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Date of arrival Time of arrival  Registration number
I | | Al
Nature  Last discharge Waybill line
6= 7N |
UCR
|
Place of loading Place of unloading
| | ] I
Carrier rExporter/Shipper
| |
Shipping agent
| |
Goods Details
Total containers Packages codes Status Number of degrouped waybills
| I 0

Remaining packages Manifested gross weight  Remaining gross weight  Volume{CBM)
i [ |

Figure 12: Waybill segment of the manifest

Optionl: Open a B/L with information from the
General Segment.

After validating the General Segment / Manifest data that
has been captured to store a manifest, Click the green
arrow as indicated below;

19
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[B General Segment - New [SZICD]
File Edit View Help
@ 4PH=P O
Uinte ur uepanure T anvar
|szico |MATSAPHA INLAND CONTAINER DEPO'
rGeneral Infc i
Voyage number Date of departure Date of arrival Time of arrival  Registration number
[o23 0611112017 josit2017  [is24 I
Date of regi i Last di:
| | 061112017

Place of departure | Transaction completed

100 %

ﬁDUR DURBAN
|@ Store is done.
Carrier

100104842 Print Manifest, condensed

[MBABANE MOTORS e-Mail to: |
P.OBOX 12
[MBABANE

arrow

Click the green

null 0 e

null

Shipping agent
[100181326 INTERFREIGHT (PTY) LTD

Transport

Mode Identity
[~ |RAILTRANSPORT
Natianalitu Plare

Manifest ~ Bol  Scan Documents

[ General Segment -... [3) Criteria (View) - Vie... @ Documentiibrary  J_J General Segme... |5} General Segment - ...

The following screen (General Segment) with details is
returned. Select the (BOL) TAB at the bottom of the
screen

[B General Segment - Modification [SZICD]
File Edit View Help

ng’ ;A&J'“

Manifest - General Information

Office of departure / arrival

[SZKZD |MATSAPHA INLAND CONTAINER DEPO
G I i
Voyage number Date of departure Date of arrival Time of arrival i ion number
[222 0611112017 [osrizotd % [15:12 1]

Date of registrati Last di

| | 061112017
Place of departure Place of destination
iZ_ZDUR |DURBAN SZICD |MATSAPHA INLAND CONTAINER DEPOT

Inf i Totals
Carrier Bills i
100104842
Packages 2

|[MBABANE MOTORS C 5 Iio
P.OBOX 12
ru?IABANE Gross weight 100.00
null
Shipping agent
j100181326 JINTERFREIGHT (PTY) LTD

Manifest '~ Bol  Scan Documents

[ General Segment - .. |[E] General Segment - ... [B) Criteria (View) - Vie.. § Document library

@

100%

‘t%—ﬁsaz

~
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Click the new document icon shown in the screen below
to create a Wayhill-

[B) General Segment - Modification [SZICD]
File Edit View Help

it @
®vVvVv =9&HSRISREB 4L > O 100%
= NS e 2, -
A \\\\\\ o A'F'Ycubll\
W e
Manifest - Waybills
Line nbr Ref nbr Nb. Ctn. Packages Gross weight  Remaining packages = Remaining gross w.. Status

Manifest Bol | Scan Documents

[ General Segment - ... |[E] General Segment - .. [E) Criteria (View) - Vie.. & Document library

E‘%ﬂﬁ:zo

Confirming adding a BoL

Confirm if the BoL is going to be added as shown in the
screen below

[2 General Segment - Modification [SZICD]
File Edit View Help

® v

#rf A
S AP RIRIBlaL b O

100 %
= W e e -
e A &
Manifest - Waybills
Line nbr Refnbr Nb. Ctn. Packages Gross weight Remaining packages Remaining gross w. Status
Create new BIL |}
@ ‘Would you like to add a new BIL?
vV x b
Yes
Manifest Bol = Scan Documents
B criteria (View) - Vie... &9 Documentlibrary  J.J) General Segme... [E] General Segment - .. E] ‘%’=‘315:46
A Wayhill form is returned with some information from the

captured General Segment. All the mandatory fields must

be filled, verified and validated in order to add the BoL to
the stored Manifest

21
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B waybill - New [SZICD] [ |
File Edit View Help

® M PaoO 100%

W e 2
SN A &

Manifest - Waybill

Office of departure / arrival

[SZICD lMATSAPHA INLAND CONTAINER DEPC
G 1 i
Voyage number Date of departure Date of arrival Time of arrival  Registration number
222 [06/1112017 1
Waybill reference number ~ Waybill type Nature Last discharge Waybill line
Previous document UCR
Place of loading Place of unloading
ﬁDUR [DURBAN SZICD |MATSAPHA INLAND CONTAINER DEPOT
Carrier Exporter/Shipper
100104842
MBABANE MOTORS
P.O BOX 12
MBABANE
null
null =

‘Waybill Containers  Split

[ criteria (View) - Vie... 4 Document library &) General Segme... [2 General Segment - . |[] Waybill - New [SZI...

46 PM

06/11/2017 EZ

Option 2: Open a blank B/L and fill the mandatory fields
by selecting New as shown below

§ Document library
Document View Help

SR
$ EEE AsvcuDA
©- 53 Accounting & Payment
©- 53 AW Administration
@ &3 Cargo Manifest
§ &3 Data Management
@ &3 Manual Capture
General Segment
=1 Wavhill

[£] New

\/ Add BL to reg. manifest

&_J Find

&_) Find all B/Ls belonging to particular manifest
&_) Find orphan BILs

&~ Search bol

% Expand All

5
T collapse an

&) close
eSSy mermnanonar Norms
@ &3 Single Window
@ &3 System Administration
&= S3 Quatom dacion

Complete all the mandatory fields shown in red below

22
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| Fle Edit View Help |

|\= E e TR ) 100%

Manifest - Waybill ‘:‘
|

Office of departure / arrival i

N |

rGeneral il

Voyage number Date of departure Date of arrival Time of arrival  Registration number i

B | T |

Waybill reference number ~ Waybill type Nature Last discharge Waybill line |

| -

Previous document UCR

I
Place of loading Place of unloading
[
Carrier Exporter/Shipper:
ing agent
|

NOTE: Complete the Notify and Consignee details even though they are not mandatory.

Notify -Consig
[100181326 100150726
/INTERFREIGHT (PTY) LTD |MATSAPHA SUPERMARKET (PTY) LTD
PO Box A180 rading as MATSAPHA PICK N PAY
Mbabane PO Box 329
Hhohho Matsapha

Manzini

Figure 13: Notify and Consignee

[Input all mandatory data for Goods Details in the necessary fields (highlighted red in the screen
shot)

23
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B waybill - New [SZICD]
File Edit View Help

oM PhoP O 100%

Goods Details

i

Total Packages codes Status. Number of degrouped waybills
B ise o

Marks & nb.

Manifested Remai Manifested gross weight ~ Remaining gross weight  Volume(CBM)

Location
JEETTTE  fikand Container Depot [ |
rDeclared Values and Seals Details.
PIC Ind Freight amount and currency
Value for customs ~ Value for transport Value for insurance
Number of seals Seals number 1 Party
Information -

g T
@mm.m_%mmt-_ ) Document library

External Stakeholders Manifest Manual
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Annex 2: Manifest ~Waybill Segment Completion Matrix

Data Field ‘ Description Configuration

Office of Departure /| Code of the Customs office of departure or Mandatory
Arrival arrival

General Data

Flight number, Voyage number, Truck Trip or Mandatory
Voyage Number Train Number allowing for unique identification
of the current journey of the mean of transport

Date when the means of transport leaves the Mandatory
Date of Departure
place of departure

Date when the means of transport arrives at the | Auto Insertion
place of destination

Date of Arrival

Time when the means of transport arrives at the | Auto Insertion

Time of Arrival .
'me o va place of destination

Date when all the goods of the manifest have | Optional

Date of last discharge been unloaded from the mean of transport

Auto Insertion
(for a waynbill
created from a
stored

manifest as in
Waybill Number and option 1 above)

Date of Registration | tpese fields will be automatically completed by

: . : Mandatory  (
the system upon registration of the manifest

for a wayhbill
created from
Waybill as in
Option 2)

Place (LOCODE) where the goods were loaded Auto insertion
on the means of transport

Place of loading _
The values of the general segment will be

displayed by default

o Place (LOCODE) where the goods will be Auto insertion
Place of destination
unloaded from the means of transport

26
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The values of the general segment will be
displayed by default

This is the « Identifier» of the transport Mandatory

document
Wayhbill Reference . _ ,
Number This is the reference assigned by the carrier or

his agent (e.g. Airway bill Number, it is unique in
the manifest)

Alphanumeric code for the type of transport Mandatory

document (e.g.« AWB » for Air wayhbill)

Type of Transport | ap indicator linked to the type defines if the

document document is a master or house document
wayhbill (only documents defined as master can
be deconsolidated).

. Reference of the previous document (The | Optional
Previous document . .
master waybill in case of deconsolidation)

Code nature of the document: export, import, Mandatory

Nature transit, transshipment.

Unique Consignment Reference Prohibited
UCR
Carrier

Carrier Auto insertion

Carrier The values of the general segment will be
displayed by default

The values of the general segment will be | Auto insertion

Shipping Agent Code displayed by default

Shipping agent Name Mandatory

Shipping AgentName | The values of the general segment will be

displayed by default

27
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Exporter Code

Exporter Name

Exporter Code

‘ Exporter Name

Exporter Address Exporter Address

Transport Data

Mode of Transport
Code

Nationality

Identity
name)

(Vessel

Code identifying the mode of transport

The values of the general segment will be
displayed by default

Country code where the mean of transport is
registered

The values of the general segment will be
displayed by default

Ship name, vehicle registration number, plane
registration number ...

The values of the general segment will be
displayed by default

Optional
Mandatory

Mandatory

Auto insertion

Auto insertion

Auto insertion

Notify Code Code identifying party to be notified Optional
Notify Name Name of party to be notified Optional
Notify Address Address of party to be notified Optional
Note:

If the code is not mandatory or the notify has no code, please move to the next field and
capture name and address of the notify

Consignee Code Consignee Code Optional
Consignee Name Consignee Name Optional
Consignee Address Consignee Address Optional

Note:

ey
|/ d
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If the code is not mandatory or the importer has no code, please move to the next field
and capture name and address of the consignee

Identification of Goods

Total number of containers for this transport Auto insertion
document

Total containers This field is activated if the total number of

containers on the general segment indicate a
number greater than 0.

Code and description of the kind of packages | Mandatory

Kind of Packages (cartons, boxes...)

Status code of the waybill (Master, Sub-bill...). | Auto insertion

Status This field is automatically completed by the
system when capturing the field “Type of
transport document”)
Number of | Number of deconsolidated sub-bills resulting | Auto insertion
deconsolidated sub- | from the deconsolidation of a master document.
bills This field is directly managed by the system.

Marks and numbers | Shipping marks Mandatory

Number of packages as indicated on the waybill. Mandatory

Manifested packages | This field must be accurately captured as the
data are compared to the «Totals» information
of the general segment.

The « remaining packages» field is handled by | Auto insertion
the system according to the writing off
operations and is not available for data entry

except through the “excess and shortages”
Remaining packages | gption.

Note: At initial data capture of the wayhbill, the
number of «remaining packages » is identical to
the number of «manifested packages»

Manifested Gross weight as indicated on the wayhbill. Mandatory
weight
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This field must be accurately captured as the
data are compared to the «Totals» information

of the general segment

The field « remaining packages» field is handled

by the system according to the writing off
operations and is not available for data entry
except through the “excess and shortages”

Not
configurable

Remaining gross _
Note: At initial data capture of the waybill, the
number of «remaining packages » is identical to
the number of «manifested packages»
Volume (MC) Volume of the goods in cubic meters Optional

Commercial description of the goods from the
waybill data (e.g. clothes, machines...)

Mandatory

Description of goods

Location of goods

Code of the place where the goods are located

Most often the location of good is not known
when the manifest is being prepared, in this
case the field could be left blank (if declared as
optional in configuration)

Not
configurable

Values declared and seals identification

P/C Indicator

Value « P » is the freight has been | Optional

prepaid.

Value « C » is the freight is to be
collected requested for Customs
management of the manifest purpose

Amount of freight and

currency code

Amount of freight and currency code (if | Optional

known)

Value declared for
Customs

Value declared for Customs if known Optional

ey
|/ d
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Value declared for | Value declared for transport, if known Optional
transport
Value declared for | Value declared for insurance, if known Optional
insurance
Number of seals Number of seals affixed Optional
Marks of seals Marks or reference numbers of seals Optional
. Code of the body having affixed the seals | Optional
Responsible :
(Customs, Terminal Operator)
Information Additional Information as required Optional
Onward transport
These fields are automatically handled | Prohibited
by the system if the waybill has been
written off by a transit operation. First
Transit field contains the code of the Customs
office of destination, the
second is the office name and the third
the reference of the transit document
These fields are automatically handled | Prohibited
by the system if the waybill has been
written off by a transhipment operation.
Transhioment First field contains the code of the place
P of destination (LOCODE), the second is
the name of the place and the third the
reference of the document authorizing
the operation.
These fields contain the code and the | Optional

Onward carrier

name of the carrier in charge of the
onward transport for transit of after
transhipment.

- ;;A*
ASYCUDA
| ERCw
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Figure 14: Waybill segment of the manifest

Note: Data that was keyed into the general manifest segment will be dispersed in the

relevant fields of the Bill of lading

Entering the data for one bill of lading is now complete.
Enter data manually or choose from the drop down menu

When all the data is complete, cursor will return to the first field of bill of lading (waybill).

Step 3llInserting additional BOL"s

To add more bills, go to ASYCUDA Document Library;

click ® | Asycupa =—> Cargo Manifest ~ =BMta Management
Click Wayhill and select new and repeat Step 2

Step 471Add the Container information to the B/L as appropriate;

|
_C=D_

Figure 15: Container tab

Select the Container tab at the bottom of the screen

Fill in all required data indicated in “Manifest
List of description guide” then click on the

Mar®al Capture Right

add s icon on the menu bar.
Repeat the same steps to add any additional containers for this
consignee
32
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Figure 16: Additional Container

|

Save the Document

Verify the Document

Step 51Verifying and storing the data

After all required data or information is entered, the document must be verified and saved (stored).

[1To verify the document click on the 2— icon

Figure 17: Verifying and storing data

If there are errors, an error message(s) will be displayed.
Please make the necessary corrections and verify again.

Messages it
Error: Customs office code, input required +

Error: Voyage number, input required

Error: Date of departure, input required

Error: Bill of lading reference Number, input required

Error: Type of bill of lading, input required v

Figure 18: Error messages

If there are no errors, a message will appear indicating the document has been verified

[(0To save the document click on the store m icon.
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* Transaction completed 2

@ Store is done.

|| Print Waybill, condensed

|| e-Mail to: I L]

v - » o v

Figure 19: Save Message for wayhill

The BOL is stored into the ASYCUDA system. Bill of Lading will be automatically attached to the
manifest.

4. Fast Cargo Integration
This facility saves ASYCUDA World users’ time and effort spent in keying in the manifest for no
good reason. In modern practices, customs administrations receive e-manifest in XML format
from the shipping agent or any other authorized partner a while before the vessel’s arrival (usually
upon the departure of the vessel from the country of export). Converting the XML e-manifest to
the operational database is done by the following steps:
LXwe)
Clickonthe ¥ to upload XML filed

® 0 | (=) ~
— @"’ % Vad v Figure 20: XML tab

Choose the appropriate XML file that contains the desired manifest, filling in the form []After
that Refer 3 adding Bill of Lading to Manifest Step 5

34
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[2) Waybill - New [nfa]
File Edit View Help

® M ¥he= @

Waybill - Containers

Container Inf

Open
Look In: ] Documents

D manifest_lav.xml
[} manifestt.xmi

D manifest2017.xmi
D MANIFESTAM100.xml

(] xml

Container number Nbr. of pkg  Ctn. type

Container number Nbr. of pkg | Ctn. type

gF |0 maORxmI
4
File Name:

Files of Type: XML File {.xml)

X
~| =@ & = B8 5=
[} mBusO.xmi
[} mduimd.xmi
[} mduim4000.xmi
D mercosur.today.xml

[ mercosur.xmi
D mmm.xml

Open Cancel

Figure 21: Uploading XML File

4. Registering a Manifest

Step 171Find a manifest using the manifest finder from the document library

ASYCUDA <» Cargo Manifest® General Segmen® Right Click® Find

External Stakeholders Manifest Manual
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=3 AW Administration
=3 Cargo Manifest
P &3 Data Management

@= =3 XML Integration

== &3 Printouts | Reports

= =3 Queries of Containers
=3 Fast Customs Processing
=3 Goods Clearance
=3 Integrated Tariff

=3 Query Management
=3 References

=3 Road Levy

3 Scanned documents
3 Selectivity

=5 Statisti

=3 System Configuration
= =5 System Supervision
=3 Transit

=3 Transit Shed

=3 Valuation control

Figure 22: Document library

' Please enter data for selection criteria, and proceed t
document General Segment R

—
Name criteria value #1 value #2 i

Document Status anl ==

an =

all ==

lace of loading  all

Place of unloading all
Voyage number an —
Date of departure  all
Carrier atl ——
Registration Number all =
Registration Year al
Registration Date  all_

0l
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Figure 23: General segment finder

To locate a particular manifest use the selection criteria and then click on the magnifier at the
bottom of the screen or just click on the magnifier to obtain an entire list of manifests.

Step 2[1Register Manifest
A manifest can be registered in two (2) ways; Option 1:

From the manifest finder, right click on the manifest required and click Direct Register in the menu

p General Segment finder : Find I:V' lj
@ 329 documents found! Please select a document and select an action from the local menu

Office ... © Voyage number Date of departure | Place of loading Place of unloading Registration D... Registration ¥... Registration Num... Carrier = Written off

SZGEG  SWADODG3 21/01/2016 SZGEG SZNTS 21/01/2016 2016 105 1038526... No -
SZGEG  SHAZ1 26/01/2016 ZANLP SZMBA Mo

SZGEG 81 27I01/2016 ZADUR SZMBA Mo

SZGEG  SHAZ1 27101/2016 ZANLP SZMBA Mo
28/01/2016 |szmBA  JzanLP | [ |
SZGEG  SHAZ 28I01/2016 SZMBA ZANLP €% View 1095... No

SZGEG  SHON 28I01/2016 ZAINB SZMTS = 1071... No

SZGEG ~ SWADDODG3 20/01/2016 SZGEG SZNTS 20/01/2016 2016 [%T Modification 31526... No

SZGEG  SM71 31/01/2016 ZANLP SZMBA 31/01/2016 2016 - 1813 No

S7ICD STUDENT15 02/07/2015 FACPT S7ICD 02/07/2015 2015 [%7" Direct Register Mo

SZICD STUDENTI5A  02/07/2015 ZADUR SZICD Mo

SZICD SWAT 04/08/2015 ZAINB SZMZN &9 Direct Delete Mo

SZICD STUR1 13/10/2015 ZAINB SZMTS 13/10/2015 2015 - 3000... Mo

SZICD SIKO 04/11/2015 ZADUR S7ZLOB &9 DeleteManand BLs 573 g

SZICD SZW9E3 10/11/2015 ZADUR SZMTS 10/11/2015 2015 = 1993 Yes

SZICD SD13 24111/2015 ZACPT SZICD 24111/2015 2015 = Lock 1223 No

SZICD 59 30011/2015 ZADUR SZICD 3001112015 2015 o 1223 Mo

SZICD ST21 02/12/2015 SZMZN ZADUR ][ Details 1048, No

S7ICD s2 02/12/2015 ZADUR SZMBA 02/12/2015 2015 S .~-1095__ No =

Figure 24: Direct registration of the manifest

When the manifest is registered the message below will appears
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¢~/ General Segment finder : Find

@ 329 documents found! Please select a document and select an action from the local menu
Office .. © Voyage number | Date of departure | Place of loading Place of unloading Registration D... Reqgistration Y... Reqgistration Mum... Carrier | Written off
SZGEG SWADDDG3 2110112016 SZGEG SZIMTS 21/01/2016 2016 1058 1038526... Mo -
SZGEG SHAZA1 26/01/2016 ZANLP SZMBA Mo
SZGEG 51 2710112016 ZADUR SZMBA Mo
SZGEG SHAZA 271012016 ZAMLP SZMBA Mo
SZGEG SHA1 28/01/2016 SZNBA ZAMNLP 1001071... No
SZGEG SHAZ 28/01/2016 SZNBA Z T 7} 101095... No
SZGEG SHON 28/01/2016 ZAINB Sl 101071... No
SZGEG SWADDDG3 29/01/2016 SZGEG Sl 138526... No
S7CEG SMT1 310112016 ZANLP g @ Direct Register is done : OFFICE SZICD, MANIFEST 201719 545193 g
SZICD STUDENT15 02/07/2015 ZACPT Sl R Mo
SZICD STUDENT15A 02/07/2015 ZADUR Sl J { Mo
SZICD SWA1 04/08/2015 ZAINB Sl Mo
SZICD S5TUR1 131012015 ZAINB SaWTS (RN rava s TS “u 1W03090... Mo
SZICD SIKO 04/11/2015 ZADUR S5ZL0B 1001223... No
SZICD SZWI63 10112015 ZADUR SZMTS 101112015 2015 115 1001993... Yes
SZICD 5D13 241112015 ZACPT SZICD 2411112015 2015 168 1001223... No
SZICD 59 301112015 ZADUR SZICD 301172015 2015 197 1001223... No
1001048... [N
SZICD 52 021212015 ZADUR SZMBA 021212015 2015 219 1001095... No -

Click ¥ | ASYCUDA =>Cargo Manifest —3Data Management —»Manual Capture
Right Click General Segment and select Find and open the desired manifest

Option 2:

After selecting the required manifest, click on the registered '

icon in the menu bar of the

manifest
[ General Segment - Modification [SZKMS] el
File Edit View Help
SJV = AA0 P O 100%
W 2%
A\ R\ ASYCUDA
\\ _'_;&;.?d
Manifest - General Information
Office of departure / arrival
|SZKM S IKING MSWATI 111 INTERNATIONAL AIR
rGeneral Information
Voyage number Date of departure Date of arrival Time of arrival  Registration number
S0S730 1310512015 13105/2015 14:00 ] 1]
Date of registration Last discharge
Place of departure Place of destination
IAEDXB ~ |DUBAI SZMTS ~ |MANZINI
38
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Figure 28: Manifest registration icon

i
Step 3r1Click J icon to save and close

e empies

6 Register is done. 00MP, MANIFEST 2016/17

| Print Manifest, condensed

~ e-Mail to: |

l 9 » o v
Figure 29: Save message when manifest is registered

[1Once the manifest is registered you will receive an email, an example is given below;

AJECUDA External Stakeholders Manifest Manual
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3 MaliBox e B

File View MHelp
Inbox b Subject From Date
Drafis Login tallure at Sat Ap. THE MAIL ROBOT Apr23 2016 12195
Templates Login failure at Sat Ap.. THE MAIL ROBOT Apr 23.2016 1220.0
Sent Message 10 ASYCUD... (75 Apt 25, 2016 11.115

Trash

Login failure at Wed A . THE MAIL ROBOT Apr 27,2016 12355
it = Apt 27. 2016 24157
| iEsseowmmmsoorn

-

Hoader:
From:

Manifost rogistered - 509 attached

__m

Figure 30: Manifest Registered Mail
6. Modifications of a Stored Manifest

Step 171Use manifest finder to locate manifest

0. \‘IVoyage nu.. |Da.te of deparL..lCam'..l BiL refe...l Parent Etl Typel Na.t..lF'Iace of Io...l Place of unl...l Sts |Sp|i...| Consignee Mame
EKUT-’ZQ 6 06!034'2015 EK 674503... AWB 23 AEDXB UGEBB HSE EAST AFRICAN DISTRIB...

m-—mmm_ UGEBB
20 EK0729—4 3{).‘1 1.“2{)14 989178... ﬁ View UGEBB MﬁDKAS GROUF' LIMIT...
20 EK0729-4 30/11/2014 EK 969378... . D UGEBB CHARLES DAMIEL OTINE
20 EKO0729-4  20/11/2014 EK 969378 &\‘ Modification o} UGEBB MINISTRY OF FOREIGM ..
20 EKO0729-4  30/11/2014 EK 969378 3 o} UGEBB ABDALLAH SERWADDA
20 EK0729-4 30/11/2014 EK 969378... ﬁ Direct Validate O UGEBB PETER. KIWANMUKA
20 EKO0729-4  20/11/2014 EK 969378 o} UGEBB ASHLEY MOTORS LTD
20 EKD729-4  30/11/2014 (=4 969378 9 Direct Delete o} UGEBB EGESSAPATRICK
20 EKD729-4  30/11/2014 B 969378 = o} UGEBB MUSINGUZI JOHMN
20 EKO0729-4  20/11/2014 EK 969378 ﬁ Split BL o] UGEBB REBECCA SEBULIBA
20 EKO0729-4  30/11/2014 EK 969378 o} UGEBB BUGOSERA MICHAEL ..
20 EK0729-4 30/11/2014 EK 969378... = Lock o UGEBB HEMRY MUWOMNGE
20 EKO0729-4  20/11/2014 EK 969378... UGEBB TOM REAGAM KASULE
20 EKO0729-4  30/11/2014 EK 969378 ﬁ Details o} UGEBB CiO CHAIRMANS OFFICE
20 EK0729-4 30/11/2014 EK 969378... o} UGEBB SEAL INWVESTMENTS U ...
20 EKO0729-4  20/11/2014 EK 969378 AWB 23 JPTYO UGEBB KAYIIRA ALLAMN
20 EKO0729-4  30/11/2014 EK 969378 AWB 23 JPTYO UGEBB KESS0O KASSA BUSIME. .
20 EKO0729-4 30/11/2014 EK 969378... AWB 23 JPTYO UGEBB SSEGAWA IVAN -

Figure 31: Manifest finder

Note: A manifest can only be modified by customs after it has been registered, however
amendments can be made to its Bill of Lading.
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Step 2[lafter making the amendments save Y ;
the changes 2@ = o A0 P ¥

Figure 32: Save & Register tab

Click on the save changes , icon in the menu bar

Once amended manifest can be registered by clicking on the N icon in the menu bar

7. Modifications of bill of Lading (BOL'’s)

Step 11Find the Bill of Lading (BOL) to be amended

Bill of lading can be located in two (2) places

Option 1:

Ham@an Documents

Figure 33: BOL button

[1From the opened manifest click the BOL button menu at the bottom of the screen

[ General Segment - Modification [SZICD] e |
File Edit View Help
B)| v MRS N B 4L p @ 100%
’ N\ = -
\\\ \\\ ASHCUDA
\\ v__‘;_sm
Manifest - Waybills
Line nbr Refnbr Nb. Ctn. Packages Gross weight ~ Remaining packages =Remaining gross w.. Status
01 | | o 2| 100 |
$R View

[“T Modification
[“T DirectValidate

&9 Direct Delete

[ spitBL
°
i Detail
Manifest Bol ~ Scan Documents
) Documentlibrary | General Segment - ... ‘%“310:03

Figure 34: Bill of lading list
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Note: A list of Bills of Lading attached to the manifest will appear on the screen

[IRight click on the desired Bill of lading

[ waybill - Modification [SZICD] .—"r_’,’ 4]
File Edit View Help
VY D8P e O s

E N B

Manifest - Waybill

Office of departure / arrival
SZICD MATSAPHA INLAND CONTAINER DEPC
rGeneral i
Voyage number Date of departure Date of arrival Time of arrival  Registration number
1666 j0911112017 Joor1:2017 10:00 !
Waybill reference number ~ Waybill type Nature Last discharge Waybill line
|666A [710] "7 il of lading [23 j0911112017 i
Previous document UCR
I
Place of loading Place of unloading
ﬁDUR DURBAN SZICD MATSAPHA INLAND CONTAINER DEPOT
Carrier Exporter/Shipper
100106026
[GMR Freights LIAMES NORTH
P.0. BOX 6488 MBABANE DURBAN
PLOT 1003 SIDWASHINI INDUSTR SITE SA
null
null -
Waybill  Containers  Spiit
@ Documentlibrary [2) General Segment - ... [E) Waybill - Modificati... ‘%_5310;12
S

Figure 35: Modification tab

[1Choose Modification from the drop menu which will open the manifest

[TMake amendments and save the changes using the save changes J icon

r
Transaction completed

@ Store is done.
B
i Print Waybill, condensed
| , *f
] ' e-Mail to: I
! |

Figure 36: Store tab
Option 2:
[Find the bill of lading using the following path
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Figure 37: Document library

D Please enter data for selection criteria, and proceed
document Waybill

Name criteria value #1 value #2
Document Status all
Barcode all
Office code all
Voyage number starts with v-208GGl
Date of departure all
BJ/L reference all
Parent B/L reference all
Place of loading all
Place of unloading all
Consignee Name all
all

Figure 38: Waybill finder

[Right click on waybill and select finder to locate the specific B/L
Or
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[1Click on the finder and select the desired B/L from the list

Office of departure / arrival

[szBuL |BULEMBU BORDER
rGeneral Information
Voyage number Date of departure Date of arrival Time of arrival Registration number
|s1 j0211212015 [0311212015 [14:04 j2015 1 |26
Waybill reference number Waybill type Nature Last discharge Wayhbill line
|s1z [710  |Bill of lading [23 [ j1 [
Previous document UCR
| |
Place of loading Place of unloading
[ZAJNB  |JOHANNESBURG |SZMTS  |MATSAPHA
rCarrier Exporter/Shipper
[100106026 |
GMR Freights PPLE CO
P.O. BOX 6488 MBABANE JHB
PLOT 1003 SIDWASHINI INDUSTR SITE RSA
null
null

Waybill = Containers Split  Write off

Figure 39: Wayhbill

[TMake amendments and save the changes using the save changes J icon

Modifying a Registered Manifest- As indicated earlier, only Customs can modify a
registered manifest;

Note: Only limited modifications can be done on the General Segment and Wayhbill of the Manifest.

Modifying the General Segment for a Registered Manifest

*Only the Last Date of Discharge can be modified on the General Segment of a Registered
Manifest™

44
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() General Segment - Modify Registorod Manifost [SZICD]
File Edit View Help
® v O

Office of departure / arrival

SZICD  MATSAPHA INLAND CONTAINER DEPO'
G |
Voyage number Date of departure Date of arrival Time of arrival  Registration number
666 jos17:2017 j09i112017 [10:00 [2007 4 28
Date of registration Last discharge
0912017 1s fosrizov T TR h
Place of departure Place of destination
[zADUR [DURBAN [SZICD ~ [MATSAPHA INLAND CONTAINER DEPOT
Totals
Carrier Bills [ 1
100106026
l Packagos [ 2
|GMR Freights = ——
P.0. BOX 6406 MBABANE Contamers [ .
PLOT 1003 SIDWASHINI INDUSTR SITE Gross weight | 100.00
nu
null
Shipping agent i
[100106026 |GMR FREIGHT S (SWAZILAND) PTY LTD
Transport
Mode Identity
2 [RAIL TRANSPORT [

Manitost | B0l Scan Documents.
¥ Documentlibrary L) General Segme... |[) General Segment - ..

Modifying the Wayhbill for a Registered Manifest

The Wayhbill may be modified and the following operations are possible as indicated in the diagram
below — Location, Excess and Shortage, Manual discharge. Under the Modify Operation. The
following may be amended- Waybill Type, Nature, Place of Departure, Place of Destination,
Description of goods, Location.

p Waybill finder & B
@ 4 documents found! Please selecta document and select an action from the local menu .

Offi.. T Voya.. Date ofdep...| .. BiLre.. P..|Type/Na... Place of .., Place of... Sis ...| Consignee Name
S7ICD 555  08M1/2017 555C 5. 710 23 ZADUR SZICD H INTERFREIGHT (...
SZICD 555 081112017 5558 5. 710 23 ZADUR SZICD H..  INTERFREIGHT (..
SZICD 555 08/11/2017 5554 711 23 ZADUR SZICD M.  INTERFREIGHT (.
666 (091112017 [. [esea [ 710 [23 [zeDur lszicp Ho [ |

§& view

[T Modification

'@' Location

ﬁ Excess and shortage
*m" Validate Split

{1 spiteL

Lock

=

=) Block

(7] = & 2] Manual discharge m

g
Hl)etais

8. Excesses and Shortages
In line with the legislation and regulations, a vessel, train, aircraft or truck driver arriving in
Swaziland is required to submit a Manifest of goods that he is carrying on the means of
transport. Sometimes the goods are declared on the Manifest but are not on board the vessel,
meaning that they are short-shipped or short landed. In other cases, the Manifest does not show
45
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all the goods on-board the means of transport - that is the vessel will be carrying more goods
than what is declared on the Manifest- i.e. Excess goods. All shortages / excesses should be
reported to Customs by the Carrier.

In each case, a modification of the registered Manifest is required and Customs will modify the
Wayhbills to reflect the actual cargo carried on the vessel upon notification or request by the
Carriers.

Note that a deduction or increase in quantity will be made on the Remaining packages and
Gross mass fields only as indicated below.

[ waybill - Excess and shortage [00MP]
File Edit View Heip

> = 2 O

|
|
\ H

Goods Details
Total containers Packages codes Status of 9 P
| o fia Drum, steel 3 MSE i ) 3
Marks & nb.
PKL

ek d'packag Manifested gross
| 10 | 100.00
Description of goods —

IGARMENT S

Location e

[ [
Declared Values and Seals Details
PIC Ind Freight amount and currency

Valive for custome Valie for tranenaort Value for incurance

Waybél  Containers Spit  Write off

Note: Changes can only be made to the remaining packages and gross
weight.

Manual Discharge

In some cases, it will become necessary to discharge a Manifest manually as guided by the
procedures and policy of the Customs administration. When a consignment is discharged
manually, Write off details can be viewed from the system by the Carrier and / or authorised
persons. Below is a details page showing the manual discharge detalils;

Option 1: Viewing Manual Discharge- Select desired Waybill and right click on it. Select details to
see the write off details as shown below;
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S Waybillfinder

e One document found! Please select a document and select an action from

Offi... Voya.. Date of dep... Carrier BiL re... P Type Na... Place of .. Place o... 8ts .. Consignee Name

i Detailinformation & B
created on: 09/11/2017 - 10:01
by user: broker
full name: broker
owner: 100106026
locked: no
from: nia
by: nia
Current version:
version status owner
B Totally Written off 100106026
Version# Date Status Transaction Owner Who | signea
5 09/11/2017 - 11.20 Totally Written off Total Discharge 100106026 Sithole Inviolata no
4 09/11/2017 - 1119 Validated Manual discharge 100106026 Sithole Inviolata  no
3 09/11i2017 - 11:15  Validated System Modify Data 100106026 broker no
2 09M11/2017 - 11:14  Validated Validate 100106026  broker na
1 09/11/2017-10:03 Stored Store 100106026  broker na
T
| o  x

Figure 46: Detail information

Option 2

[1Select the desired waybill and r

S Waybillfinder

e One document found! Please select a document and select an acion-nm-

Offi... Voya... Date of dep... Carrier BiL re... P_. Type Na... Place of .. Place 0... Sts .| Consignee Name

ight click view

T E

§ View

o
[[[hlﬂs

O = #

ASYCUDA
'@d

At paen s Contr s
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- Select write off tab

i Figure 48: Write off Tab
Waybill - View [00AP]
File Edit View Help

=& o O
ASYCUDA

Waybills - Write off historic

Number of packages Gross weight Type m

| 10 100 Manual 12345

Figure 49: Wayhbill Write off Display menu

A manifest is normally written off using a Customs declaration. Write Off details can be
accessed as detailed below.

Find Waybill and select View

48
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S Wayhill finder & E
3 @ 211 documents found! Please select a document and select an action from the local menu

Office code Voyage nu... Date ofdepa.. 7| Carrier  Bil refere . ParentBil refe | Type Nature Place oflo.. Place of unloa Sts  SplitF. Consignee Name

SZLAV Lc1 17i02i2017 1001060... MAT 710 23 ZAPRY SZLAV HSE BUY AND SAVE SUPERMARK . |+

SZMHL NOS1989 17022017 1001060... ZS91 710 23 ZAINB SZMHL HSE BUY AND SAVE SUPERMARK...

SZLAV PJ 17i02/2017 1001060... PJ 710 23 ZADUR SZMTS HSE MABUZA THEMBINKOSI O T/A

SZLAV LC1 170212017 10071060... MATZ 70 23 ZAPRY SZLAV HEE MIBOCON (PTY)LTD

SZLAV PJ 17i02i2017 1001060... 6767 710 23 ZADUR SZMTS HSE DATA NETWORK SERVICES (...

SZMHL NOS1989  17/02/2017 1001060... S790 710 23 ZAINB SZMHL HSE STURROCK SHIPPING SWAZI

SZMHL NOS1989 17022017 1001060... MHL18 710 23 ZAINB SZMHL HSE GMR FREIGHTS (SWAZILAND).
NszLav PJ 17i02i2017 1001060... 23 710 23 ZADUR SZMTS HSE YAKHA WAREHOUSE (PTY) LTD

SZLAV LC1 170212017 10071060... MAT1 70 23 ZAPRY SZLAV HSE CONCO LIMITED

SZMAT 50 180212017 1001060... 1 710 23 ZACPT SZMAT HESE GALP SWAZILAND (PTY) LTD

SZLAV KHA 19i02/2017 1001060.. KHAZ3 710 23 ZADUR SZNGW HSE COWELL INVESTMENTS (PTY).

SZLAV KHA 19/02i2017 10071060... KHAZ2 710 23 ZADUR SZNGW HSE CAR JUNCTION INVESTMENT..

SZNGW  NGW 123 28/06/2017 1001060... 123 710 23 ZACPT SZNGW HESE THE HAMMOND FAMILY (PTY)..

SZLAV LAV123 28/06/2017 1001060.. 1234 710 23 ZAINB SZLAV HSE SCORE SUPERMARKETS (SW.

SZLAV LAv122 28/06/2017 1001060... 123 710 23 ZAINB SZLAV HESE SCORE SUPERMARKETS (SW...

SZMAT HGW 233 . 28/06/2017 1001060... MLU 710 23 ZAINB SZMAT HSE PIMENTA'S KFC (PTY) LTD

128062017 __[1001060..I7664 | | i HsE ||
SZLAV MELO1 28/06/2017 1001060... 112 710 23 ZAD| ” View HSE LOGICO UNLIMITED (PTY ) LTD
SZLAV MELO1 28/06/2017 1001060.. 112 710 23 ZADI HSE LOGICO UNLIMITED (PTY )LTD ~
ﬁ Details
ofl = & - %

The diagram shows that the Waybill on the Manifest was written off by a Customs
declaration that cleared a consignment of 10 packages;

2 Waybil - View [SZMAT] & B
File Edit View Help
) ’@ P r e 100%

SN A &

Number of packages Gross weight Type Reference
| 10 400 SAD. SZMAT 2017 A 12

Waybills - Write off historic

Waybill Containers  Spiit  Write off

Splitting a B/L
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Splitting will help Customs Agents to appropriately distribute (or re-distribute) the
information of the B/L, in regards to number of items, weight, number and kind of packages,

use of Containers and description of goods, according to the available documentation (e.g.
invoices, packing list, etc.)

[3) Waybill - New [n/a]
File Edit View Help

& E
oH VPO 100%
Waybills - Split =
~Split Information
Nbr. of pkg Package code Gross weight Container numbers Marks & nb.
J Byl [
Goods description
Line Nbr. of pkg Package code Gross weight Container number Goods desc. Marks & nb. Rem. Pkg. Rem. Wgt. Unloaded
Waybill  Containers  Split |

Completed Waybill — Split

Waybills - Split

Split Information

Nbr. of pkg Package code Gross weight Container numbers Marks & nb.

J | |

Goods description

Line Nbr. of pkg Package code Gross weight Container number Goods desc. Marks & nb. Rem. Pkg. Rem. Wgt. Unloaded

1 5 BC 250.00 SOFT DRINKS CONTAIN... ADD 5 250.00 false

2 5 Ccs 250.00 WHISKEYS ADD 5 250.00 false

3 2 BC 500.00 BOTTLES ADD 2 500.00 false
Waybill  Containers Split | Write off

W'T A
AS¥CUD
L ents]
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ASYCUDA - Cargo Manifest & Data Management 2 Manual
Capture = Waybill & (Right Click) Find
1. Fill the options to filter your request

2. Press Search button [ | oo 1 |
3. Select the B/L to be split

4. Right click and select Split BL [T
5. Fill the information:

No. of Packages (to be declared in the SAD); Package code if
different to the original code; Gross weight (Total MUST be the same
as the original B/L); Goods description; and Marks and Numbers

6. After finishing one line, click on ‘ and continue with next line.

7. To verify the document click on g e e —— T —
8. Click on & to save changes [T b sevechanges i done
Print Manifest. condensed
> Save changes is done etaata |
7 J. » Vv

Press @ to continue with the next B/L

ASYCUDA - Cargo Manifest & Data Management & Manual
Capture = Waybill 2 (Right Click) Find Waybills belonging to a
particular Manifest

1. Fill the options to find a particular Manifest OIPTTIOON 2
2. Press Search button

3. Select the B/L to be split

4. Right click and select Split BL [“T
5. Fill the information:

No. of Packages (to be declared in the SAD); Package code if
different to the original code; Gross weight (Total MUST be the same
as the original B/L); Goods description; and Marks and Numbers

6. After finishing one line, click on ‘ and continue with next line.
7. To verify the documentclickon g e = —_ —
8. Clickon </ to save changes JER e

->Save changes is done '—---[u--
Press@ to continue with the next B/L © = » ~ -
51
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Validating a Split

ASYCUDA - Cargo Manifest & Data Management < Manual
Capture = Waybill =& (Right Click) Find

Fill the options to filter your request
Press Search button [J_J

Select the B/L to be validate

Right click and select Validate Split [“T

S W N =

Confirmation =

’ Do you really want to validate B/L Splitting ?

v X

5. Select s/ SO =
->Save changes is done ¥ Operation Validate Spiit is done.

v

Press ;' to continue with the next B/L

DEGROUPAGE

There are cases when shippers require de-grouping Master Wayhills for consignments that are
consolidated. Consolidations / Groupages are usually done for purposes of reducing freight
costs. The Master Waybills / BoL must be de-grouped into House Waybills. Customs
declarations can only be written off against a House Waybill and not Master.

To de-group a Master BoL-:
ASYCUDA ==3p Document library == Cargo Manifest == Manual Capture ==p/aybill

Right Click Waybill and create Waybill. The Waybill Type is Master (711 / Master Air Waybill)
Verify information and Validate to Store the Master.

<

AgicuA External Stakeholders Manifest Manual
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¥ Uocument nDrary
Document View Help

@ ASYCUDA
©~ &3 Accounting & Payment
@ &3 Cargo Manifest
@ &3 Data Management
@ &3 Manual Capture
B container
B General
B waybin
Waybills gr
©- &3 XML Integration
©- &3 Printouts / Reports

©- &2 Queries of Containers

nt

page

Completing information for a Master Wayhbill

File Edit View Help

® VvV O P e 0

I Manifest - Waybill

SN .’;
m\\\\ \\\\' L. cing
T

Previous document

Place of loading

[zADUR ™ jouRBAN

Office of departure / arrival
SZICD ﬁTSAPHA INLAND CONTAINER DEPC

G 1

Voyage number Date of departure Date of arrival Time of arrival number
|55 Josi1:2017 | | 1

Waybill reference number ~ Waybill type Nature Last Waybill line

555A [731775 Master bill of lading 3 [ f

UCR

Place of unloading

SZICD WTSAPHA INLAND CONTAINER DEPOT

Carri PP
{James North
box 100
MSASA
SA
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The Master is de-grouped

ASYCUDA - Cargo Manifest & Data Management - Manual
Capture = Waybill =& (Right Click) New

1. Fill the mandatory fields for the House Bol (Item)
2. Verify house B/L (item) information <
3. Store house B/L (item) [*¥

v~ Note OFFICE OF DEPARTURE must be the same as in the Master

v~ Note the VOYAGE NUMBER and the DATE OF DEPARTURE must
be the same as in the General Segment (already stored)

v~ Note the WAYBILL TYPE must now be House (Item)

v~ Select the right Nature for the document (23 = IMP)

v~ Note PREVIOUS DOCUMENT must be the Master Bol number

-=> Store is done

Pressm to continue with the next house Bol (item)

Office of departure / arrival

SDCD  MATSAPHANLAND CONTANER DEPC Transaction completed
e
Voyage number Date of departure |0 Sl dere
555 e12017
Waybill reference number  Waybill type
— [o Eicns Prt Waybd condzased
Previous document
eMalix ‘
Place,
(7 » v
(IAME'S NORTH

|
1BOX 100
I

:)
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A BoL may also be added / created under de-groupage from the Document library as
follows:

ASYCUDA - Cargo Manifest - Data Management - Manual
Capture = Waybill =& (Right Click) Find

Fill the options to filter yvour request

Press Search button

Select the Manifest (General Segment) to degroup
Right click and select Modification et

Go to Bol tab

Select Add Bol from the Menu options

QUAWNE

—)Would you like to add a sub-B/Lto masterB/L: #H#HHHHHE?

7. Select Ok </

= Fill the house Bol (item) information
8. Verify house B/L (item) information <

9. Store house B/L (item) % o

- Store is done

Press ‘é- to continue with the next house Bol (item)

Once the Master BoL has been de-grouped, the Groupage must be validated

ASYCUDA = Cargo Manifest - Data Management < Manual
Capture = General Segment = (Right Click) Find

Fill the options to filter your request and press Search button ”.)
Select the Manifest validate degroupage of B/Ls

Right click and select Modification i

Go to Bol tab

Select the Master B/L to validate

L

=>» B/L Status (right column) should show MST UDG

Right click and select Validate Degroupage [“7T

Information =
’ Operation Validate Degroupage is done.

v
- Operation Validate Degroupage is done

=>» B/L Status (right column) will now show MST DEG
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Printing a Manifest
There may be need to print a Manifest. From the ASYCUDA Document Library, select;

ASYCUDA - Cargo Manifest & Printouts/Reports = Printouts
=>» Full Cargo = (Right Click) Print

1. Select Customs Office, Voyage Number and Date of Departure

[2) Fun Ccargo - Print
File Edit View Help

- @
&) ASYCUDA

e @

100 %

Manifest - Print Full Cargo

P
P s

Customs office

¥ |Knartoum Airport
Voyage number
[Fs11040503
Date of departure

1. Select Print ..

Manifest Report

=> A PDF file will be generated

Cargo Reports

There are many reports that may be viewed or printed pertaining to the Cargo Manifest.

One must have access rights to generate them. They are found under the ASYCUDA Document
Library

] @ Document library r qu
Document View Help

B &
(@ BB AsvcuDA
©- &3 Accounting & Payment
@ &3 Cargo Manifest
@ &3 Data Management
@ &3 Manual Capture
2 General Segment
B waybitt
©- &3 XML Integration
@ &3 Printouts / Reports.
@ &3 Printouts
2 Full cargo.
B waybint
©- &3 Queries of Containers
©- 33 Goods Clearance
©- &3 Transit
©- 33 International Norms

My Profile
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