ASYCUDA WORLD INTRODUCTORY MANUAL

1. INTRODUCTION
One of the mandates of the Barbados Revenue Authority is to serve with efficiency and

flexibility whilst embracing new innovations and concepts. In this regard we have launched
ASYCUDA World.

The Cargo Manifest is the first step in the Customs clearance process and shall be
submitted to Customs using ASYCUDA World. The main purpose of the Cargo manifest
is to provide necessary information about cargo for transport, commercial and regulatory
reasons. It is traditionally used by Customs as a control tool to ensure that all cargo
carried onboard a vessel is accounted for, usually by means of individual customs
declarations. It also gives the national Customs some advance information on imported
cargo in order to plan examination priorities, risk assessment and optimize allocation of
resources. ASYCUDA World provides Customs and Traders the means to achieve greater
efficiencies towards reducing clearance times and improvement of the business climate of
Barbados.

Access to ASYCUDA World is to be granted through an application process. A user or
director of an entity applies to the Revenue Commissioner using the prescribed form called
“ASYCUDA WORLD USER AUTHORIZATION FORM”. The form makes provisions for
a principal user (The applicant) and persons who can act on behalf of the applicant. Each
commercial type applicant account will be linked to a national tax payer lIdentification
Number, being a Value Added Tax (VAT) or Taxpayer ldentification Number (TIN). Thus,
each user included on an application will also be linked to the principal tax payer ID. The
Barbados Revenue Authority will issue each applicant and its designated user(s) with a login
name and initial password to enable access to ASYCUDA World. Once a user has logged in
successfully, the system will force a change of password based on a predetermined level of
complexity that enhances the strength of the password. Once the password is successfully
changed, the user may subsequently change the password at his or her discretion. However,
the system will force a change of password every six months or whenever a user request a
password change due to a forgotten or compromised password.

Welcome to ASYCUDA WORLD!
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2. ACCESS TO THE SYSTEM

Access to Barbados ASYCUDA World is through the following URL.:

http://asycuda.bra.gov.bb:8085

Access to ASYCUDA World is to be granted through an application process which entails
submitting an application form with a passport size photograph. After application, users are

issued with a Username and Password.

Click on the ASYCUDA World logo on the web page as shown in Figure 1.
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Ms Margaret Sivers
Commissioner, Barbados Revenue
Authority

ASYCUDAWorld

Click on the
ASYCUDA

Customs Environment
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httpi//asycuda.bra.gov.bbiB085/awclient/ASYCUDAWarid jnip | defauft browser?

—

Figure 1 URL web page

The following two boxes shown in Figure 2 are displayed.

World icon

<
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Verifying application. ‘

Location: http://asycuda.bra.gov.bb:8085

-

Security Warning lﬂ

Do you want to run this application?

Publisher: Thawte Freemail Member

Location: http://asycuda.bra.gov.bb:8085
Running this application may be a security risk

Risk: This application will run with unrestricted access which may put your computer and personal information at

risk. The information provided is unreliable or unknown so it is recommended not to run this application unless
you are familiar with its source

The certificate used to identify this application has expired.

This application will be blocked in a future Java security update because the JAR file manifest does not
contain the Permissions attribute, Please contact the Publisher for more information, More Information

Select the box below, then click Run to start the application

[]1 accept the risk and want to run this application. Run

Figure 2 Accessing ASYCUDA World

Click on “I accept the risk and want to run this application”.

The “Java Console” shown in Figure 3 and “login” interface shown in Figure 4 will be
displayed.
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The Java Concole consists of launching, logging and performance functions of the ASYCUDA
World application. Where login issues develop, the console contents should be e-mailed to the
ASYCUDA World technical team to assist with solving the problems.

[15-02-23 16:04:32] —= Setting look and feel: System

[15-02-23 16:04:33] —>= Connecting...

[15-02-23 16:04:33] haostMame = “ffasycuda.bra.gov.bb: 2006/

[15-02-23 16:04:33] >>> DesktopMain.connection

[15-02-23 16:04:34] hostMName = "ffasycuda.bra.gov.bb: 2008,

[15-02-23 16:04:34] =-= Establishing connection...

[15-02-23 16:04:41] Cache: Setting the user id: null and server id 201412032149040!
[15-02-23 16:04:41] <-< Establishing connection...

[15-02-23 16:04:41] =-= Loading dient properties...

[15-02-23 16:04:41] =-< Loading dient properties. ..

[15-02-23 16:04:41] <<= DesktopMain,connection

[15-02-23 16:04:41] —= Loading Help. ..

Feb 23, 2015 4:04:41 PM so.kernel.dient. cache. LocalCache getCacheFileForReadPriv
WARNING: Mo userID specified!

[15-02-23 16:04:41] =-= Updating languaage resource definition...

[15-02-23 16:04:41] <-< Updating language resource definition. ..

[15-02-23 16:04:41] Cache: Saving the following file: C:\Users\Ownerl, SOClassCache
[15-02-23 16:04:41] —= Checking identity...

[15-02-23 16:04:41] === DesktopMain.login

Feb 23, 2015 4:04:42 PM so.kernel.dient. LoginDialog initFingerprint_ogin El
WARNIMG: ERROR: Can not load fingerprint module, The reason can be located into tL—

' 1 | 3

[ Clear ] [ Copy ] [ Close

Figure 3 Java Console

Login name I
Click here
after entering
: !ogm .
information

TLS_DHE_DSS_WITH_AES_128_CBC_SHA256

Figure 4 Login interface
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3. LOGGING INTO THE SYSTEM
Insert the relevant login name and password into the login interface shown in Figure 4 and click

on the J_J icon. The following screen shown in Figure 5 is displayed indicating that the
system has been accessed.

¢ ASYCUDAWord Training Server - hoero [y (el
file View Window Help
rOlLY
[ Document iibrary 7 E
Document View Help
2w
[} Iv. ASYCUDA
@ [_] Accounting & Payment
@[] Asycuda World Reports
@ [ ) Cargo Manifest
© [_] Eurotrace Extractions
@ [ ] Fast Customs Processing
@ [ ) Goods Clearance
© [_] Integrated Tariff
@[] References
& ) Selectivity
ASYCUDA e
Ei © [ System Configuration
%11 —
i @ [ ) System Supervision
@ [ | Transit
© ) Transit Shed
@ [ ] Valuation control =
[l »
| Documentlibrary =136

Figure 5 Access page to ASYCUDA World

4, THE APPLICATION MAIN SCREEN
The screen is comprised of the following as shown in Figure 6:
Title Bar: the name of the application and user’s name.
Menu bar: containing the various functionality of system.
Icons bar: short cut to the system document and other functionality;
Work space area: area where all documents are opened; and
Task bar: contains the different processing tasks and open documents.
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Title bar

Menu bar

Icons bar

v ASYCUDAWorld Trwnini Server - holdem/

o~

Hile View Window Help

POV

r, Document library

ff

i

BARBADOS

REVENUE AUTHOR

ASYCUDA
} @

e

r Document library
Document View Help

]
& lMASVCUDA

B[] Accounting & Payment
€[] Asycuda Worid Reports
& ] Cargo Manifest

& C Eurotrace Extractions

€[] Fast Customs P

==rG00ds Clearance
6 ] Integrated Tarif
€[] Referencas
6 ) Selectivity
&[] Statistics
€ [ System Configuration
€ [ System Supervision
& Transit
8 [ Transit Shed

€ [ Valuation conrol

& E

Work space

—  area

\Tasks bar

Menu Bar Options
The menu bar consists of the “File”, “View”, “Windows” and “help” options as shown in Figure

The “File” Option
Clicking on “file” gives three options: Document library, New and Exit as shown in Figure 8.

Figure 6 Application main screen

File View Window Help

Figure 7 Menu bar options
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' ASYCUDAWorid Tr., (o[l e S

File View Window Help
['" Document Library ]

() Exit
JE¥ |

=] New AN |

Figure 8 File menu options

The “Document Library” option permits the search of this facility without using the main
window as shown in Figure 9. It is therefore an alternative to the Document Library tool bar.

———
v ASYCUDAWorld Training Server - holdero

'(.dl-n, the M oslgm

)

File View Window Help
[t"_ ‘Document Library

2 New

i) Exit

»
»
)

)
L
=1

ASYCUDA

International Norms

Single Window

System Administration »

System design

My Profile

/A

» Accounting & Payment P I
Asycuda World Reports  »

D Cargo Manifest »
Eurotrace Extractions »

D Fast Customs Processing ¥
Goods Clearance *  Declaration » | Detailed Declaration b [} Detailed Declaration » S b |
Integrated Tariff » [ Reports » ) Periodic Entry » w0/ pesgn
References * [ warehouse Stock Management ¥ [ Previous Declaration »
Selectivity A4 [ Serial management b ) e |
Statistics

System Configuration

System Supervision

Transit Shed

»

J

J

Transit »
J
Valuation control »
»

ASYCUDA

Web Services Logs

i@ﬁ Do ouboD Do

Tax Relief Agreements  »

E AUTHG s

=45

Figure 8 Use of the File menu

Selecting “New” provides a direct link for creating e-mail messages to system users as shown in

Figure 9.

-

s ASYCUDAWorld Trainin...

-

(- |-

File View Window Help

f' Document Library ]

i=| New b & Mail
(¥ Exit I
X |

14:44

=,

Figure 9 Display of “New” option

Selecting “exit” enables users to exit the system.
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The “View” Option

This facility provides four options: Access to the Document library, Mailbox, Tool bar and Task
bar as shown in Figure 10.

-

 ASYCUDAWorld Traini.. Lol B e |

File View Window Help

(f: ¥ | Document library

— ¥ | . Mailbox -
| v Toolbar =
1 W Taskbar r

" Docum... |Lmﬂ}{ |"_—'{3]15:[;|.2
Figure 10 View options
Selecting an option enable it to be displayed. An option is not displayed if deselected.

The “Window” Option
Selecting the “Window” provides the options displayed in Figure 11.

-

 ASYCUDAWorld Trai.. | S [ |

File View Window Help

)/’-_J .&‘ Cascade
HNext

N Previous U
Minimize all '

Clear Desktop §11 5:12

Figure 11 Window options

The “cascade” option displays all the currently opened documents in the cascade format as
shown in Figure 12.
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« ASYCUDAWorld Training S - hold = D e |
orl raining server o_ero »

File View Window Help

P A

| UoCUment norary ol
Doci

Bl Container - Create [nia] e = |

FT 2 Value Declaration - New [n/a]

S
@I <®| File
L

— 2 Detailed Declaration - New [2015]

[ 2 E 21 General Segment - New [ni/a]
| ®| File Edit View Help

G
; st HPa o0

(e

Manifest - General Information

Office of departure [/ arrival

¥ |
rGeneral Information
Voyage Number Date of departure Date of arrival Time of arrival Rotati
@ BPI VVoyage ldentification Date of registration Last d
i | | | [
G Port of departure Port of destination
r Shipping Information Totals
Carrier Agent Bills li
| Packages l_
Caoi
— ! Containers l_ -
4 »

Bl Detailed Declaratio... | = Documentlibrary [2) Value Declaration - ... (2] Container - Create [... |2] General Segment - ... ——15:20

Figure 12 Cascade of currently open documents

The “Next” option activates the next document currently in use.
The “Previous” option activates the previous document.

The “Minimize” option collapses all open documents.

The “Clear Desktop” option closes all open documents.

The “Help” option is intended to provide online help for users. This facility is not currently
available.

Icon Bar Options
The” Icon bar” gives the options displayed in Figure 13.

PSR ? BN O

Figure 13 Icon Bar options
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The ﬁ icon opens the Document Finder as shown in Figure 14. It provides the general
research for documents in the stated categories.

A Document Finder

6 Please select the document you want to find, and proceed to

A0 i

Approval

A essment

Attached document registration

Attached scanned document
thorization Form

Black Book (View)

Business unit

Declaration

.ash Declaration

ashier Summanry

artificate

ertificate registration

ol = =

rations Selectivity

Figure 14 Document search finder

The “online help” icon provides a link to the online help which is currently unavailable.

The “document library” E" icon provides another direct access to the document library.

The “email” h icon opens the electronic mailbox as shown in Figure 15.
' ASYCUDAWorld Training Server - holdero m@ﬂg

File View Window Help

Inbox N| Subject From Date
.?:::: - Login failure at Thu Jan 15 09:17:43 AST 2015 THE MAIL ROBOT Jan 15, 2015 9:17:43 AM
<ent _|Login failure at Thu Jan 15 09:18:52 AST 2015 THE MAIL ROBOT Jan 15, 2015 9:18:52 AM
2 ~|Login failure at Thu Jan 15 09:22:12 AST 2015 [THE MAIL ROBOT Jan 15, 2015 9:22:12 AM
~/Login failure at Thu Jan 15 09:22:45 AST 2015 THE MAIL ROBOT Jan 15, 2015 9.22:45 AM
~Login failure at Thu Jan 15 09:24:42 AST 2015 THE MAIL ROBOT Jan 15, 2015 9:24:42 AM
Header:
From:| THE MAIL ROBOT
Toc|holdero
i cc:
BCC:
i Subject:|Login failure at Thu Jan 15 09:28.46 AST 2015
i Date:|Jan 15, 2015 9:28:46 AM

i Hello holdero,

| ||| There was a login failure at Thu Jan 15 09:28:46 AST 2015.

£ Somebody has tried to enter the system with correct password.

21l The request was rejected because you were still in
o ant session tune o kernel server | aain

Figure 15 Electronic Mail-box
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The “logoff” 2 icon closes the ASYCUDA World session. The system will prompt with a

box to confirm the end of the session as shown in Figure 16.

. Exiting ASYCUDAWorld Training Server Ij

@ This will end the session, please confirm
v X

Figure 16 Confirm to end session.

5. THE DOCUMENT LIBRARY

The Document library as shown in Figure 17 opens in ASYCUDA after:
@) logging on to the system;
(b) using “view” in the menu bar; or
(© clicking the “Document library” icon in the Icons bar.

It consists of all the system documents to which a particular user has the rights. It is built with a
set of binders that contains documents. The binders are presented in an hierarchical order where
documents are grouped and linked together for performing a particular function.

,
( -~ ASYCUDAWorld Training Serv.... | s eS|

File View \Window Help
&2 @1 b

| Document library = =

-

Document View Help

o> .\}I. ASYCUDA
e

] International Norms

] Single Window

(O
©- [ ] System Administration
=4

System design

My Profile

|

[ >
I Y\, Document library l=@1 7:53

Figure 17 Document library

<

The binders are made up of e-documents.
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E-documents
An e-document is a representation of a physical paper document to be used for processing or
displaying data. Examples of e-documents are:

@ a customs declaration;

(b) a statement; and

(© a table.

The e-documents are represented by the E‘ and are contained in a binder. The binder icon
should be continuously clicked until the e-documents icon is displayed as shown in Figure 18.

- -
v ASYCUDAWorD Traiming Server s noicors i | = s |

File MWiew Window Help |

A Lo E} Accounting & Payment
Click to open o [[_J) Asvcuda worla Reports

binder L0 E} Cargo Manifest
= E} Eurotrace Extractions
== E} Fast Customs Processing
Lol E} Goods Clearance

Lol E] Declaration

© [ ) Detailed Declaration

[0 S ; E-document icon

=~ ) Periodic Entry
&= [ Previous Declaration

Lo E} Serial management
2 value Declaration
== E] Reports

== E] wWarehouse Stock Management

Figure 18 Accessing e-documents

Right click on the e-document icon to display the document as select “new” as shown in Figure
19.
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ASYCUDAWord Taining Sever haes L o e
-4 e = -

File Wiew Window Help
P~ I T
E[N)cunlenli:mry
View Help

ASYCUDA
Find for T1Gen

== E] Accounting & Payment
== E] Asycuda World Reports
== E] Cargo Manifest
Lo E] Eurotrace Extractions
== E] Fast Customs Processing
Lo E] Goods Clearance
(O] E] Declaration
¢ [[_] Detailed Declaration
[ Detailed Declaration
= [__] Periodic Entry
Loy E] Previous Declaration
Lo E] Serial management
B value Declaration
@ | ] Reports
== Warehouse Stock Management
@ [ ] Integrated Tariff
== E] References
@ E} Selectivity
@ [ statistics
== E] System Configuration

Find for Detail Exit Hote

Find by Date

UYL EX

ook

Find Unpaid Declarations
Find stored

Find registered

Find by Reqg. Nber

Find audit green

Find audit red

Find audit yellow

Find audit blue

Find audit query

PP TPOR

Find outstanding

L

Find written-off
Find Selected Red

Find Selected Yellow

] EET——

Figure 19 Finding an e-document

3

]
v

A new e-document will be displayed as shown in Figure 20.
~ ASYCUDAWork Tramng serer oo MU0 e o ol )

Eile View Window Help

el e

2 Detailea ration - New [2015] R
File Edit View Help
& v E P B X e e BRI RS e 2o e 100%

BARBADOS

=~ revenue autHoriTy - ASYCUDA

|||||”|||H||| DECLARATION

2 Exporter

Cust

3 Pages |4 Total BIL
1 | 1 Manifest

5 items & Nbr 7
1 2015

8a Consignee 5 9 Financial Responsible Ho.

T Trading TG CAP.
I L=

14 Declarant Information X 15 Country of Export 15CE Code [17CD.

a) Jiny a)

16 Country of origin 17 Country of destination

19 Ctr. | 20 Delivery terms

21 Identity and nationality of active means of transport crossing the border 22 Currency & Total Amount Invoiced |23 Exch. rate 24 Nature of
0.00 0.0000 | | transac.

25 Mode of transp] 26 Inland mode 75 Financial and banking data _ Bank Code
at border | Transport Terms of payment
30 Location of goods

Marks and numbers - Containers No(s) - Number and kind 32 Hem 33 Commeodity code Product Identification
Marks & no 1| Ho- |
of packages

r—— —e |

Figure 20 Example of a new e-document




E-document options

Each e-document has three options as follows:

Option 1 to minimise the document to the task bar;

Option 2 to expand the document to cover the working area; and

Option 3 to close the document without any modification as shown in Figure 21.

Option 2

I3 3 |_ .
Option l—> l_f - E” :.-' €——— Option 3
|

Figure 21 e-document options

E-document fields

E-documents consist of spaces for entering data called “fields”. It is mandatory that some of the
fields be populated with data. These fields are displayed in red. The entry of data in other fields
is optional and are coloured blue as shown in Figure 22.

. ASYCUDAWorld Training Server - holdero = B —_ . e a | ol |
File View Window Help
POl W
[ Detailed Declaration - New [2015] e [E
File Edit View Help
7 Tn A Ay (X ]
JOWL "y ~ -~ -
® B 1% = @ = X B R - o @ 100%
1] T _pectamon data fields in
H pd
Opuonal 2 Exporter . |
T Customs Reference red
- - 3 Pages 4 Total B/L
data fields ir N
bltems & Nbr packages 7 Declarant Reference #
blue 1 2015
8a Consignee No. 9 Financial I Responsibl HNo.
11 Trading 13 C.A.P.
| i
14 Declarant Information No. 15 Country of Export 15 C.E. Code |17 C.D. Code
a) [iy a) [b)
16 Country of origin 17 Country of destination
19 Ctr. | 20 Delivery terms
21 ldentity and nationality of active means of transport crossing the border 22 Currency & Total Amount Invoice: d |23 Exch. rate 24 Nature of
| 0.00 0.0000 | | transac.
25 Mode of transpd.26 Inland mode 28 Financial I and banking data Bank Code
at border | Transport Terms of payment
30 Location of goods
k3] g Marks and -C No(s) - Number and kind 32 Item 33 Commodity code Product ldentification
and. Marks & no 1|No.
description] of packages |54 Cty_oriq. Code | 35 Gross mass (kq] |36 Prefer. |~
4
4 g T T ERREe = = T e T T »
[ Documentlibrary I@ Detailed Declaratio... —= 1830

Figure 22 Illustration of Mandatory and Optional data fields
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NB: The tab button should be used to navigate between fields.

Managing errors
Users can commit errors when completing e-documents. Committed errors are displayed by the
system when the “verify” or “validate" icons are selected. Error messages are displayed as

shown in Figure 23.

Messages

Error: Customs office code, input reguired

Error: Yioyage number, input reguired

Error: Date of departure, input regquired

Error: Total number of hills of lading, input required

Error: Total number of containers, input recuired
Figure 23 Error Message Window

All messages should be corrected before continuing the process.
Double clicking each message will take the cursor to the error field.

USING THE FINDER

The finder is a powerful tool that facilitates the retrieval of documents lodged within the system.
It is available by right clicking on any category of documents and selecting “find” as shown in
Figure 24.

s ASYCUDAWOorld Training Server - holderc
- - - - i

Eile View Window Help

o @ | hu @

[ Document library = Design
Document View Help
Hewr
Find

==
(= .' ASYCUDA

o] Accounting & Payment
Asycuda World Reports

Find for T1Gen
Find for Detail Exit Note

Cargo Manifest Find by Date
[ ] Eurotrace Extractions Find Unpaid Declarations

Fast Customs Processing Find stored

Find registered
Find by Reg. Nber | \

Find audit green

29999

[__] Goods Clearance
¥ [__J Declaration
@ [ ] Detailed Declaration
[ Detailed Declaration
e [[_] Periodic Entry
@ [ ] Previous Declaration Find audit red
&= [ ] Serial management
|%_Value Declaration
<= ] Reports

Find audit yellow
Find audit blue

Lo Warehouse Stock Management Find audit query

Ints ted Tariff
ntegrate an Find outstanding
References
Selectivity

Statistics

Find written-off I

Find Selected Red

999

- System Configuration Find Selected Yellow I

LA TR R AR R R AR R AR ek

| I . Document Ebrary Find Selected Green Standby X5,

ke = = = — WY cina catacsan Dian

Figure 24 Triggering the Finder
The Finder is displayed in Figure 25.
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(l/_) Detailed Declaration finder

'j[-f

document Detailed Declaration

@ Please enter data for selection criteria, and proceed to find a specific

Mame
Diocument Status
Clearance off.
Reg. Ser.

|| Red. Mber
_ Reg. Date
Al Ast. Ser.

Ast. Mber

[l Ast. Date

Barcode

NNFRcp. Serial

Rcp. Mber

|| Rcp. Date
|l ity ltems

Warehouse Code

JlAmount to be paid

Dreclarant

O[] =

all
all
all
all
all
all
all
all
all
all
all
all
all
all
all
all

¥

criteria value #1 value #2

Figure 25 Display of Finder

The utility offers the user multiple options to locate various types of declarations and contains
four columns as follows:

1. Name
2. Criteria

3. Value #1
4. Value #2

The “Name” column contains the names of various research fields as follows:
Document Status — this is the status of the declaration and may be [stored,
registered assessed, paid, exited, cancelled or archived.

(a)

(b)
(©)

(d)

(€)
()

Clearance Office — This is office where goods are being cleared.

Registration Serial — This is the letter preceding the Customs Registration

Number.

Registration Number —This is the serial letter assigned to assessed declarations
by the Customs Registration Number (in this case it is C).

Registration Date - This is the date the declaration was registered.

Assessment Serial — This is the serial letter assigned to assessed declarations by
the Customs Administration (in this case it is L).
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(9) Assessment Number- This is the declaration assessment number.
(h) Assessment Date - This the date the declaration was assessed.

Q) Declarant - This is the declarant code.

() Declarant reference year — This is the year the declaration was prepared.
(K) Declarant reference — This is the declarants’ reference number.
Q) Type — EX: Exports or IM: Imports.

(m)  General Procedure - Declaration model.

(n) Exporter — This is the exporters’ code.

(o) Consignee - This is the importers’ code.

(p) Examiner Chief — Chief Examiners name.

(a) Examiner — The examiners name.

(9] Section — This is the section code.

(s) Total Duties & Taxes — Total Duties & Taxes Amount.

® Colour - This is the declaration lane colour.

The “criteria” column provide the choices of research criteria and may include the following
options:

@ Al

(b) Less than

(c) Less than or equal
(d) Greater than

(e) Greater than or equal
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()] Not equal

(99  Equal
(h) Between
Q) Is empty
() Is not empty
(K) Starts with
() Ends with
(m)  Contains substring
(n) Equals
The Value#1 column allows for filling research values and may be completed with criteria such
as the following:
Name: Registration Year — Criteria: Equals - Value#1: 2010.
The Value#2 may be completed with additional desired criteria as follows:

Name: Registration Year — Criteria: Between — Value #1: 2009 and Value #2: 2010.
The results of using the Finder are shown in Figure 26.

| &) Detailed Declaration finder & [E
8 305 documents found! Please select a document and select an action from the local menu
I[| Year Of.. v Decl..Ref Nber Re..| Re...| .. Type Gen... Qty ... Exp... Consig... Total..|Rcp... Re...Rcp... Wareh... As... A... Ast...Co...
({2015 BBB... 200.. SHERR.. M 7 2 201642.. 0 ABMU ... -
2015 BBB... 32 DUWAY .. M 4 2 203730... 206..
2015 BBB... 66 SANDR... M 4 1 200519... 20970
(2015 BBB... 60 #1 M 4 1 1650
112015 BBB... 200... ALCOY... M 4 2 200666... 10
{|2015 BBB... 48 6007 M 4 1 201908... 2470
2015 BBB... 200.. SHERR... M 7 2 201642.. 0 ABMU ...
(12015 BBB... 538 LOUIS-... M 4 1 7600029 20970
2015 BBB... 18 1089 11 I— 1 200886.. 0 STANS...
112015 BBB... 100 #1 M 4 1 200516... 186...
2015 BBB... 18 ATM2 11— 2 200886.. 0 STANS...
1|2015 BBB... 753... 0858 M 4 1 200519... 38980
1|2015 BBB... 68 SHARD.. M 4 2 200525... 206...
2015 BBB... 200.. DUWAY... M 4 2 203730... 206...
4|2015 BBB... 700... 9875 M 4 1 700003... 113...
2015 BBB.. 66 15033 M 4 7 203326.. 226... -
19 B = & ® A

Figure 26 Results of a Finder search

Select and right click on the desired document as shown in Figure 27 and the user options are
displayed. Select either “view” or “retrieve” to see the document. The “view” option does not
permit any adjustment to the document. Adjustments can be made in the “retrieve” option.
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r > r e )
s ASYCUDAWorld Tralmng_ Se_n.fet .ho_ld_er_o A 'l LTI e
File View Window Help

—
2Ol WY
) Detailed Declaration finder (R Pl
@ 305 documents found! Please select a document and select an action from the local menu
1

Year Of .. v Decl.. Ref MberRe._ | Re..| . Type Gen..| Qty . Exp.| Consig... Total. |Rcp... Re. Rcp.. Wareh... As_| A_ Ast_ Co..

SHERR..| INEENNEE 2 [ 20164200 [ [ [ fwwu. | [ | | |8

2015 BBB... 32 . L View 2 203730... 206...

| 2015 BBB... 66 SAMNDR.. = 1 200519... 20970
2015 BBB.. 60  #1 [“T Retrieve 1 1650
2015 BBB... 200... ALCOY ... - 2 200666... 10

2015 BBB.. 48 6007 €9 Delete 1 201908... 2470
| 2015 BBB... 200... SHERR... = 2 201642.. 0 ABMU.. l
2015 BBB... 58 LOUIS-... = Lock 1 7600029 20970
2015 BBB... 18 10889 = 1 200886... 0 STANS...
2015 BBB... 100 #1 H Details 1 200516... 186...
2015 BBB... 18 ATMZ T 2 200886... 0 STANS...
2015 BBB... 753... 0858 M 4 1 200519... 88980
2015 BBB... 68 SHARO.. M 4 2 200525... 206... :
2015 BBB... 200... DUWAY ... M 4 2 203730, 206... _
2015 BBB... 700... 9875 M 4 1 F00003... 113, N
2015 BBB... 66 15033 M 4 L 203326, 226... -
o = & «lx]
I /- Detailed Declar... =1 0:02
.

Figure 27 Finder results and view options.

THE MAILBOX
The mailbox facilitates the transmission of messages between system users. It is activated either
through:

(@) selecting “view” in the menu bar and clicking on “mailbox”;

(b) clicking on mailbox L!i in the Icon bar;
(©) displayed on the initial login to the system.

A new mail message is created by:

@ clicking on the ﬁ icon; or
(b) clicking on “file” and selecting “new message”.
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The mail dialog box shown in Figure 28 is displayed when creating a new message:

Templates

Dnte:|Feb 26, 2015 10:37:30 AM

Message:

Message
field

Attachments
tab

Figure 28 New mail message dialog box

Attachments can be added to the mail by clicking on the “Attachments tab” and a dialog box as
shown in Figure 29 is displayed.

[+ ASYCUDAWorld Training Server - holdero _ [F=REEH )
File View Window Help
Ol we
| ™ i B
File View Help
|‘g it
Inbox [ E
Drafis = Lem
Trash
Sent # New Message

Templates

Save As
Save

[ Send

I Date:|Feb 26, 2015 10:50:52 Al

wwox o vewum o e =

Figure 29 Attaching documents to mail
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Click on “file” and select “Attach Document” as shown in Figure 29. The box as shown in

Figure 30 is displayed. Select the document and click “open” and the document is attached to the
mail.

-

“ QOpen

Look In: | [ Documents ~ =1 or 1 BE| Bz I'
1 My Shapes [y dectestz.xemi
[y BB_ASYCUDAWoOrdUserAuthorizationForm.pdf [ EXVWHS1.5eml

[y copy of SHIFT_ATTENDANCE —Final.xls
[y dectest.xmi

[y dectest1.xmi

[y ExvwHS1A.2mI
[y urr REVIEVWV.Zip
[y MmANTEST.xmI

[y dectesttinwarehousing.xmi [y PREPAYMENT DEMO.xmI

4
File Hame:

Files of Type: | All Files

Open Cancel

Figure 30 Select the file to be attached to the mail

Click on rﬁ to send the mail.
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