Valuation Detail Declaration 

Please Note:

This manual is presently in the production process, and is in draft form.  It has been included to aid you in the use and evaluation of VDD application. Please feel free to pass along any comments or questions you may have.

Accessing the VDD application 
· Type http://172.17.0.19 in the address bar of your web browser. 
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Fig 1
· The browser will display the following result 
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Fig 2 

· Then select Valuation Detail Declaration/Declaration of Fact(VDD) link 

· The browser will present the system as follow
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Fig 3

The VDD application has the left windowpane, which lists all the links for navigating to different parts of the application and the right windowpane, which will display the respected results when you select a links from the left windowpane and it serves as the working area.
Note it is also possible to use http://172.17.0.19/vdd to access directly the VDD system directly as follow.
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Fig 4
Note: You can also use the Document Status (Facevet) and Customs Reports (asy-reports). 
Requirements

It is recommend that to install the latest version of web browser on your computer to access all the application functionalities. If you use the older version, the system will be displayed on the way that is difficult to use the system. 
You can also download and install the latest version of web browsers available VDD application site.
To download 
· Select Mozila Firefox or Opera link form the left windowpane the main window.

· Select save button in order to save the browser in to your computer.
Creating user account 
Each user should first create his/her account to access the VDD application.

To create a user account use the following steps

· Select Sign up now links from the right windowpane of the VDD main window.

· The system will display the following sign up forms 
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Fig 5
· Fill the form with the appropriate information 

· Click on save button 

· If you insert the necessary information the system will create a new user account

· If you insert wrong information and leave blank the mandatory fields the system will display error information
Note: When you fill the sign up form, you should consider the following points
· All fields are mandatory except the email address.

· The user name and password must be greater than four characters.

· It is recommended that to insert your email address to contact with the system administrators in the future.
Note: If you insert wrong information throughout your works the system will display invalid data input using red color.   
Sign in to the VDD Application 
Once you create your own account, you should contact the system administrators and they will verify your account in order to sign in the system.  
Use the following steps to sign in to the application
· Type username and password as shown in the following figure
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Fig 6

· Username: This is the user name for the specified user.

· Password: This is the password for the specified user. You will see ***** regardless of how many characters you use for a password.
· Click the  sing in button 
· The system will display the SAD list page. If you are, sign in to the first time the system will not display SAD list.
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Fig 7

If you insert wrong user name and password, the system will display error message.

Note: After sign in properly the system display your name and user role on the top of the left windowpane 

Edit profile 

You can change your profile information except user name, declarant code and user role. Use this option to take the advantage of regularly change your password to protect it from theft.
To edit your profile use the following steps

· Select Edit Profile link from the top of left windowpane 

· The system will display Edit Profile form
[image: image8.png]SAD: Update profile

FirstName: Hamzs
LastName: 4

Usemame: hamssid

User Rales: Dechrant []

Declarant Code: | o0s4

Email ngsedegmancon
Password:

Password (verit:

UserBranch:  au [5]




Fig 8
· Insert your new value and click on update button
· If you insert the value correctly the system will confirm the change
· If you insert wrong new value the system will display error message

Note: When you edit your profile, you could not change username, user role and Declarant Code.
View/ displaying SAD

As it mentioned above when you log in properly the system will displayed List of Declarations page as shown in the Fig 7. 
If you are logging in for the first time, the system will display no list.
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Fig 9

This page contains information about a selected SAD such as status, registration numberdeclaration type, , registration date, total item; trader TIN; trader name; departure country; destination, currency and total invoice. 
This page will also display the total number of lists that you have and it only presents twenty-five lists of SADs at a time when your lists are very large. To view the rest of lists use the navigation tools at the bottom of the right windowpane. The following figure shows the navigation tools.
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Fig 10
Searching SAD

Since it is difficult to find items by navigating when your list it is very large the system have an option to search a specific declaration.
To find declaration use the following steps.

· Select the Find SAD link on the left windowpane 

· The system will display the following figures 
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Fig 11
· Select Office, Year, Serie and insert Reg Number and click the Find button at the bottom.
· The system will display the searched result if you inserted an existing/registered declaration otherwise it will display information that tells the declaration is not exist in the system.
Note: In order to clear, the searched result you should delete the value that you inserted in the Reg Number field. 
To clear searched result use following steps.

· Select the Find SAD link on the left windowpane 
· The system will display Fig 11
· Click the Clear Search button at the bottom.

· The system will back to the lists of SADs.
Selecting and viewing detail information of SAD

When you move your mouse over the lists of SAD one of the SAD is highlighted (with a green color) point your mouse where you want to see the details. Select (click) on it.
The system will display the details as follows.
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Fig 12 

The page has five parts. The first part contains basic information of the SAD such as declartion number, registration date, trader TIN, trader name, total invoice and VDD status.
The second part contains information about trade relationship. This part describes the nature of transaction, relationship between buyer and seller and condition or restriction attached with the sale. 

Note: The trade relationship information will be displayed in bold if it is registered otherwise it is not available at all.

The third part contains information about additional cost elements of the SAD. It lists additional cost elements not included in the invoice value but should be added to the customs value as per the proclamation. This part also present the total number of additional cost found for a selected SAD. The forth part contains a list of discount made for a selected SAD. The last part contains a list of items founds for a given SAD.

Maintain Valuation information
Maintain valuation information is the place where you fill trader information for a selected SAD. Trader information is mandatory information for each declaration.

To register trader information use the following steps.

· Select Declaration from the list 
· Select Trade Relationship link from left windowpane under SAD Management category 
· The system will display Maintain Valuation information pages as the following figure. 
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Fig 13

· Select nature of transaction, relationship between buyer and seller and condition or restriction attached with the sale

· Click on save button
Note: All information of the trader information’s’ is mandatory.

Editing trader relationship

You can change the value of information about trader relationship that you fill before. 

To change trader information use the following steps.

· Select Declaration from the list 

· Select Trade Relationship link from left windowpane under SAD Management category 
· The system will display Maintain Valuation information pages as shown in Fig 13
· Change the value of nature of transaction, relationship between buyer and seller and condition or restriction attached with the sale

· Click on save button
Maintain SAD additional cost

If there is additional cost element of SAD that is not included in the invoice value but it is necessary registering to the customs value the system have an option to fill this information .Additional cost of SAD is not mandatory information and you can leave it if additional cost element is not available.

To register additional cost element use the following steps.

· Select Declaration from the list 

· Select Additional Costs on SAD link from left windowpane under SAD Management category 
· The system will display Additional Cost Element pages as shown in the following figure. 

[image: image14.png]‘SAD: Additional Cost Element

Declartion Number: 2012A8AC12211
Registration Date: Thu Feb 23 00:00:00 EAT 2012

Trader TIN; 0004108139AA03
TraderName:  FEKADU BEYENE TULI
Total Invoice: 6133

VDD Status: New

Is there any element not included in the invoice value BUT TO BE ADDED to the customs value as per the Proclamation?
Please add if relevant and appropriate

ID# Additionsl Cost Element Rate Amount Currency  In local
0 Additional Costs found.

Additional Elemens:  1-Commsson, excep buying commision =
Rate:

Amount

Currency: AED-Untd Are Emirste Diham <]

InLocal Gurrency

[(sawe ]




Fig 14

· Select additional elements form combo box

· Insert rate and amount in the text fields and select currency

· The system will calculate the amount in local currency

·  Click on save button

· The system will add the additional cost element and display on the page as the following figure 
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Fig 15

 Note: There is thirteen additional cost element and you can register one cost element only once for a selected SAD.

Removing SAD additional cost

If there, is a possibility to made mistake when you fill additional cost of the declaration or if the registered SAD additional cost s not necessary for some reason you can remove one or more than one additional cost element using remove additional cost element features of the system.

To delete or remove additional cost element use the following steps.

· Select Declaration from the list 

· Select Additional Costs on SAD link from left windowpane under SAD Management category 
· The system will display Additional Cost Element pages as shown in the Fig 15
· Select one or more check box to the left of additional cost element from the list

· Click on remove button on the top of the list.
· The system will delete the additional cost element and remove it from the list as shown in the following figure.
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Fig 16

Maintain SAD discount
If there discount for a selected SAD here is the place to register it. Discount for a given SAD is not mandatory information and you can leave it if additional cost element is not available.
To register SAD discount use the following steps.

· Select Declaration from the list 

· Select Discount on SAD link from left windowpane under SAD Management category 
· The system will display Discount on SAD pages as shown in the following figure. 
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Fig 17

· Select discount nature form combo box

· Insert rate and amount in the text fields and select currency

· The system will calculate the amount in local currency

·  Click on save button

· The system will add the discount of a SAD and display on the page as the following figure 
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Fig 18

Removing SAD discount
If you want to delete or remove one or more discount of SAD, the system also has an option to delete the unnecessary discount.

To remove discount of a selected SAD use the following steps.

· Select Declaration from the list 

· Select  Discount on SAD link from left windowpane under SAD Management category 
· The system will display Discount on SAD pages as shown in the Fig18
· Select one or more check box to the left of additional cost element from the list

· Click on remove button on the top of the discount on SAD list.
· The system will delete the discount of selected SADs and remove it from the list as shown in the following figure.
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Fig 19
Displaying item description
· Select Declaration from the list 

· Select List of Items 
link from left windowpane under SAD Management category 
· The system will display List of Items pages as shown in the following figure. 
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Fig 20
This page will also display the total number of list of items that you have. 
When you move your mouse over the lists of items one of the item is highlighted (with a green color) point your mouse where you want to see the details. Select (click) on it.
The system will display the item description as follows.
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Fig 21
You can use drop down list to navigate To view the rest of items you can use the drop down list as shown in the following figures. 
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Fig 22

Inserting item description from an existing item description
If the item description is already exist in the system you can insert it using either by typing it in the product id fields or using search description links. 
To insert items from an existing item description use the following steps

· Select the item from List of Items pages

· The system will display the item detail description page as shown in Fig 21

· Select Item Description link from the left windowpane

· The system will display Good Description page as shown in the following figure. 
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Fig 23
· Select the Search Description link from the right of Product ID field 

· The system will display the following figures 
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Fig 24

· Select use Desc. link in the last column 

· The system will add Product ID# fields to the Good Description form as shown in the following figure.
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Fig 25
· Fill the rest fields and click on Save button
· The system will save the good description and displays the following confirmation. 
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Registering item description for a given item
If the item description is not registered in the system, you should register the description.

To register new item description

· Select SAD from the List of Declarations

· Select SAD item from the Declaration of Fact page  
· Select Item Description link from left windowpane under SAD Management category 
· The system will display the Goods Description
· Select Create New Goods Desc. link from left windowpane under Miscellaneous category

· The system will display the Create Good page as shown in the following figure.
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Fig 26
· Fill all the necessary information and click on Save button

· The system will save the item description display saved information as shown in the following figure.
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Fig 27
Creating new item
If you want register new item description use the following steps

· Select List of Declarations(SADs) link from left windowpane under SAD Management category

· Select Create New Goods Desc. link from left windowpane under Miscellaneous category

· The system will display Create Goods page as shown in the following figure  
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Fig 28

· Insert HS Code and Origin and click on Next button

· The system will display the following page
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Fig 29
· Add Description and select Measurement unit and click on Save button

· The system will save your new item.

· Maintain item additional cost element 
If there is additional cost element of item that is not included in the invoice value but it is necessary registering to the customs value the system have an option to fill this information. Additional cost of item is not mandatory information and you can leave it if additional cost element is not available.

To register additional cost element of the item uses the following steps.

· Select the item from List of Items pages

· The system will display the item detail description page as shown in Fig 21

· Select Additional Costs on Item link from the left windowpane under the context menu categories 

· The system will display Additional Cost Element pages an item as shown in the following figure. 
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Fig 30
· Select additional elements form combo box

· Insert rate and amount in the text fields and select currency

· The system will calculate the amount in local currency if the amount is not in local currency
·  Click on save button

· The system will add the additional cost element and display on the page as the following figure 
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Fig 31
 Note: There is thirteen additional cost element and you can register one cost element only once for a selected item.

Removing Item Additional Cost Elements
You can delete additional cost elements of item from the list  
To delete or remove additional cost element of an item use the following steps.

· Select the item from List of Items pages

· The system will display the item detail description page as shown in Fig 21

· Select Additional Costs on Item link from the left windowpane under the context menu categories 

· The system will display Additional Cost Element pages of an item as Fig 30
· Select one or more check box to the left of additional cost element from the list

· Click on remove button on the top of the list.
· The system will delete the additional cost element and remove it from the list as shown in the following figure.
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Fig 32
Maintain Discount of an Item
If there discount for a selected item here is the place to record it. Discount for a given item is not mandatory information and you can leave it if additional cost element is not available.
To register item discount use the following steps.

· Select the item from List of Items pages

· The system will display the item detail description page as shown in Fig 21

· Select Discounts on Item  
link from the left windowpane under the Context Menu categories 

· The system will display Discounts pages an item as shown in the following figure. 
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Fig 33
· Select Discount Nature form combo box

· Insert Rate and Amount in the text fields and select currency

· The system will calculate the amount in local currency

·  Click on save button

· The system will add the discount of a SAD and display on the page as the following figure 
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Fig 34
Removing Item Discount
If you want to delete or remove one or more discount of item, the system also has an option to delete the unnecessary item discount.

To remove discount of a selected SAD use the following steps.

· Select Declaration from the list 

· Select List of Items 
link from left windowpane under SAD Management category 
· Select the item from List of Items pages

· The system will display the item detail description page as shown in Fig 21

· Select Discounts on Item 
link from the left windowpane under the Context Menu categories 

· The system will display Discounts pages of an item as Fig 33
· Select one or more check box to the left of additional cost element from the list

· Click on Remove button on the top of the list.
· The system will delete the additional cost element and remove it from the list as shown in the following figure.
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Fig 35
Registration of vehicles detail information 

To register vehicles use the following steps.

· Select Declaration from the list 

· Select List of Items 
link from left windowpane under SAD Management category 
· Select Register Vehicle(s) Detail  link from the left windowpane under the Context Menu categories 
· The system will display Vehicle Registration pages as shown in the following figure. 
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Fig 36
· Insert all the necessary information 

· Click on Create button

· The system will register and display on the page as the following figure 
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Fig 37
Removing vehicles

It is also possible to remove one or more registered vehicles if there is an error when you fill the vehicle form. 

To delete an existing vehicle use the following steps.

· Select Declaration from the list 

· Select List of Items 
link from left windowpane under SAD Management category 
· Select Register Vehicle(s) Detail  link from the left windowpane under the Context Menu categories 
· The system will display Vehicle Registration pages as shown in Fig 36
· Select one or more check box to the left of an existing vehicles from the list

· Click on remove button on the top of the list.
· The system will delete the selected vehicles and remove it from the list as shown in the following figure.
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Fig 38
Submitting SAD

To submit your SAD use the following steps 
· Select List of Declarations(SADs) link from left windowpane under SAD Management category

· Select the declaration for a list of declaration 

· Select Submit link from left windowpane under SAD Management category

· The system will display the following confirmation message
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Fig 39
· Select Yes button to confirm your submission or select No button if you don’t want to submit the declaration.

· If you confirming the submission the declaration status will be changed to “S” as shown in the following figure.
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Note: You couldn’t make modification for a submitted declaration so make sure that the declaration is inserted correctly and it is complete before submitted you declaration. 












