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1.0 Examiner/ Chief Examiner Activation and Suspension

The following procedure should be used to activate or suspend an Examiner or Chief
Examiner.

Use the following path in the Document Library to access Examiner/Chief Examiner form.

ASYCUDA>>> Selectivity>>> as shown in Figure 1.

Figure 1 Examiner/Chief Examiner Form

Right click on “Examiner/Chief Examiner” document and select “Find” as shown in Figure 2.
1

Figure 2 Selecting the Finder
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The “Examiner/Chief Examiner” finder will be displayed as shown in Figure 3
Examiners / Chief Examiners finder = - |

Please enter data for selection criteria, and proceed to find a
document Examiners [/ Chief Examiners

Mame criteria value #1 value #2
Examining officer all
Section code all
Office code all

Ol e = ™

Figure 3 Examiners/Chief Examiners Finder.

Complete the criteria fields in the Finder as required and click “search” as indicated in Figure 4.
=
ﬁ Examiners /| Chief Examiners finder - 7 [

Please enter data for selection criteria, and proceed to find a specific docu
Chief Examiners

MName criteria value #1 value #2
Examining officer all
Section code equals EPU
Office code equals BBEBBP Click on

/ search

OF = &

Figure 4 Examiner/Chief Examiner Finder

Table 1 illustrates examples how criteria can be used in the finder.

Name Criteria Value #1 Value #2
Examining Officer all

Section Code equals Cargo-Examination

Office Code BOBR

Table 1 Example of using criteria in the Finder

The example above allows the Examiner to search for all available officers within the section
code (Cargo-Examination).
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The system displayed the results shown in Figure 5

é_j Examiners / Chief Examiners finder 7 [
@ 13 documents found! Please select a document and select an action from the local menu l
Examining officer © Extended name Section code Office code Office name Chief Work load
baileyc Charmaine Bailey PEL BBBBP BRIDGETOWM PORT true -4 |
boycej1 June Boyce PEL BEBEEP BRIDGETOWN PORT frue -6 .
‘ coombes-bowenk KIMBERELY COOMBES-BOWEN PEL BEBEFP BRIDGETOWN PORT false -2 .
cumberbatche CHERYL CUMBERBATCH PEL BEBBFP BRIDGETOWN PORT false 7 .
elcocke ERSKINE ELCOCK F'EU BEBEF BRIDGETOWN PORT true -6
evelynk Kay' -Ann Evelyn EEEBP BRIDGETOWN PORT false -10
BRIDGETOWN PORT _
harper’[ Tmy Harper EIELELELF' BRIDGETOWM PORT false -4
holdero DWEN HDLDER EIELELELF' EIRIDGETDWN PORT true 4
walcoﬁp F'ETER WALCD'I'I’ EEEEP EIRIDGETDWN PORT false -4
whitee Eudora White F‘EU BEBEBP BRIDGETOWN PORT false -2
|
ol =1

Figure 5 Finder result.

The user may now suspend or activate the officer by right clicking on the appropriate officer and
selecting the option. The officers highlighted in red have been suspended and can either be

“updated”, “deleted” or “activated” as shown in Figure 6.

F B
1 ASYCUDAWorld Training Server - holdero 2 [E=EE

File View Window Help

Lo

Figure 6 Options for officers highlighted in red

) Examiners | Chief Examiners finder EaF|
@ 13 documents found! Please select a document and select an action from the local menu
N

Examining officer Extended name Section code Office code Office name Chief Work load
baileyc Charmaine Bailey PEU BEBBP BRIDGETOWN PORT true -4
boycej1 June Boyce PEU BBBEBP BRIDGETOWN PORT true -6
coombes-bowenk KIMBERLY COOMBES-BOWEN PEU BBBBP BRIDGETOWN PORT false 2
cumberbatchc CHERYL CUMBERBATCH PEU BBBBP BRIDGETOWN PORT false 7
elcocke ERSKINE ELCOCK PEU BBEBBP BRIDGETOWN PORT true -G
evelynk Kay-Ann Evelyn PEU BBEBBP BRIDGETOWN PORT false -10 i
SHERNELL GOODRIDGE BRIDGETOWN PORT
harpert Troy Harper PEU ﬁ View BRIDGETOWN PORT false
holdero OWEN HDLDER PEU _— BRIDGETOWN PORT true
_ (] Update -
| [BRIDGETOWNPORT __[tue |
walcottp F'ETER WALCD‘I‘I’ F'EU ©.9 Direct Delete BRIDGETOWN PORT false
whitee Eudora White PEU = BRIDGETOWN PORT false -2

m’ Activate e

1 4

— ] .

| Document library | é_} Examiners | CR... ]l Details 247

The officers highlighted in blue are active and can only be suspended as shown in Figure 7.
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+ ASYCUDAWorld Training Server - holdero n (=] B [z

l_-_lE giew Window Help

ol L

‘gj E iners I/ Chief E: iners finder

@ 13 documents found! Please select a document and select an action from the local menu

Examining officer \‘1 Extended name Section code Office code Office name Chief Work load
||| baileyc Charmaine Bailey PEU BBBBP BRIDGETOWN PORT true -4
boycejl June Boyce BEBBP BRIDGETOWN PORT true B
coombes-bowenk KIMBERLY COOMBES-BOWEN BBBBP BRIDGETOWN PORT false -2

cumberbatchc CHERYL CUMEIEREH\TCH BBBBP ERI DGETOWN PORT false 7

BBBEP )GETO OR _

BBBBP BRI DGETOWN PORT false

300 BBBBP )G 0
Troy Harper » BBEBBP EIRIDGETOWN PORT false
OWEN HOLDER BBBBP BRIDGETOWN PORT true

)G NP0 false
)G 0 frue
PETER WALCOTT PEU BEBEFP BRIDGETOWNPORT  false
Eudora White BEBEP BRIDGETOWN PORT false -2

pom——e |

Figure 7 Options for officers highlighted in blue

2.0 Assigning an Examiner or Chief Examiner to a Section
The following path should be used to assign an examiner to a Section.

Document library >>> Selectivity>>>Examiners/Chief Examiners
Right Click and select New as shown in Figure 8.

v ASYCUDAWoOrd Training Serv... (|« =) [ S

File View Window Help

Ar"  Documentlibrary = ,l—_ﬁ-j‘
| Document View Help
= £

o E Cargo Manifest

©- [ ] Eurotrace Extractions

oo :E Fast Customs Processing
| &= [ ] Goods Clearance

@@= [ ] integrated Tariff

©- [ ] References

B Admini i tectivity
%Exaninerslcn-efET o

Figure 8 Select “New” to find Examiners/Chief Examiner form

The Examiner/Chief Examiner form is displayed as in Figure 9.

4|Page



2 Examiners / Chief Examiners - Hew [n/a] = =
File Edit Wiewr Help

T = ] 100 %%

. BARBADOS

B REVEMUE AUTHORITY - AS'I'CU D.A E 2

Customs Office
I [

r information

Section Code

Examining Officer Status

| |Suspended
Extended Mame

rCurrent Activity and Settings

Mumber of Declarations Workload
I I

v Receive Warning

Chief

General

Figure 9 Examiners/Chief Examiners form

The form should be completed as follows:

Office code — Insert the office code.

Section code — Insert the section code e.g. [cargo-examination].
Examining Officer — Insert the examiner’s user name
Extended Name — Insert the full name of the examiner

Status — System defaults to [suspend]. This must be changed to active after completing

the procedure.
Number of Declarations — System default.
Current workload — System default.

Receive Warning — Tick the check box. When ticked the system will inform the

examiner whenever a declaration is assigned.

A completed form is shown in Figure 10.
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B E iners / Chief E: iners - New

File Edit View Help

-V @

ASYCUDA BARBADOS

Examiner

Customs Office

IBRIDGETOWN PORT

rInfor

Section Code

[¥| Receive Warning
[] Chief

Examining Officer Status
|Suspended
Extended Name
rCurrent Activity and S a
Number of Declarations Workload

Figure 10 Figure: New examiner assignment.

3.0 Section or Examiner Reassignment

Use the following path to access a declaration to be re-assigned.
ASYCUDA>>> Goods Clearance >>>Detailed Declaration’
Right on “Detailed Declaration” and select on “Find Examiner and Section” as shown in

Figure 11.

e Hbrary =] |

@ ] Goods Clearance
@ [ Declaration
@ [[_] Detailed Declaration
B value Declaration =2
© [ setectvity :
©- [ International Norms

@ My Profile

t\ % % ?f

=
CE)
FE)
e
55
5
g1
55
e
55
55
e
&5

Fina

Find by Date

Find Unpaid Declarations
Find stored

Find registered

Find by Reg. Nber

Find audit green

Find audit red

Find audit yellow

Find audit blue

Find audit query

Find outstanding

Find Selected Red

Find Selected Yellow

Find Selected Green Standby
Find Selected Blue Standby
Find Selected Blue Assessed
Find Selected Query

Find Post-entry modified

Expand All
Collapse Al

Close

Figure 11 Finding the Examiner and Section
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The “Examinner and Section” finder is displayed. Complete the finder and click search. Figure
12 illustrates the results of the “Finder”.

v ASYCUDAWorld Training Server - holdero a =[S S—
File View Window Help
o @ W
&J Finder: Examiner and section =l E
There are moare than 500 documents found! We recommend that you specify more criteria to limit your
result! Please select a document and select an action from the local menu
Year Cleara... = Decl... Ref. N... Reg. ... Reg. Da... Type Gen. ... lte... Exp... Consigne... Exami... Exa... Se... Co...
2005 BBBBP 13 00001, 52 A18/05/2.. IM 4 34 20176837 Gr... |
2005 BBBBP 13 00001... 409 24052 1M 4 h | Gr... |
2005 BBBBP 3 00001, 310 22005/2... 1M 4 2 20082050 Gr....
ELE EEEER 2006.. o000, [343  [23m08502. : 1 e
2005 BBBBP 73 000010 317 2350520 1M 4 2 W View -
2005 BBBBP 13 oooo1... 322 2300520 1M 4
2005 BBBBP 73 00001, 298 2370520 1M 4 3 @ Export release
2005 BBBBP 45 00001, 304 2350520 IM 4 1
2005 BBBBP 57 00001, 326 2305/2. 1M 4 1 Fﬂ- Retrieve
2005 BBBBP 73 00001, 379 24/05/2... 1M 4 1
2005 BEEEP 2001... 00001.. 332  23/05/2.. 1M 4 1 ﬁ cancel
2005 BBBBP 2022 00001... 435 24052 1M 4 23
2005 BBBBP 18 o001 273 2200520 1M 4 T : _ -
2005 BBBBP 34 00012 218  22/05/2_ 1M 4 19 Qp — T SR ST R
2005 BBBBP 18 ooo2 458 24052 1M 4 3 = I
2005 BBBBP 2000... 00024, 600 25/08/2... 1M 4 1 il Details =k
@ — =« - >
4 »
| Document library | ‘J/'J Finder: Examin... —=Z415:33
| |

Figure 12 Finder results

Right click on the declaration to be re-assigned and select “Manual Examiner Assigment”. The
results of the search is displayed in Figure 13.

Manual Section/Examiners Assignment Ij
@‘ Current Section/Examiners :
Section: No section Chief Examiner: Hoexaminer Examiner: MNoexaminer

Hew Section/Examiners :

Section: MNo section Chief Examiner : Examiner :

v X

Figure 13 Manual section/examiners assignment window.

The screen shows the current section, chief examiner and examiners name. If necessary change
the following fields to re-assign either:

Section code — Insert the section code.

Chief Examiner — Insert the new Chief Examiner.

Examiner — Insert the new Examiner.

Click the ¢ icon to complete the process.
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Figure 14 illustrates that the manual assignment has been completed.

Transaction completed

@ Manual Assignment is done.

Figure 14 Transaction completed box

Click on the % to complete the process.
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