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Introduction  

The Declaration Processing Manual has been designed to assist importers, exporters, and customs 

brokers to understand how to key in information, validate and assess the Fiji Customs Single 

Administrative Document (SAD) using the new Customs software ASYCUDA World. 

The SAD covers all customs procedures and regimes except transit procedures. 

In ASYCUDA World importers, exporters and customs brokers issued with self-assessment facility.  

Customs officers will only assessed selected SAD. 

In this new declaration process importer, exporters and customs brokers with Pre-payment facility 

will be able to clear their goods once SAD is assessed. 

There is also provision for our Authorized Economic Operators (AEO) to clear goods under a credit 

declaration. This provision allows them to clear the goods and pay duty by end of the month. 

For non-Pre-payment account holder you will need to visit the Customs cashier for payment and 

printing of receipt. 
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Before keying declaration please ensure that you have all the required documents needed to complete 

declaration, such as;  bill of lading, invoices, freight document and any other permits, approvals and 

import licenses must be submitted with declaration. 

Step 1: Create a Declaration 

What to do?  Procedure 

1. Access Declaration  
 Module 

To access the declaration module Select the following path; ASYCUDA→  
Goods Clearance→ Declaration →Detailed Declaration as shown below: 

 

 To open a new declaration, Right 
Click on Detailed Declaration and select NEW 

 

2. Complete  
              General Segment 
 
 
 
Use attached Declaration 
Fields guide to complete 
declaration 

 
After selecting the declaration model, the system will display the 
declaration Form (Single Administrative Document - SAD) complete all 
the fields; begin with the general segment. 

  
 
In Box 1 select the model of Declaration imports or exports.(Ref Annex 1 
for the type of declarations). 
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3. Complete the Item 
Segments 

After filling out General segment continue by filling out all information in 
item segment for Item1. 
 

 
 

4. Complete Valuation 
Note 

To open Valuation Note select Val. Note tab in the bottom of Declaration 
as indicated below. Input invoiced value of all the goods declared in the 
main SAD form and other information such as total freight, insurance, 
currency code, other charges and item value associated with the 
consignment. 

 
 

It automatically apportions the costs between the declaration items when 

two or more items are declared. 
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5. Add Additional Items 

(if required) 
 
The system accepts 3 items 
per page 
 

To add another item select the add item icon in the Menu Bar. Fill out all 
necessary information and select add item icon  to continue adding items 
to declaration.  

 
 
Page numbers containing 3 items will appear on the left hand side of the 

screen. 

 

 
6. Additional Info Tab 

 

 
Use the additional info tab to input any related information relating to 
the declaration. 
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7. Fill Container 

Information (if any) 

 
If goods are containerized select container tab and fill in the required 
information 

 
 
 

8. Fill the Scan 
document tab 

It is a requirement to attach all required document prior to processing 
for declaration. For Sea Cargo you will be required to attach document 
code : 

- 102: C45 
- 380: Commercial Invoice 
- 761: AWB/BOL 

Nadi imports : code 103 and Nadi Exports: code 203 
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You will also need to attach other documents such as permits, license as 
and when required. 
 

STEP 2: SAD VERIFICATION 

What to do? Procedure 

 
9. Verify Documents 

 
System will allow verification 

until all errors are corrected. 

 

 
After inputting all required data select the “Verify document” icon to 

check for any errors and to calculate duties. 
 

 
 

If there are any errors system will indicate with a message prompt 

 

 
 
 

 

STEP 3: ASSESS DECLARATION 

What to do? Procedure 
 

10. Validate and Assess 
 
Assess  means that you are 

submitting the declaration for 

Customs acceptance, and 

acknowledge the values 

included in it as correct and 

exact. 

 

Assessment of a declaration 

brings on all legal bindings 

with Customs. 

 
On the opened declaration, select the Validate and Assess Icon to obtain 
assessment for payment. 
 

 
 
The system will then verify that all data is consistent. 
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The system will display above window confirming that data is consistent 
and ready for assessment.  
 

 
 
The System will display your declaration assessment number needed to 
make payment. 
 
 

STEP 4 : SELECTIVITY 

 
11. Selectivity   
All declarations with Red 

or Yellow lanes will have 

a customs officer 

assigned for examination. 

 

 
System will indicate with a message the assigned lane for your 
declaration 

 
 
The system has four selectivity lane to display 
 
Red Lane  
This means that your declaration requires both documentary check and  
Physical examination.  
Book appointment with Examination Section for the physical 
examination of cargo. 
Present to Customs Officer a copy of SAD and all relevant documents and 
await physical examination.  
 
Yellow Lane  
This means that your declaration only requires a documentary check. 
Present to customs a printed copy of your SAD and all relevant 
documents for documentary checks. 

Select if you are 

ready to assess 
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Blue Lane  
This means that your declaration has been automatically authorized to 
be released; however, your documents will undergo post clearance 
checks by Customs.  
If you have prepayment accounts you can print release order and collect 
goods from the custodian of goods. 
 
Green Lane  
This means that your declaration has been automatically authorized to 
be released. If it is an import, and you have prepayment account then 
you can print release note and collect your goods from the custodian of 
goods. If it is an export then your goods are ready to be shipped.  
 
Note: Customs reserves the right to examine goods assigned to  Green 

lane 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 5: DECLARATION FINDER 

WHAT TO DO? PROCEDURE 

 
12. FINDER 

 
The finder tool in AW is used to retrieve documents based on different 
search criteria. 
 
In order to access the declaration finder, the user will right click on 
detailed declaration and a list of 
sub‐menu’s that the user is permitted to have will be displayed as seen 
in the below. 
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STEP 6: OTHER DECLARATION TOOL 

 
13.  DECLARATION 

TOOL ICON AND 
DESCRIPTION 

 

 

 
 

  Document verification to check all declaration fields for consistency. 
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 Validation and assessment; it is a two‐in‐one icon that does both 
validation as well as declaration assessment, i.e., calculation of duties and 
taxes and routing the declaration to the appropriate channel. 
 

  Import from AW XML file; retrieve declaration data that have been 
stored locally on a computer workstation in an XML format for further 
processing. 
 

Export to AW XML file; store declaration data in XML format on a 
computer workstation for later processing. 
 

 1‐Print 
           2‐Print Hard copy 
           3‐ Information page. 
           3‐ Attached document; print attached documents. 
 

 1‐Customized; print on a pre‐printed form. 
               2‐ Assessment notice 
 

 View total mass; displays the total weight of all items on the     
declaration. 
 

 Add item; to add an item to a declaration during data capture. 
 

  Generate periodical summary declaration; to generate a periodical 
declaration if the authorization number is valid. 
 

 Finder; search for documents in AW database. 
 

 Help; provides the user with an online help. 
 

14. Using 
prepayment 
account 

This function is available to those who wants to deposit fund in advance 
with FRCS for clearance purpose. 



FIJI CUSTOMS ASYCUDA WORLD BROKERS PROCESSING MANUAL 

Created : 29/01/2015  
Modified: 23/9/2021 

 

Agent will be required to complete prepayment application form. Submit 
form for approval with CCOR and have the account created by the AW team 
in AW. 
Once the account is created, you can use that account reference to deposit 
fund. Prepayment account normally starts of with code PP followed by the 
TIN. 
Eg. PP500000004.  
Once fund is deposited then you can use the account for clearance by 
inserting the prepayment account number in box 48 of SAD. 
 

 
 
 

15 Using Credit Facility To use the available credit account facility to assist Stakeholders in 
releasing declaration using deferred payment. This is for our 
Authorized Economic Operators (AEO). 

 Declaration will be processed and deemed to be paid. 

 Allow generation of release note and delivery of 
consignment. 

 The system contains various user reports for the 
management and monitoring of credit facility. 

 Brokers/Traders completes the AW Credit account 
application form. 

 Application forms to be approved by respective CCOs. 
 AW team will create credit account in AW with the 

approved overdraft amount, 31 days declaration delays and 
1-day statement delay. 

 Issue account reference to account holder 
 Credit  account normally starts of with code AEO followed by 

the TIN. Eg. AEO50000000001 
 Once account is created account holder can use account for 

clearance by inserting the Credit account number in box 48 of 
SAD 
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VAT Deferment - Deferred VAT payment for 2 months for Gold Card Companies 
with effect from 01st August 2021 as per the 2021/2022 
National Budget. 

- Deferred VAT payment is applicable to Gold Card companies 
and their subsidiary companies 

- GCVAT code can be used in conjunction with the AEO 
“Authorized Economic Operator” or Compliant Warehouse 
code 

- The Gold Card company or customs agent shall register their 
IM4 declaration in AW and enter code GCVAT in Box 28 of the 
SAD for deferred VAT payment. 
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