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JAMPRO Exporter Registration User Guide

This Manual outlines the three (3) core stages in completing your exporter registration online via

ExportJA which is accessible via Jamaica Customs ASYCUDA platform. The three core stages
are as follows:

(1) Creating your exporter user account with Jamaica Customs Agency
(i1) Completing and submitting your exporter registration application form
(iii))  Submitting your exporter registration fee payment online

STAGE ONE: CREATING YOUR EXPORTER USER ACCOUNT
This section outlines the steps to complete the User Account Application for EXPORTERS to

gain access to the ASYCUDA System. This will allow the exporters to complete the JAMPRO
Exporter Registration process in ASYCUDA.

To access the ASYCUDA System:

» Open Browser to URL http://jets.jacustoms.gov.jm

€ > C A Notsecure | ijetsjacustoms.gov,jm:8080/index.jsf

Tue October 27, 2020 04:12:19 pm Home | ASYCUDA
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Figure 1 - ASYCUDA Homepage


http://jets.jacustoms.gov.jm/

» Select from the “Online Services” tab on the Homepage “User Account
Application” then select “Apply”

< > C A Not secure | ijets.jacustoms.gor

Tue October 27, 2020 03:16:03 pm Home | ASYCU

HOME {Z» ONLINE SERVICES CONTENTS My

P Login

32, User Acco

£ Change Password

[ exporter Registration

= Process Payment

11 Online Tariff

88 Search Reference Tables
L1 mMobile application

& Apply for 3 User Account

<> C5 Finder

[ validate Tax Reg.
WCO Regional

Figure la - ASYCUDA Homepage-Online Services Screen

The Application form for a new user has four (4) steps, which must be completed by the applicant.
The applicant must NOT have an existing account in the ASYCUDA System.

Step One
Read and accept terms and conditions by:

» Clicking on the “check box” on the bottom of the page
» Click the “Next” to move to Step Two.



Wed October 28, 2020 08:39:33 am Home | ASYCUDA Login

M |

HOME @mmm CONTENTS MAP  DOCUMENT TRACKING  DECLARATION TRACKER [ OFFICES  USERDOCUMENTATION ¢ SUPPORT & DUTY ESTIMATOR

Application For New User Account

Step One Stap Two Step Four
In Progress c

Step One: Accept Terms and Conditions

Disclaimer | Terms of Use Agraement

Limitation of Liability
You are accessing the portal of the Jamaica Customs Agency, You dedare that you are aware of the risks and accept them. You are strangly encouraged to protect yourself against the risks of computer malware by using an appropriate and secured computer
environment; in particular by using reqularly-updated virus defection and eradication software.

Personal Information
Any data of 2 personal nature that you communicate on the customs portal wil be treated in compiiance with the law conceming the protection of individuals with respect to the processing of data of a personal nature.

Authorised Use
This is 2 protected website. Unauthorised access and unauthorised modfications are offences under the Cyber Crimes Act, 2010 and any other related legislation; it is unlawful therefore to cause damage to it intentionally or to any Customs electronic fadiity or data
through the knowing transmission of any program, information, code or command.

Security
You must afways keep your user ID and password safe and secret. I you forget your user ID, you can ask for it to be re-issued via e-mail or by using the customs portal. i you forget your password, you can request a replacement.

Service Access
Customs will try to ensure that the onfine service is available fwenty four hours 3 day, seven days a waek (24/7). If the service is intermupted, the Jamaica Customs Agency will restora it 25 soon as possible. However access to the service may be suspended without
nofice. If the service is disrupted, it remains your responsibility to comply wjzrany ytory time [imits regarding the filing of customs dedlarations.

Please confirm that you have read and accepted these terms and cundit[

®

Figure 2 - Application For New User Account —Step One

Step Two

This step captures the applicant’s email address. All applicants must have an active email which
will be used with your ASYCUDA account.

> Enter the email address and re-enter the same email for confirmation
% Then Click on “Next”
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Application For New User Account

Step One Step Two Step Three Step Fou

Congleted ________________fnPogess ____________________[iompee fronplee |
Two: Email Validation

Email. *

Confirm Email: *

Figure 2a - Application For New User Account-Step Two Screen

Note: All fields with the * are mandatory

Step Three

This step captures the Tax Registration Number (TRN) of the applicant. This TRN will be used to
create the user account and will reflect on all documents for the exporter in the system. E.g.
JAMPRO Exporter Registration Application and Detail Declaration for shipments.

» Enter Individual TRN 13-digit code (Enter (9) digits follow up with four (4) zeros at the
end, e.g. 1236987420000) If the individual is trading as a business they may use that TRN
e.g. 1236987420001.

» Enter Business TRN-If the Applicant is representing an exporter company. (Note: This
field is specific for company)



» Click on “Next” to move on to the final step

e

Login

B e bk SO S e

HOME @ ONLINESERVICES CONTENTSMAP  DOCUMENT TRACKING ~ DECLARATION TRACKER [ OFFICES ~ USER DOCUMENTATION ~ ¢° SUPPORT I DUTY ESTIMATOR

Home | ASYCUDA

0:42 a

Application For New User Account

>

Figure 2b - Application For New User Account -Step Three Screen

Step Four
This Step allows the applicant to complete the User Application Form.

% Enter all fields mark with the asterisk *

» Select User Type* “Exporter”
» Enter “Password*” and re-enter “Confirm Password” for confirmation

Note: This password will be used to login to the ASYCUDA System once approval is granted
by Jamaica Customs Help Desk.



Application For New User Account

Step One Step Two Step Three Step Four
Stap Four: Complete User Account Appiication Form

First Name: * TET

Last Name: * et

Job Title:

Business Name:

Country: ®

Address: *

City: * =

Iip Code:

Phone: *

Cell:*

Fac

Uses Type: ® Exparter ¥

Password:

Confirm Password: *

Figure 2c - Application for New User Account -Step Four Screen

The application will be sent to the Jamaica Customs Help Desk for approval. The user will receive
an email within 24 hours once the application is approved; which contains the applicant’s
username to access the ASYCUDA World system. Note that the approval of your application will
be fully dependent on the accuracy of details provided.

If you are unable to complete the user application form online due to any difficulties, please contact
the ASYCUDA/Jamaica Customs Agency Help Desk team for assistance at:

Technical Support : ISU Help Desk

Opening Hours : 8:30AM - 9:00PM Monday — Friday

Email: helpdesk@jca.gov.jm and copy info@jamprocorp.com

Phone: 876-922-5140 - 5149 extensions 3030, 2421, 2422, 2423, 2424, 2580, 2426



mailto:helpdesk@jacustoms.gov.jm
mailto:info@jamprocorp.com

4 3m Home | ASYCUDA
m

N ool Y

HOME & ONLINESERVICES CONTENTSMAP  DOCUMENTTRACKING  DECLARATIONTRACKER [ OFFICES  USERDOCUMENTATION ¢ SUPPORT DUTY ESTIMATOR

Wed October 28, 2020 10:32:+

Application For New User Account

Figure 2d- Application for New User Account — Application Submitted Screen

STAGE TWO: COMPLETING AND SUBMITTING YOUR EXPORTER
REGISTRATION APPLICATION FORM

Once you’ve successfully set up a user account you can now proceed to complete the exporter
registration form in ASYCUDA World, but first you must ensure that JAVA is installed on your
computer, otherwise you won’t be able to access the ASYCUDA system, so take a moment to
install it.

You may contact JAMPRO’s Contact Management Centre at info@jamprocorp.com or 876 978-
7755 for the JAVA installation instructions. If you’re having problems installing JAVA, contact
the Jamaica Customs ASYCUDA Help Desk Team:

Technical Support : ISU Help Desk
Opening Hours : 8:30AM - 9:00PM Monday - Friday
Email: helpdesk@)jca.gov.jm and

copy info@jamprocorp.com and trecia.jeffrey@jca.gov.jm
Phone: 876-922-5140 - 5149 extensions 3030, 2421, 2422, 2423, 2424, 2580, 2426
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Once you’ve successfully installed JAVA on your computer you can proceed with the following

steps:

STEP ONE -Accessing the Document Library

>
>
>

Open your web browser and type https://jets.jacustoms.gov.jm/
The ASYCUDA homepage will appear.

ASYCUDA WORLD.
» Enter your log-in details
»
»

Once you’re on the homepage, go to the ASYCUDA World Servers and click on

As soon as the login box appears on your screen, enter your login name and password.
If you’re a new applicant, you’ll be prompted to change your password. Go right ahead

and do that. Once you’ve entered your login credentials just select the blue tick and you

should now be logged in to the ASYCUDA system.
» Access ASYCUDA Document Library

» Expand by clicking on the " icon to the left
» Expand ASYCUDA Single Window

ASYCUDAWorld - adam.colwell
) FEile View Window Help

POFHRE

P

-—

Figure 3 - Exporter Registration-Document Library

» Expand JAMPRO/EXPORTJA folder
» Select and Right Click on Exporter Registration
» Select the option New

@ Document library
Document View Help

=
o P AsvcupA

@ &3 ASYCUDA Single Window
@ &3 EXPORTJA
[2) Exporter Registration
[2 Preferential Certificate of Origin

My Profile

11



| & Document library 7 [
Document View Help

S
O N ASYCUDA

@ &3 ASYCUDA Single Window
@ &3 EXPORTJA

[2 Exporter Registration

B preferential Certifica

My Profile

Figure 3a - Exporter Registration New

An Exporter Registration New Document will appear.

STEP TWO — How to complete the exporter registration form (General Information)

The new form contains six (6) Tabs: General Information, Scanned Documents, Export Markets,
Authorization, Site Visit, and Payment Registration Slip.

The First three (3) tabs must be completed by the Exporter prior to submission. The remaining
three (3) are reserved for official use.

[2) Exporter Registration - New [0000123456789] i @
File Edit View Help
2SSV HEFPO 100%

f,ﬁ;t JAMP[{O Jamaica Promotions Corporation

TIMENT JAMACA
Exporter Registration Certificate

I 1. Registration Reference 2. Registration Date
3. COMPANY TRH 0000123456789 4. Office phone 5. Mobile phone
e TEST USER &. Email
Address MAIN AGENT RD. 7.Web Site
8. Postal Address
9. Fax
10. Director's Hame(s) 13, Applicant Hame TEST JAMPRO EXPORTERTWO
4. Contact Person 14. Position
12. Contact Position 15. Employees Nor
Production Address
General Information X ‘Site Visit  Payment Registration Slip
librat =3,
S P y—— e

Figure 3b - ASYCUDA SW-Exporter Registration- New Document (General Information)
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The General information tab captures information about the Exporter, business contact details and
export commodities. NB: Ensure that the Address is the current address of the
company/individual. If not, contact the Tax Administration of Jamaica to rectify before
proceeding further with the registration.

[2) Exporter Registration - New [0000123456789] ¥ [E
File Edit View Help
L)
®ev v &HEFT PO 100%
-
‘3#* JA MPI{L} Jamaica Promotions Corporation
I
# 4 TRADE & TIAMAICA
Exporter Registration Certificate
I 1. Registration Reference 2. Registration Date

3. COMPANY TRN 0000123456789 4, Office phone 999.9999 5. Mobile phone  TT7-7T777

Hame TEST USER &, Email testuser@emall.cw.jm

Address MAIN AGENT RD. 7. Web Site www.creativejamaica.com

8. Postal Address  MAIN AGENT RD, KINGSTON JAMAICA
9, Fax 999.9999

10. Director's Name(s) STEWART BROWN 43. Applicant Name JOHN BLACK

11. Contact Person  JOHN BLACK 14, Position INVENTORY AND LOGISTICS DEPARTMENT

12. Contact Position  INVENTORY AND LOGISTIC S DEPARTMENT 15. Employees Nbr NM123456

Production Address  PRODUCTION VENUE RURAL DIST. PORTLAND JAMAICA

Production Address

General Information  Scanned Documents  Export Markels  Authorization  Site Visit  Payment Registration Siip

Figure 3c - ASYCUDA SW-Exporter Registration- General Information

STEP THREE—- How to complete the exporter registration form (Entering Commodities)

We’re now at the third quadrant of this page where you’re required to enter the Commodity Code.

The commodity code is made up of ten digits that represents the item that you will export. Please
proceed as follows to use the Commodity code Finder.

>
>

Right click in the Commodity Code field then select the word “Find” from the list.

As soon as the HS code finder screen appears, select the appropriate criteria and enter the
values to carry out the search. NB: “Tarrif Short Description” is the most commonly
used option to search with the criteria “contains substring”. It is important to note that
value #1 is case sensitive. As such when entering the product name under value #1, it
should be in all Capital Letters for e.g., YAM, COFFEE etc.

Once you’ve identified the correct commodity code, just double click item to select it. It
will automatically populate the tariff information in the boxes.

Enter your Commercial Description.

Then add the commodity code to the system. All you need to do is click on the page =

icon next to the commodity code box to add the item (product).
If you wish to delete an item: Select the item (which will then turn blue), right click, then
select delete item.

13



To Modify an item: Select the item (which will then turn blue), right click and select
modify, make the changes and select the icon next to commodity code to add the item.

File Edit View Help
eV ARPHO ' ‘ 0%
Hame TESTUSER &. Email testuser@email.cw.jm =
Address MAIN AGENT RD. 7. Web Site www creafivejamaica.com
8. Postal Address  MAIN AGENT RD. KINGSTON JAMAICA
9, Fax 999.9999
10. Director's Name{s) STEWART BROWN 43. Applicant Name JOHN BLACK
4. Contact Person  JOHN BLACK 14. Position INVENTORY AND LOGISTICS DEPARTMENT
12. Contact Position  INVENTORY AND LOGISTICS DEPARTMENT 15, Employees Nbr NM123456
Production Address  PRODUCTION VENUE RURAL DIST. PORTLAND JAMAICA
E“I
tem Tariff Code Product Description [ Commercial Description
1 3926400000 STATUETTES AND OTHER ORNAMENTAL ARTICLES CRAFT ITEMS
2 4414000000 WOODEN FRAMES FOR Pl PHS, OR PICTURE FRAMES

SIMILAR OBJECTS.

Generalintormation  Scanned Documents  Export Markets.  Authorization e Visit  Payment Registration Sip

Figure 3d - ASYCUDA SW-Exporter Registration- Product Reference

STEP FOUR- How to complete the exporter registration form (uploading scanned

documents)

» Select the Scanned Documents Tab
> Select the page = icon

B Exporter Registration - Hew [0000123456780] i ; ; 7 i 7 7 ; ; 7 e
File Edit View Help
®ed vV &HEFP PO 100%
| 1. Registration Reference 2. Registration Date
3, COMPANY TR 0000123456789 4.0ffice phone  999.9999 5. Mobile phone  T77-T7T7
Name TEST USER 6. Email testuser@email.cw.jm
Address MAIN AGENT RD. 7. Web Site www.Creativejamaica.com

& Postal Address  MAIN AGENT RD. KINGSTON JAMAICA

9. Fax 999.9999
10. Director’s Mame(s) STEWART BROWN 13. Appiicant Name JOHN BLACK
11. Contact Person  JOHN BLACK 14. Position INVENTORY AND LOGISTICS DEPARTMENT
12. Contact Position  INVENTORY AND LOGISTIC S DEPARTMENT 15.Employees Nbr NM123456
Production Address  PRODUCTION VENUE RURAL DIST. PORTLAND JAMAICA
| Scanned Documents
BB e @ 00 .
~[New| code Description File name - Status |

 Generalnformation  Scanned Documents  ExportMarkets | Authorization  Site Vst Paymes Registration Sip -

Figure 3e - ASYCUDA SW-Exporter Registration- Scanned Attachments
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The system will open to the user’s desktop file source. Please note that the document to be

attached must be uploaded as PDF.

» Select the document to be uploaded then click open:

[3 Exporter Registration L R e B e e

SYV LAFHO

| 1. Registration Reference 2. Registration Date ‘
3, COMPANY TRN 0000123456789 4, Office phone 009.0009 5. Mobile phone  TT7-TTT7 J
Name TEST USER &, Email
W Open %
Address MAIN AGENT RD. 7. Vb Site www.creat
8 Postal Address  MAIN AGEN Lookn: | (1 Documents A== ﬂﬂHD*mtf
9, Fax 999-9099 | [ Import Declaration.pdf [} validat,
[} INVOICE SAMPLE.pdf
10. Director's Hame(s) STEWART BROWN 13. Applicant Hame JOHN BLAC | [ AMPRO REGISTRATION ATTACHMENTS.pat
11. Contact Person  JOHN BLACK 14, Position INVENTORY | [) ORIGINAL WAYBILL paf
") PERMIT SAMPLE.pdf |
12. Contact Position  INVENTORY AND LOGISTIC'S DEPARTMENT 15. Employees Nbr NM123456| =
s "\ [ The Customs Amendment Act 2014.pdf
Production Address  PRODUCTION VENUE RURAL DIST. PORTLAND JAMAICA T R — "E
FileName:  PERMIT SAMPLE pdf |
| Scanned Documents Files of Type: | Correspe for scan =
BB e | Owen | camcel |

Figure 3f - ASYCUDA SW-Exporter Registration- Scanned Attachments

The system will then attach the file:

_,.. - New [0000123456780)

TEEE

eV APLO

AN AIEN T AL, 1. Web Site WWW.Creauvejamaica.com

8. Postal Address  MAIN AGENT RD. KINGSTON JAMAICA
9. Fax 999-9999

10. Director's Hame(s) STEWART BROWN 13. Applicant Name JOHN BLACK

11. Contact Person JOHN BLACK 14, Position INVENTORY AND LOGISTICS DEPARTMENT

12 Contact Position  INVENTORY AND LOGISTICS DEPARTMENT 15. Employees Nbr  NM123456

Production Address  PRODUCTION VENUE RURAL DIST. PORTLAND JAMAICA

| Scanned Documents ‘
B H e LTI - IS
PERMIT SAMPLE.pdf T 0%

100%

= Document library

Figure 3g - ASYCUDA SW-Exporter Registration- Scanned Attachments
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Referencing the attached document

» Select the Code from the drop-down list. For ease reference, some of the most used codes

are:
o JPO1 — Certificate of Incorporation/Business Registration
o JP03 — Government Issued ID
o LCO05—-JACRA Licence
o LCO06 — Driver’s Licence
o LT39 — Plant Quarantine Division Packing House Approval
o PM23 — License from Cannabis Licensing Authority
3 Expartar Rogistration - How (00001 23456789) Pl
File Edit View Help
Sk RN T -

8. Postal Address  MAIN AGENT RD. KINGSTON JAMAICA

0 Fax 000.0000

10, Director's Nama(s) STEWART BROWN 13. Applicant Hlame JOHN BLACK

1. Contact Person  JOHN BLACK 4. Position INVENTORY AND LOGISTICS DEPARTMENT

-
12, Contsct Position  INVENTORY AND LOGISTICS DEPARTMENT 16, Employees Hbr NM123456 I
-

Production Address  PRODUCTION VENUE RURAL DIST. PORTLAND JAMAICA

vl
PERMIT TO IMPORT MEAT

IMOA VET. SERVICES DIVISION IMPORT PERMIT

PM16 PESTICIDE CONTROL AUTHORITY PERMIT

PS01 |GATE PASS

QY02 |RESPONSE TO QUERY

RCO1 RECEIPT [CUSTOMS) i
|POST RECEIPT

[FORWARDER' S WAREHOUSE RECEIPT

Figure 3h - ASYCUDA SW-Exporter Registration- Referencing Scanned Attachments

» Click on the upload arrow to upload the document to the page (status should read 100%):

—-
[2) Exporter Registration - New [0000123456768] i ; i ; P
File Edil View Help
SVV AR O s
Rddress AN ROCNT DS T WeD site WwWw.CTeatVejamaica.com T
8 Postal Address  MAIN AGENT RD. KINGSTON JAMAICA
9. Fax 999.0099
10. Direcior's Hame(s) STEWART BROWH 13. Applicant Name JOHN BLACK
11. Contact Person  JOHN BLACK 14, Position INVENTORY AND LOGISTIC § DEPARTMENT
12, Contact Position  INVENTORY AND LOGISTICS DEPARTMENT 15 Employees libr NM123456
Production Address  PRODUCTION VENUE RURAL DIST. PORTLAND JAMAICA
| Scanned Documents ‘
P
BB Q_j)» ° .
..... Cote | Ocaiplen ______ Flename —7 | suws |
PM15 IMOA VET. SERVICES DIVISION IMPORT PERMIT 'PERMIT SAMPLE pal 11 T
I
 Generalinformation  Scanned Documents  ExportMorkets  Authorization  Site Visit  Payment Registration Slip

[p— 5=z
Figure 3i - ASYCUDA SW-Exporter Registration- Uploading Scanned Attachments
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STEP FIVE— How to complete the exporter registration form (Entering Export Markets)

The tab for the export markets displays possible predetermined overseas markets with whom the
exporter is interested in doing business

» Select the code from the list of available Country Codes:

Hame

Address

[ Exporter Registration - New [0000123456788]

2V KPP0

TEST USER

MAIN AGENT RD.

6. Email testuser@email.cw.jm
7.Web Site www.creativejamaica.com
&, Postal Address  MAIN AGENT RD. KINGSTON JAMAICA

9. Fax 999.0099

10. Director's Name{s) STEWART BROWN
4. Contact Person  JOHN BLACK
12 Contact Position  INVENTORY AND LOGISTICS DEPARTMENT

Production Address  PRODUCTION VENUE RURAL DIST. PORTLAND JAMAICA

13. Applicant Name JOHN BLACK

14. Position INVENTORY AND LOGISTIC S DEPARTMENT

15. Employees Nbr NM123456

=]

Cocos (Keeling) Islands
Congo, The Democratic Republic of
Central African Republic

Cote d'lvoire i
Cook Islands b

Figure 3j - ASYCUDA SW-Exporter Registration- Referencing Export Markets

e E

100 %

» Use the page I icon to add the selection

B Exporter

Harme

Address

File Edit View Help

eV ARLO

TEST USER
MAIN AGENT RD.

6 Email testusergemail.cwjm

7. Web Site. www creativejamalca.com

B. Postal Address  MAIN AGENT RD. KINGSTON JAMAICA
. Fax 9999999

10. Director's Namets) STEWART BROWN
11 Contact Parson  JOHN BLACK
12, Contact Position  INVENTORY AND LOGISTICS DEPARTMENT

Production Address  PRODUCTION VENUE RURAL DIST. PORTLAND JAMAICA

13, Applicant Hame JOHN BLACK
14, Position INVENTORY AND LOGISTICS DEPARTMENT

16. Employeas Nor NM123456

e

1 CA  Canada

 Generallormation  Scanned Documents | Export Markets  Authorization  Site Visit  Payment Registraion Silp

ooty [ R—

Figure 3k - ASYCUDA SW-Exporter Registration- Referencing Export Markets

# @

l

100%

@‘%m 1416
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Multiple country codes can be selected and added as seen in the images below:

: T T e e e TR T

File Edit View Heip

= v v &V PO 100%

N TEST USER &, Email testuser@email.cw.jm

»

Address MAIN AGENT RD. 7. Web Site: www.creativejamaica.com

8. Postal Address  MAIN AGENT RD, KINGSTON JAMAICA

9. Fax 999.9999
10. Directar's Name(s) STEWART BROWN 13, Applicant Name JOHN BLACK

11, Contact Person  JOHN BLACK 14, Position INVENTORY AND LOGISTICS DEPARTMENT
12. Contact Position  INVENTORY AND LOGISTICS DEPARTMENT 15. Employees Nor NM123456

Production Address  PRODUCTION VENUE RURAL DIST. PORTLAND JAMAICA

| 1 ca Canada

r——
Figure 31 - ASYCUDA SW-Exporter Registration- Referencing Multiple Export Markets

Follow the same steps to add each additional country:

1 Exporter . e e O e e g v -
Fho € View hem
SV HEFLO 0%
Name TEST USER 6. Email testuser@email.cw.jm
Address MAIN AGENT RD. 7. Vieb Site www.creativejamaica.com
. Postal Address  MAIN AGENT RD. KING STON JAMAICA
9. Fax 999.0899
10. Diractor's Name(s) STEWART BROWH 13. Applicant Hame JOHN BLACK
11, Contact Person  JOHN BLACK 14, Position INVENTORY AND LOGISTIC S DEPARTMENT
12. Contact Position  INVENTORY AND LOGISTICS DEPARTMENT 15. Employees Nor  NM123456
Production Address  PRODUCTION VENUE RURAL DIST. PORTLAND JAMAICA
| {@ | ‘
| o Code Hame I
[ 1 ca Canada
2 GB United Kingdom
| 3 us United States of America

[Np— o
Figure 3m - ASYCUDA SW-Exporter Registration- Referencing Multiple Export Markets
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STEP SIX— How to Store or Submit the completed exporter registration

You can store your application if you are not ready to submit same to JAMPRO.

» Select the eye ® icon to verify

[A Exporter Registration - Now [0000123456789] FF J
File Edit View Help
e Vv &FPO wos
Hame TEST USER 6. Email testuser@email.cw.jm
Address MAIN AGENT RD, 7. Web Site www.creativejamaica.com
8. Postal Address  MAIN AGENT RD. KINGSTON JAMAICA
9. Fax 999.9999
10. Direcior's Name(s) STEWART BROWN 13, Applicant Name JOHN BLACK
11. Contact Person  JOHN BLACK 14. Position INVENTORY AND LOGISTICS DEPARTMENT
12. Contact Position  INVENTORY AND LOGISTICS DEPARTMENT 15. Employees Nor  NM123456
Production Address ~ PRODUCTION VENUE RURAL DIST. PORTLAND JAMAICA
No Code Hame
1 CA Canada
2 GB United Kingdom
3 us United States of America
eneral Infor Scanned Documents  ExportMarkets  Authorization  SiteVisit  Payment Registration Slip
#, Document ibrary |2 Exporter Reglstratl.. E] “%’@1 424

Figure 3n - ASYCUDA SW-Exporter Registration- Storing/ Submission

» Select the green + tick once the registration form is fully completed and you’re ready to
submit the registration application
or
Select the blue ¥ tick to store the registration document for submission at a later period

Upon submission, the system will display a confirmation message Do you really want to submit
this application? Ref:XXTRNXX, and followed by an automatic email notification to your inbox
(ASYCUDA mailbox).

Confirmation =] ASYCUDAWorld ]
Do you really want to submit this application ? @ T IR IEII L
Ref: 0000123456789

Do you want to check it now?

v x v x

ac

Figure 30 - ASYCUDA Submitting stored Registration document- System Confirmation

The system will also send a Transaction Completed message box indicating that the Application
is Pending Payment.
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Transaction completed

Figure 3p - Submitting stored Registration document- System Confirmation

Details of email notification prior to payment

£ MoNBox i
e e

@ B
~ mbox

Drafts
Trash
Sent
Templates

[ Subject \ From [ Date
ew Appication THE MAIL ROBOT , test jamproexporiar2 Fen7.2017 22500 PH

- a
Header:
Fm| THE MAIL ROBOT , lest jamproexporner?

Tex|i=st.jamprosxporisr?

S_ﬂld:lvour Application
MlFID 7,2017 23847 PM

Hello testjamproexporter2,

Your application has been submitted with talarence 0000123456789
The application is pending and nead:

Kindly pay the application

BestRegards

Figure 3q - Submitting stored Registration document- Email Notification

If you were not ready to submit the application and had clicked on the blue ¥ tick to store, the
system will display a confirmation message.

[z

Do you really want to store this application ?
Ref: 0000123456789

v %

Figure 3r - ASYCUDA SW-Exporter Registration- Storing/ Submission

The system will send an email notification based on the action taken
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Hello testjamproexporter2,

Your 1has been stored successfully with reference 000
Kindly submit your application

Figure 3s - ASYCUDA SW-Exporter Registration- Storing/ Submission Confirmation

Details of stored email identified below:

Header:
m\ THE MAIL ROBOT | lestjamproexporter?
Teeitest jamproexporiar? n S
cc: - —
BCC:

Date: Feb 7, 2017 2:25:09 PM

Hello testjamproexporter2,

Your application has been stored successfully with reference 0000123456789
Kindly submit your application

Besl Regards

Thank you,
THE MAIL ROBOT

iessane - D |

Figure 3t - ASYCUDA SW-Exporter Registration- email Confirmation

Submission of a stored Registration document

» Expand ASYCUDA Single Window

» Expand JAMPRO/EXPORTJA folder

# Select and Right Click on the Exporter Registration
» Select option Find

21



Figure 3u - Finding stored Registration document

The Exporter Registration Finder will appear:

) Exporter 7 & B
Please enter data for selection criteria, and proceed 1o fin
document Exporter Registration
Name crtenia | vales value #2

§

Figure 3v - Finding stored Registration document

» Select the search 44 icon or Search Document Status equal Stored. NB: Value # 1 that
requires letters input are CASE Sensitive (CAPITAL letters must be used)

» The search results will appear

22



S Exporter Registration finder
o One document found! Please select a and select an action

Exporter TIN Reg. Year Reg Nber _« Reg.Date _ Exporter Name _ Beg. Date End.

Of~ & N

Figure 3w - Finding stored Registration document

Making Changes Prior to Submission (Retrieve)

Retrieving Stored Application in order to make updates prior to submission

» Right Click and select the option Retrieve

/) Exporter Registration finder & @
0 One document found! Please selecta and selectan menu
Exporter TIN Reg Year Reg Nber  *Reg Date  ExporterName  Beg Date End. Date  Status
R View

&

0

om. s sl

Figure 3x - Retrieving stored registration document

The system will update the details and confirmation message will appear.

Transacticn completed

9 0000123456789

Do you really want to update this application ?
Ref: 0000123456789

v x

Figure 3y - Retrieving stored Registration document- System Confirmation




Submitting Application

To Submit Application
» Right Click and Select the option Submit Application

JJ Exporter Registration finder
6 ' One document found! Please select a document and select an action from the local m

Exporter TIN Reg. Year Reg. Nber Reg. D: Exporter Name Beg. Date End. D Status
% View
[T Retrieve
o
[ Details

Figure 37 - Submitting stored Registration document

The application page will open

» Select the green .4 tick at the top of the page to submit

]

[B Exporter

_._:'d“ﬁ‘

t?ﬁ J AMPRO Jamaica Promotions Corporation
e TRADE & INVESTMENT JAMAICA

Exporter Registration Certificate

L

| 1. Registration Reference

2. Registration Date
3, COMPANY TR 0000123456789 4.0ffice phone  999.0999 6. Mobile phone  777-7777
Hame TEST USER 6. Email testuser@email.cw.jm
Address MAIN AGENT RD. 7.Web Site weww.creativejamaica.com

& Postal Address  MAIN AGENT RD. KINGSTON JAMAICA

4. Fax 999.999%

10. Director's Hame(s) STEWART BROWN 13, Applicant Hame JOHN BLACK

11. Contact Person  JOHN BLACK 14, Position INVENTORY AND LOGISTICS DEPARTMENT

12 Contact Position  INVENTORY AND LOGISTICS DEPARTMENT 15, Employees Nbr

Production Address

[

T

Figure 4 - Submitting stored Registration document
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The system will then send a confirmation message Do you really want to submit this application?

Ref:XXTRNXX

The system will then send an automatic email notification.

Do you really want to submit this application ? 9 You have new mail
e ! b Do you want to check it now?

vV x ¥ x

Figure 4a - Submitting stored Registration document- System Confirmation

The system will also send a Transaction Completed message box indicating that the Application

is Pending Payment.

Transaction completed

b fionref: 201712 07/02/2017
is Pending For Payment

Figure 4b - Submitting stored Registration document- System Confirmation

Details of email notification prior to payment

File View Help
&8
Inbox (& Subjed [ From [ Date
Drafts New Application test jamy Feb7.2017 2.25:09 PM
n

Templates

Header:

qu| THE MAIL ROBOT , lestjamproexporer?

Tes| st jamproexporer?. -

cc: —
Bcc|

‘Subject: our Application
Datez{Feb 7, 2017 2.38.47 PM

Hello testjamproexporter2,

Your application has been submitted with [alarence 0000123456789
The application is pending and needsg

Kindly pay the application

BestRegards

Thank you,

s EEEE—— |

Figure 4c - Submitting stored Registration document- Email Notification
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Checking Registration Status

The registration status is checked using the Find option indicated earlier for finding a stored
document. Viewing the application after registration will display the system assigned registration
number.

& Document library
Document View Help

o One document found! Please select a document and select an action from
: = T =
‘Exporter TIN mmv.- = :o‘:' m&- Beg_ End ...
| e
o0~ =
Figure 4d - Checking Registration Status
') Exportr Regisiraton - View [0000120456789] i i A

d=msor o 100%
tﬁ JAMPI{O Jamaica Promotions Corporation

Exporter Registration Certificate

| 1.l-¢-maum«-w<mjz 12 ) 2. Registration Date 0710212017
3 PANY TRN

com 0000123456789 4.0ffice phone  999-9999 5. Mobile phone  T77-TTT7
Hame TEST USER 6. Email cwim
Address MAIN AGENT RD. 7. Web Site www.creativejamaica.com

8. Postal Address  MAIN AGENT RD. KINGSTON JAMAICA

9, Fax 999.9909

10. Director's Name(s) STEVART BROWN 13. Applicant Name JOHN BLACK

11, Contact Person  JOHN BLACK 14, Position INVENTORY AND LOGISTICS DEPARTMENT
12. Contact Position ¥ AND LOGISTICS 15. Employees Nbr

Production Address

Figure 4e - Checking Registration Status
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How to make amendments after submitting your application

» Right-click exporter registration and select 'Find'.

» From the window that comes up, click on the magnifying icon, you should then see your
registration number come up in the listing.

After finding the registration, right-click the record and choose " Request for Amendment”
Make changes to form (if any) and then click on the green tick.

Another record should be created and have the status of "Stored".

Right-click on this new record and select "Submit Application"

Form will open again. Click green tick to submit application.

VVVYY

STAGE THREE: SUBMITTING YOUR EXPORTER REGISTRATION FEE PAYMENT
ONLINE

JAMPRO’s ExportJA ePayment Platform facilitates the acceptance of electronic payment for
online transaction. This is used by the Exporter after they have filled out and submitted the
Electronic Exporter Registration Application within the ASYCUDA System. The submitted
Exporter Application is given a registration number automatically by the system, for e.g. 2020/4.
Applicants using this payment method will need to logout of the ASYCUDA World system and
return to the Homepage to access the ePayment Portal.

To complete payment the user should:

> Access the JAMPRO ExportJA ePayment Platform at:
https://jets.jacustoms.gov.jm/index.jsf

» Click on the icon Login to the top right-hand corner of the homepage

» User will be prompted to enter their ASYCUDA World username and password

ASY

N e e i

HOME  { ONLINE SERVICES  CONTENTS MAP  DOCUMENT TRACKING [ OFFICES  USER DOCUMENTATION & SUPF

......

Figure 5 - ePayment Option

Once the user logs into the payment portal correctly, a welcome message showing the user’s
credentials will appear on the screen. Proceed to the link ONLINE SERVICES and select from
the dropdown menu Exporter Registration.
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https://jets.jacustoms.gov.jm/index.jsf

HOME {2 ONLINE SERVICES  CO

& Login
3% User Account Application
Ch e Password
Welcon £ chisiii =
This i Exporter Registration it sqg
your “? Process Payment nfo
| Full )
Gity: [ Online Tariff
Cell
88 search Reference Tables
Last |
1 mMobile application

2 Online Chat

Vessel Notification

Figure 5a - ePayment Online Services

The Exporter Registration detail will appear on screen.

» Select Pay to continue.

Wed August 05, 2020 01:02:28 pm Home | ASYCUDA

HOME ) ONLINE SERVICES ~ CONTENTS MAP  DOCUMENT TRACKING [ OFFICES (I USER DOCUMENTATION (D COUNTDOWN  fii§ DUTY ESTIMATOR

Exporter Registration

Registration Reference:
TRN:

Company Name:
Company Address:
Telephone:

Website:

Email:

Valid From:

Valid To:

Status:

b [~

Figure 5b - ePayment Online Services

» Select Confirm.
» Enter payment details



» Select Pay to complete payment order

Rewew and Confirm Order sutrmil Paymant Detads tecaive Paymeont Deatal:
Obligation 1D 2020-38-N
Amount 1o be Paid 5150
Pay To JAMPRO
Ci0 JExporter

Pay For

Cracdit Card Security Information

0V ooty s2cs sama s 1010
iy

Back to Application

hiltps iidobusinessjamaica corm

Exparter Regstration Fee - New

%

Figure 5c - ePayment Online Services

€ C A Netsecurs

Paygatede fiorgmPay ymentahini

Revew and

Subent Payment Detaily

Secure Credit Card Payment Submission

TS 8 ecuse 1268 SSL excrygeed page

Obligaton 10 2000968
Amount 10 be Pa %
«Payment Client Name. JAPRO
Name on Carg

Card Type
Phoase sekat 3 cag

Card Number

e ( 1204567890123456 )

€0 visa &

Card Expiration Date

exampe (MUY,

CVVICYCICIDRW

Last vee aiges o

After payment is finalized a receipt confirmation is given by the system and an automatic message

via the ASYCUDA email

is sent to the exporter.

JAMPRO cashier — If fees are paid using other approved payment alternatives (options), the
Applicant will need to provide the cashier with the Registration Reference and their TRN details
and the system generated Registration Reference#. E.g. 2020/5

After payment the system will send an automatic message via the ASYCUDA email to the exporter

after payment is finalized,

as indicated below.

our application 2017 12 has been paid.

Bes! Regards

_
9 MailBox & B
File View Help
|
& &
Inbox. : Subject From Date .
Drafts —— = Fr i
Trash
Sent Header:
Templates Fl-'l:i THE HALL ROBOT =
T tost oexporter2
cc:
BCC:
Subject: Application Payment
Date: Feb 8, 2017 120324 P

Figure 5d - Email Notification after Payment
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PROCESSING OF THE APPLICATION BY JAMPRO

The next step after payment of the exporter registration is the processing of the application by the
JAMPRO officer. If there are any discrepancies or need for clarity the JAMPRO Officer may send
the application to Query. If there are no discrepancies or need for clarity then the application will
be sent for Site Verification and/or Approval.

EXPORTER RESPONSE TO QUERY
If the application is sent to Query the system would then send an email to notify the Exporter that
the application was sent to Query. (See image below)

3 MailBox i & B
File View Heip
- it Subjed ! From 1 Dela i
Drafts |" |New Application ITHE MAIL ROBOT , test jamproexporier2 Feb 7,2017 2:25:09 PN
Jash Your Application "THE MAIL ROBOT , tast jamproexporiar2 [Fab7,2017 238:47 PM
sent Application Payment THE MAIL ROBOT Feb 8, 2017 120324 PM
femphsisg Query for Revision [THE MAIL ROBOT |Feb 8. 2017 30727 PM
Your Application [THE MAIL ROBOT , test jamproexpartar2 \Feb 8, 2017 5:43:29 FM
Application Accepted |THE MAIL ROBOT Feb 8, 2017 65544 PM
Declaration assessment A74 testjamproenporter2 ‘Feb 9, 2017 12.21.56 PM
|| Header:
From:| | +: 11 =
Tax|iect
cc:|

Snlilcl:i@\{er\_[!mfle’visquﬂr
DI'I::_FE':I 8, 2017 3:07:27 PM

Message:
Your Application 0000123456789 needs 1o be revised
Kindly open application, check queries delails, perform modifications accordingly
and submit again your application

Best Regards

.|

Figure 6 - Application Query ASYCUDA Notification

The Exporter is then able to Retrieve the application in order to make adjustments and also to
Submit Application
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‘ &~ Exporter Registration finder

6 One document found! Please select a document and select an action from the local menu

Exporter TIN Reg Year Reg. Nber Ru.Dm: |
R View
[“T Retrieve

[¢f Submit Appiication
ft etails

oo

Training

OE""’ ‘
-

y—
Figure 6a - Retrieving Application Query

Exporter Name Bcn D.. End D..  Statu |

- Document library o @

Document View Help
B &

o> B Asycuna

@ S ASYUCDASW
@ &3 Electronic Certificate of Origin

Exporter
Preferential Certificate of
© 3 International Norms

My Profile

!m

1742

NB: While in Query the JAMPRO officer will be unable to process the application until the

Exporter resubmits.

Retrieving Query
» Select the option to Retrieve
» Note the required updates
» Update then store

[ Exporter Registration - Retrieve [0000123456789]
File Edit View Help

2D b O

Iodify Storad

%1 JAMPRO

JE & INVESTMENT JAMAICA

Jamaica Promotions Corporation

Exporter Registration Certificate

12

l 1. Registration Reference 2017 2. Registration Date 07022017

3. COMPARY TRH 0000123456789 4. Office phone 999-9999 5. Mobile phone  777-T777
Hame TEST USER 6, Email testuser@email.cw.jm
Address MAIN AGENT RD. 7. \Web Site www.creativejamaica.com

8. Postal Address  MAIN AGENT RD. KINGSTON JAMAICA

9, Fax 909.0009

10. Director's Name(s) STEWART BROWN 13. Applicant Mame JOHMN BLACK

11. Contact Person  JOHN BLACK 14. Position INVENTORY AND LOGISTIC S DEPARTMENT
12. Contact Position  INVENTORY AND LOGISTIC S DEPARTMENT 15. Employees Nbr
Production Address
= _— -
General Information | S¢ et Authorization  SiteVisit  Payn

Figure 6b - Retrieving Application Query-Storing Query Response
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The system will then confirm the submission, then display a final confirmation for the completed
transaction

Transaction completed

Confirmation I  Application
. N 0000123456789
Do you really want to update this application ? Registration ref: 2017 12 0710202017
Ref: 0000123456789 has been Updated
v x 9 -
o

Figure 6¢ - Retrieving Application Query-Storing Query Response

Submitting the Query Application

To Submit Application in Query, the exporter must first retrieve the updated stored application,
then submit. To submit application:

» Select and right click on the stored line
» Select the option Submit Application

S Exporter Registration finder
@ One document found! Please select a document and select an action from the local menu

Expaorter TIN Reg. Year Reg Nber © Reg Date

0 H- ®

Figure 6d - Submitting Application Query Response

After submission of the application, the system would then send a confirmation window to the
exporter.
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3 Exporter Submit, e e e e e e e e

File Edit View Help

avior 0 s

ti’j J AMPRO Jamaica Promotions Corporation
it TRADE & INVESTMENT JAMAICA
Exporter Registration Certificate
| 1. Registration Reference 2017 12 — U e =
3, COMPANY TRN 0000123456789 NFMWQM“M? e 777777
Name TEST USER Ref: 0000123456789
Ak ens MAIN AGENT RD. }! x
- Posial Address WA AGENT KU KINGS TON JAMAIC
9. Fax 999-9999
10, Director's Name(s) STEWART BROWN 13, Applicant Name JOHN BLACK
11. Contact Person JOHN BLACK 14, Position INVENTORY AND LOGISTIC S DEPARTMENT
12. Contact Position  INVENTORY AND LOGISTICS DEPARTMENT 15, Employees Nbr
Production Address
[ =)

Figure 6e - Submitting Application Query Response

At submission the system sends an automatic email notification

Figure 6f - Submitting Application Query Response

3 MaiBox

& B

File View Help

.
~ inbox

==

Subject From
Drafis P P T T i i i
Trash &
Sent Header:

mu[ms MAIL ROBOT ,lestjamplocsponerd

m|v~nur Application

Date:|Fob 3, 2017 6:43.20 Pl

Hello testjamproexporter2,
Your application has been submitied with reference 0000123456789
Best Regards

Thank you,
THE MAIL ROBOT

Figure 6g - Submitting Application Query Response-Email Notification




The status is then updated in the finder to submit.

At each stage of the process the exporter is able to see the status being updated along with an email

notification being sent reflecting each new step.

The next step after review is the Site Visit (if required). After this process is completed. The status

is updated as seen below:

Exporter Site Visit

/) Exporter Registration finder
0 One document found! Please select a document and select an action from the local meny-

o

=)

_ EmorterTN | Reg Year | Reg Noer
|0000123456789 2017 12

oBw s .

Figure 7 - Status Update- Site Visit

After the Site Visit the Application is then subjected to a final approval. The status is updated as

seen below:

Approval of Application

‘ﬂ - One document found! Please select a document and select an action from the local menu

gl

Exporter N | Reg Year  Reg Nber © Reg Date | ExporterName | Beg D End D
1 TESTUSER 08i02/... 08/02/_(Approved

0000123456789 2017 iz 070212017

Figure 7a - Status Update- Approval
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EXPORTER REGISTRATION UPON RENEWAL
After the user finds their exporter registration record with the finder, then the next step is to right-
click the record and select "Renew Application".

e B

Fxporter Regists ation finder
2 docurnets 15undl Please select 3 document and seiect 3n acBon from the local meny
— ——]
Exportet TN Reg Yeur Reg N " Reg Da Exporter Name Beg DateEnd Da.. Status
A0 2021 — 03037 T 16,0272 16022 Approved
J“ 2020 — I o, S — L _qumz. o

of - =

Figure 8 — Exporter Registration Renewal

The form will then come up with the information entered from the previous year. The information
should be reviewed, changes made to the form, if any, and then click the green tick at the top of
the form to resubmit the form.

&. Postal Address

9. Fax

MAIN AGENT RD. KINGSTON JAMAICA

9999998

10. Director's Name(s) STEWART BROWN
11. Contact Person JOHN BLACK 14. Position
12 Contact Position  INVENTORY AND LOGISTICS DEPARTMENT 15, Employees Nbr

Production Address

13. Applicant Name JOHN BLACK

INVENTORY AND LOGISTICS DEPARTMENT

e

|_[E=
_——_,,,

[ Exporter Registration - Submit Apphication (0000123456788] i
File Edit View Help
&V Pre 100%
tiﬂ J AMPRQ Jamaica Promotions Corporation
Fa TRADE & INVESTMENT JAMAICA
Exporter Registration Certificate
| 1. Registration Reference 2. Registration Date
3, COMPANY TRH 0000123456789 4. Office phone 999-9909 6. Mobile phone  T77-TTT7
Name TEST USER &. Email testuser@email.cw.jm
Address MAIN AGENT RD. 7. Web Site ‘www.creativejamaica.com

Figure 8a — Submitting Exporter Registration Renewal
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PREPARING DECLARATION FOR EXPORT
» Expand the Goods Clearance folder

Qj Document library e IE |
Document View Help
F% iﬁ

9 },_'qrAsvcqu

©- &3 Asycuda World Reports
©- &3 Goods Clearance

©- &3 ASYUCDASW

©- &3 International Norms

My Profile

Figure 9 - Preparing Declaration for Export- Goods Clearance

» Select and right click on Detailed Declaration
» Select New

POBBRY

# Document library " ’
Document View Help
B &
@ PRY Asvcupa

© &3 Asycuda World Reports

§ 3 Goods Clearance

9 &3 Declaration
@ &3 Detalled Declaration

© &3 ASYUCDASW =] New
©- 3 International Norm —
& Find
2 Find by Date
é.) Find unpaid declarations

My Profile

& Find stored
& Find registered

Expand All
Collapse All

Training ﬁA!

Figure 9a - Preparing Declaration for Export- Detailed Declaration-New
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A new ASYCUDA Page will appear (See User Guide on Preparing ASYCUDA Export
Declaration)

[

> Enter all relevant details
» Select the Attached Document (Att. Doc.) Tab

» Reference the JAMPRO Registration Reference using Code ERO0I; Reference Format
Year/Number (e.g. 2020 7) then add item by clicking on the page = icon

» Reference all other the applicable attachments

[ Detailed Declaration - New [2020]
File Edit View Help

BV EPE e [ ERINI:INPA> »~ ©
Model Customs reference Declarant reference Assessment reference
2020 ]

Nbr of Items
1

o @

100 %

tem Code Description Reference

|§ 1 EROD1 Exporter Registration Number

tm Code Description Reference
1 | VoS | COMMERCIAL INVOICE | 12345

Date

30/00/2020) 7

Date
| 30/09/2020

» Complete all remaining tabs, then submit declaration

The system would then conduct verification checks between the declaration and the Exporter
Registration.
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