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Welcome to Pakistan Single Window Module for DPP Import Permit, Export Certificate 

(Phytosanitary Certificate) User Manual! 
 

This Pakistan Single Window (PSW) user manual for traders and customs agents, is your step-by-step 

guide on how to obtain Import Permit and Export Certificate (Phytosanitary Certificate) from the 

Department of Plant Protection (DPP) through the PSW portal. This user manual provides background 

of the PSW system while describing its key features. It also outlines some responsibilities and 

obligations of the PSW users while using the PSW portal. 
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1. Introduction 
Pakistan Single Window (PSW) is an electronic portal that allows parties involved in cross 

border trade and transport to lodge standardized information and documents using a single- 

entry point to fulfil all import, export, and transit related regulatory requirements. The 

information is transmitted electronically and individual data elements for clearance and 

regulatory approvals need only to be submitted once. Use of the PSW portal is allowed to 

authorized users who have completed the subscription process. Once subscribed and 

registered with PSW, you can access the PSW to perform cross border trade and transit 

related activities including online payment of taxes and OGA fees. 

Currently, most OGAs dealing in cross border trade are performing their related functions 

manually. Even the OGAs using electronic means lack integration with the customs clearance 

system. All the internal users correspond through emails, phone calls and messages which 

causes delay in the operational processes and approvals. 

The PSW aims to simplify your cross-border trade and transport experience. This new 

platform will facilitate the trader/customs agent with online applications for Import 

Permit/Export Certificate by the DPP. The application for the same shall be received and 

processed through the PSW portal. Similarly, sharing of messages and documents required 

for processing of regulatory approval requests shall be enabled by the PSW. 

This new platform will also automate document calling, inspection calling, approval/rejection 

of Import Permit and Export Certificate requests. The Export Certificate request will be 

generated by the system at the time of submission of export Single Declaration (SD). With the 

PSW system going live, there will be no DPP office visits and manual submission of applications 

for the issuance of regulatory approvals. The processing of application will be done online, 

where you can have a clear visibility of the action being performed on the same. For example, 

if, during the processing of application for the Export Certificate, the DPP officer requests for 

the fumigation of a consignment, then a notification will be generated automatically by the 

PSW system which will appear in the trader dashboard. 

With the help of this platform, the communication between you and DPP officer will be visible 

robust and transparent. For more to know about PSW please visit our website 

www.psw.gov.pk
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2. Background 
!ǎ ŀ ǎƛƎƴŀǘƻǊȅ ǘƻ ǘƘŜ ²¢hΩǎ ¢ǊŀŘŜ CŀŎƛƭƛǘŀǘƛƻƴ !ƎǊŜŜƳŜƴǘ όн015), Pakistan has notified the 

establishment of a Ψbŀǘƛƻƴŀƭ Single ²ƛƴŘƻǿΩ (NSW) as a Ψ/ŀǘŜƎƻǊȅ /Ω commitment with effect 

from 22nd February 2017. To implement NSW the Government of Pakistan has promulgated 

the Pakistan Single Window Act, 2021 while declaring Pakistan Customs as the Lead Agency. 

Pakistan Customs has established a dedicated PSW Company (PSWC), as a not-for-profit 

Company under Companies Act, 2017, to implement the PSW program. The PSWC has been 

designated as the Operating Entity under the PSW Act for developing and maintaining the 

PSW portal in collaboration with 77 different public sector entities involved in regulation of 

cross border trade in Pakistan. The PSWC will digitize the processes of public sector entities, 

related to regulation of international trade. This will not only reduce the time and costs but 

also increase compliance and immensely benefit economic operators like importers, 

exporters, freight forwarders, clearing agents, shipping companies, transporters etc. The 

implementation of PSW program will also enhance government controls and transparency. 

By creating a national electronic trade and logistics platform the PSW will help Pakistan 

integrate better into the regional and global single window systems. It will facilitate 

integration into global value chains and enable Pakistan to become a hub for regional and 

international transit and trade. 
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3. Salient Features of DPP LPCO Module 

 

i. A complete solution for online filling and processing of applications. 

ii. It caters to all the needs of DPP related to processing of Import Permit(s) and 

Export Certificate(s). 

iii. ! ŎƻƳǇƭŜǘŜ ŀƴŘ ŎƻƳǇǊŜƘŜƴǎƛǾŜ ƭƻƎ ƻŦ ǘƘŜ ŀŎǘƛǾƛǘƛŜǎ ƻƴ ǘƘŜ ǘǊŀŘŜǊΩǎ ƻƴƭƛƴŜ 

request for Import Permit or Export Certificate will be visible to the 

trader/custom agent in the system. 

iv. Dynamic User Management System provided to the DPP will ensure proper 

performance monitoring against agreed performance benchmarks and key 

performance indicators. 

v. Communication between the officer and trader/custom agent will be done 

through the PSW system. 

vi. Facilitates compliance of trade regulations through the system relying on HS 

code/Product Code based description and purpose of import selection. 

vii. Allows efficient clearance of consignments from the port through automation of 

the processing of LPCO. 

viii. Digital transactions through online payments of LPCO fees thus saving time and 

costs and promotion of digital transactions. 

ix. Clarity and precision in determining LPCO requirements on items being 

imported or exported through the ITMS based product codes. 

3.1. Pre-requisites for availing DPP PSW LPCO Services 

i. The trader/custom agent must register in PSW. 

ii. The trader/custom agent must have a valid bank account and bank profile 

registered with the Authorized Dealer. 

3.2. System Requirements 

i. To use PSW Portal on Windows®, the subscriber will require: 

a. Google Chrome Browser. 

b. Windows 7, Windows 8, Windows 8.1, Windows 10 or later 

c. An Intel Pentium 4 processor or later that's SSE3 capable 

ii. To use PSW Portal on Mac®, the subscriber will need: 

d. Google Chrome Browser 

e. OS X El Capitan 10.11 or later 
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4. Step by Step Process 

4.1. User Login 

i. tƭŜŀǎŜ Ǿƛǎƛǘ ΨΩwww.psw.gov.pkέ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ[ƻƎƛƴΩ option. 
 

Figure 1 

ii. After clicking on the login button, you will be redirected to the login interface. 

Here, you will be required to enter your login credentials. 
 

Figure 2 
 

4.2. User Dashboard 

http://www.psw.gov.pk/
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4.2.1. User Dashboard ς Trader 

i. Once the login credentials are validated, you will be redirected to the Dashboard. 

IŜǊŜΣ ȅƻǳ ǿƛƭƭ ŎƭƛŎƪ ƻƴ ά[t/h ƻǇǘƛƻƴΦέ 
 

Figure 3 

 

4.2.2. User Dashboard ς Custom Agent 

i. Once the login credentials are validated, you will be redirected to the Dashboard. 

IŜǊŜΣ ȅƻǳ ǿƛƭƭ ŎƭƛŎƪ ƻƴ ά[t/h ƻǇǘƛƻƴΦέ 
 

 

 
 

Figure 4 
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5. Import Permit(s) 
5.1. Filling of New Import Permit Request 

i. Click on ΨLƳǇƻǊǘ tŜǊƳƛǘǎΩ 
 

Figure 5 

 

ii. After clicking on Import Permits, you will be able to create a new Import Permit 

ōȅ ŎƭƛŎƪƛƴƎ ƻƴ Ψ/ǊŜŀǘŜ LƳǇƻǊǘ tŜǊƳƛǘΩ ōǳǘǘƻƴΦ 
 

Figure 6 
 

iii. As you click on Ψ/ǊŜŀǘŜ Import tŜǊƳƛǘΩ button, a new screen will appear in which 

you will lodge an online application for Import Permit. 

iv. You will enter required information and click on ΨǎŀǾŜ and ǇǊƻŎŜŜŘΩ button to 

proceed further. 

ω Consignment Information 

Trader View  

i. Following will be the view if trader is filing Import Permit. Trader will add 

/ƻƴǎƛƎƴƳŜƴǘ LƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ŎƭƛŎƪ ƻƴ Ψ{ŀǾŜ ϧ tǊƻŎŜŜŘΩ ōǳǘǘƻƴΦ 
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Figure 7  

Custom Agent View  

i. Following will be the view if Custom Agent is filing Import Permit. Custom Agent 

ǿƛƭƭ ŀŘŘ /ƻƴǎƛƎƴƳŜƴǘ LƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ŎƭƛŎƪ ƻƴ Ψ{ŀǾŜ ϧ tǊƻŎŜŜŘΩ ōǳǘǘƻƴΦ 
 
 

Figure 8 
 

ω Commodities ς Trader/Custom Agent 

i. You ǿƛƭƭ ǇǊƻǾƛŘŜ ŎƻƳƳƻŘƛǘȅ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ŎƭƛŎƪ ƻƴ Ψ{ŀǾŜ ŀƴŘ tǊƻŎŜŜŘΩ ōǳǘǘƻƴ to 

proceed further. 
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Figure 9 

 

Following types of screens may open based on HS Code. 
 
 

Figure 10 
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Figure 11 

 

 
Figure 12 
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Figure 13 

 

 
Figure 14 

 
 

Commodities searching ς Trader/Custom Agent  

i. You will be able to search and identify the specific commodity HS code and 
tǊƻŘǳŎǘ ŎƻŘŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ Ψ{ŜŀǊŎƘΩ ǘŀō ƛƴ ǘƘŜ tǊƻŘǳŎǘ /ƻŘŜ field
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Figure 15 
 

 
 

ii. You can search by HS code, Product code, Item description and by purpose and 

select the desired result. 
 

Figure 16 
 
 

iii. ¸ƻǳ Ŏŀƴ ŀƭǎƻ ŎƭƛŎƪ ƻƴ ΨwŜǎŜǘΩ ōǳǘǘƻƴ ǘƻ ǊŜǎŜǘ ǘƘŜ ǎŜŀǊŎƘΦ 
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Figure 17 

ω Document Information ς Trader/Custom Agent 

i. The system will require you to upload mandatory documents, through the use of ITMS 

HS code and Product Code. The system will only display the documents which are 

required under the selected HS/Product Code 
 

Figure 18 
 

ii. You can also click on uploaded document to view the documents. 
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iii. After uploading the documents, you will click on Ψ{ŀǾŜ and tǊƻŎŜŜŘΩ button to proceed 

further. 
 

Figure 20 
 
 

5.2. Import Conditions ς Trader/Custom Agent 

i. When import conditions are not defined by Department following screen will 

appear: 
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Figure 21 

 

a. If the declaration is defined user must check box. 

b. Note: When declarations are not defined this checkbox is optional for selection 
 

Figure 22 

c. You click on Ψ{ǳōƳƛǘΩ Button and submit the Import Permit application request. 
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Figure 23 

ii. When import conditions are defined following screen will appear: 
 

 

Figure 24 
 

 

a. You must click on declaration check box. 
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Figure 25
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b. ¸ƻǳ ŎƭƛŎƪ ƻƴ Ψ{ǳōƳƛǘΩ ōǳǘǘƻƴ ǘƻ ǎǳōƳƛǘ ǘƘŜ Import Permit application request. 
 

 

Figure 26 
 
 
 

iii. Upon submission of Import Permit request, a PSID will be generated. The Import 

Permit fee shall be displayed for payment against the PSID. You will pay the fee and 

proceed. 
 

Figure 27 
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5.3. Save, Edit, Cancel & View Import Permit 

5.3.1.1. Save Import Permit  

i. You can save the information entered while creating Import Permit by clicking on 

Ψ{ŀǾŜΩ ōǳǘǘƻƴ ŘǳǊƛƴƎ ŜŀŎƘ ǎǘŜǇΦ 
 

Figure 28 
 

ii. Upon clicking on Ψ{ŀǾŜΩ button a pop up will appear where trader/Custom agent will click 

Ψ¸ŜǎΦΩ 
 

Figure 29 
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Edit Saved Import Permit  

i. Once the Import Permit information is saved it will appear in Import Permit grid 

ǿƛǘƘ ǎǘŀǘǳǎ ά5ǊŀŦǘŜŘΣέ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ǇŜƴ ƛŎƻƴ ǘƻ ŜŘƛǘ drafted/saved Import 

Permits. 
 

Figure 30 
 

Trader View 

i. You can edit the saved request. 
 

Figure 31 
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Custom Agent View 

i. You can edit the saved request. 
 

Figure 32 
 

Cancel Import Permit   

i. To cancel a saved Import Permit, which is not submitted for processing, you shall 

ŎƭƛŎƪ ƻƴ Ψ/ŀƴŎŜƭΩ ōǳǘǘƻƴΦ 

(Note: Edit and cancel function shall only be available on draft/saved permit. No 

option to edit or cancel will be available once the Import Permit is submitted) 
 

Figure 33 
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ii. ¦Ǉƻƴ ŎƭƛŎƪƛƴƎ ƻƴ ΨŎŀƴŎŜƭΩ ōǳǘǘƻƴ ŀ ǇƻǇ ǳǇ ǿƛƭƭ ŀǇǇŜŀǊ ǘƻ ǿƘƛŎƘ ȅƻǳ ǿƛƭƭ ŎƭƛŎƪ Ψ¸ŜǎΩ 

to cancel the drafted request. 
 

Figure 34 
 
 

5.3.2. View Import Permit ς Trader/Custom Agent 

i. You can view submitted Import Permit by clicking on desired Import Permit. 
 

 

Figure 35 
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ii. You can view the submitted Import Permit, attach documents, and import conditions (if 

any). 
 

 

 
5.4. Upload Called document(s) 

Figure 36 

i. If DPP officer requests any additional document, a notification will appear in the 

notification bar. You will click on notification button appearing at top right side on 

the window. 

Figure 37 
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ii. You will click on a particular notification. 

Figure 38 
 

iii. If ΨŘƻŎǳƳŜƴǘ ŎŀƭƭŜŘΩ ƴƻǘƛŦƛŎŀǘƛƻƴ ƛǎ ŎƭƛŎƪŜŘΣ ȅƻǳ ǿƛƭƭ ōŜ ǊŜ-directed to the inbox 

ŦǊƻƳ ǿƘŜǊŜ ȅƻǳ ǿƛƭƭ ŎƭƛŎƪ ƻƴ Ψ¦ǇƭƻŀŘ 5ƻŎǳƳŜƴǘΦΩ 
 

Figure 39 
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iv. You will be re-ŘƛǊŜŎǘŜŘ ǘƻ ǘƘŜ Ψ5ƻŎǳƳŜƴǘ /ŀƭƭŜŘΩ ǎŎǊŜŜƴ ŦǊƻƳ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ 

upload document. 
 

Figure 40 
 

v. ¸ƻǳ ǿƛƭƭ ǎŜƭŜŎǘ ǊŜǉǳƛǊŜ ŘƻŎǳƳŜƴǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ Ψ5ƻŎǳƳŜƴǘ ¢ȅǇŜΩ 
 

Figure 41 
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vi. ¸ƻǳ ǿƛƭƭ ŎƭƛŎƪ ƻƴ ΨǎŜƭŜŎǘ ŦƛƭŜΩ ōǳǘǘƻƴ ŀƴŘ ǳǇƭƻŀŘ ŀ file. 
 

Figure 42 
 

vii. You can review the attached file by clicking on file and then clicking on Ψ{ǳōƳƛǘΩ 

button to submit document for further processing. 
 

Figure 43 
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viii. ¦Ǉƻƴ ŎƭƛŎƪƛƴƎ ƻƴ Ψ{ǳōƳƛǘΩ ōǳǘǘƻƴ ŀ ǎǳŎŎŜǎǎ ǇƻǇ-up screen will appear. 
 

Figure 44 
 

5.4.1. Alternate way to upload document 

i. You can also upload document by clicking on action icon. 
 

Figure 45 
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ii. !ŦǘŜǊ ŎƭƛŎƪƛƴƎ ƻƴ ŀŎǘƛƻƴ ōǳǘǘƻƴΣ ȅƻǳ ǿƛƭƭ ōŜ ǊŜŘƛǊŜŎǘŜŘ ǘƻ ǘƘŜ Ψ¦ǇƭƻŀŘ 5ƻŎǳƳŜƴǘΩ 

screen from where you can select document, upload file, add comments and 

submit document. 

iii. The same process under heading 5.4 will follow.  
 
 

5.5. Notification regarding Approval/Rejection of Import Permit 

Approval notification  

i. A notification will appear in your inbox informing you about the Import Permit 

approval. You will click on the notification. 

Figure 46
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ii. ¸ƻǳ ǿƛƭƭ ǎŜƭŜŎǘ ƻƴ ΨwŜǉǳŜǎǘ !ǇǇǊƻǾŀƭΩ ǘƻ ǾƛŜǿ notification 
 

Figure 47 
 

iii. You will be re-directed to inbox where you can click on Ψ±ƛŜǿ Import tŜǊƳƛǘΩ 

button to view approved Import Permit. 
 

Figure 48
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iv. You will be re-directed Import Permit screen to view the approved Import Permit. 
 

Figure 49 
 
 
 

v. You can click on ΨtǊƛƴǘΩ button to print Import Permit in DPP prescribed certificate 

along with QR code. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 50
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vi. ¦Ǉƻƴ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ΨtǊƛƴǘΩ ōǳǘǘƻƴΣ ŀ t5C ŦƛƭŜ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ download. 
 

 
 

Figure 51
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Alternate way to print approved Import Permit  

i. You can navigate to Import Permit grid and click on print button to print approved 

Import Permit in DPP prescribed forms. 
 

Figure 52 
 

 

ii. Upon clicking on print button, a PDF file will automatically download. 

 

Rejection notification  

i. A notification will appear in your inbox notifying user about Import Permit 

rejection along with remarks thereof. 

 
 
 

Figure 53 
 

ii. You shall click on the ΨwŜǉǳŜǎǘ wŜƧŜŎǘŜŘΩ message where you will be redirected to 
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ǘƘŜ ƛƴōƻȄ ǎŎǊŜŜƴΦ ¸ƻǳ ǿƛƭƭ ŎƭƛŎƪ ƻƴ Ψ±ƛŜǿ LƳǇƻǊǘ tŜǊƳƛǘΩ ǘƻ ǾƛŜǿ ǘƘŜ ǊŜƧŜŎǘŜŘ 

Import Permit. 

 

Figure 54
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iii. ΨLƳǇƻǊǘ tŜǊƳƛǘΩ ǎŎǊŜŜƴ ǿƛƭƭ open. 
 

Figure 55 
 

iv. ²ƘŜƴ ȅƻǳ ǿƛƭƭ ŎƭƛŎƪ ƻƴ Ψ±ƛŜǿ LƳǇƻǊǘ tŜǊƳƛǘΩ ōǳǘǘƻƴ ǘƘŜƴ ǘƘŜ ǊŜƧŜŎǘŜŘ LƳǇƻǊǘ 

Permit will open where you can view officer remarks. 
 

Figure 56
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5.6. Import Permit Amendment 

i. Once Import Permit is approved, User can file Import Permit amendment by 

ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ΨwŜǉǳŜǎǘ !ƳŜƴŘƳŜƴǘΩ ōǳǘǘƻƴΦ 
 

Figure 57 
 

ii. hƴŎŜ ȅƻǳ ŎƭƛŎƪ ƻƴ ΨwŜǉǳŜǎǘ !ƳŜƴŘƳŜƴǘΩ ōǳǘǘƻƴΣ ŀ ƴŜǿ ǎŎǊŜŜƴ ǿƛƭƭ ŀǇǇŜŀǊ ǿƘŜǊŜ 

the Import Permit will display, and you can amend ΨtƻǊǘ of 9ƴǘǊȅΩ and the ΨvǳŀƴǘƛǘȅΩ 

and request for Import Permit Extension. 
 

Figure 58



38 

 

 

 

Import Permit Amendment of Port of Entry and Quantity  

iii. hƴŎŜ ȅƻǳ ŀƳŜƴŘ ǘƘŜ ǇƻǊǘ ƻŦ ŜƴǘǊȅ ŀƴŘ ǉǳŀƴǘƛǘȅΣ ȅƻǳ ǿƛƭƭ ŎƭƛŎƪ ƻƴ ΨwŜǉǳŜǎǘ 

!ƳŜƴŘƳŜƴǘΩ ōǳǘǘƻƴΦ bƻ ŦŜŜǎ ŀǊŜ required for Amendment of Port of Entry and 

Quantity. 
 

Figure 59 
 

iv. ¦Ǉƻƴ ŎƭƛŎƪƛƴƎ ƻƴ ΨhYΩ ōǳǘǘƻƴ ŀ ǇƻǇ ǳǇ ǿƛƭƭ ŀǇǇŜŀǊ ǘƻ ǿƘƛŎƘ ȅƻǳ ǿƛƭƭ ŎƭƛŎƪ Ψ¸ŜǎΩ ŦƛƭŜ 

a request for Import Permit amendment. 
 

Figure 60
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Figure 61 

 

Import Permit Amendment of Extension  

i. hƴŎŜ ǘƛŎƪ ƻƴ ǘƘŜ ΨwŜǉǳŜǎǘ 9ȄǘŜƴǎƛƻƴΩ ŘƛŀƭƻƎ ōƻȄ ŀƴŘ ŎƭƛŎƪ ƻƴ ΨwŜǉǳŜǎǘ !ƳŜƴŘƳŜƴǘΩ 

button, ŀƴ ΨLƴŦƻǊƳŀǘƛƻƴΩ ǇƻǇ-up will appear which will show the Import Permit 

9ȄǘŜƴǎƛƻƴ ŀƳŜƴŘƳŜƴǘ ŦŜŜǎΦ ¸ƻǳ ǿƛƭƭ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨhYΩ button. 
 

Figure 62
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Figure 63 

 

ii. ¦Ǉƻƴ ŎƭƛŎƪƛƴƎ ƻƴ ΨhYΩ ōǳǘǘƻƴ ŀ ǇƻǇ ǳǇ ǿƛƭƭ ŀǇǇŜŀǊ ǘƻ ǿƘƛŎƘ ȅƻǳ ǿƛƭƭ ŎƭƛŎƪ Ψ¸ŜǎΩ ŦƛƭŜ 

a request for Import Permit amendment 
 

Figure 64
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Figure 65 

 

iii. Once the request of Import Permit Amendment is initiated. User can view the 

Amendment history by clicking on the Import Permit. 
 

Figure 66 
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iv. Once User clicks on the Import permit. An import permit view screen appears 

ǿƘŜǊŜ ŀ ΨbƻǘŜΩ ƛǎ ŘƛǎǇƭŀȅŜŘ ǎǘŀǘƛƴƎ ǘƘŀǘ Ψ¸ƻǳǊ !ƳŜƴŘƳent Request is currently In-

Process, for further information kindly view Import Permit Amendment History 

Section ōŜƭƻǿΦΩ 
 

 

 
5.6.1. Upload Called document(s) 

Figure 67 

i. If DPP officer requests any additional document against the Import Permit 

Amendment, a notification will appear in the notification bar. You will click on 

notification button appearing at top right side on the window. 

Figure 68 
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ii. You will click on a particular notification 
 

Figure 69 
 

iii. If ΨŘƻŎǳƳŜƴǘ ŎŀƭƭŜŘΩ notification is clicked, you will be re-directed to the inbox from 

ǿƘŜǊŜ ȅƻǳ ǿƛƭƭ ŎƭƛŎƪ ƻƴ Ψ¦ǇƭƻŀŘ 5ƻŎǳƳŜƴǘΦΩ 
 

Figure 70 
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iv. You will be re-directed to the Ψ5ƻŎǳƳŜƴǘ /ŀƭƭŜŘΩ screen from where you can 

upload document. 
 

Figure 71 
 

v. ¸ƻǳ ǿƛƭƭ ǎŜƭŜŎǘ ǊŜǉǳƛǊŜ ŘƻŎǳƳŜƴǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ Ψ5ƻŎǳƳŜƴǘ ¢ȅǇŜΩ 
 

Figure 72
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vi. ¸ƻǳ ǿƛƭƭ ŎƭƛŎƪ ƻƴ ΨǎŜƭŜŎǘ ŦƛƭŜΩ ōǳǘǘƻƴ ŀƴŘ ǳǇƭƻŀŘ ŀ file. 
 

Figure 73 
 

vii. You can review the attached file by clicking on file and then clicking on Ψ{ǳōƳƛǘΩ 

button to submit document for further processing. 
 

Figure 74 
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viii. ¦Ǉƻƴ ŎƭƛŎƪƛƴƎ ƻƴ Ψ{ǳōƳƛǘΩ ōǳǘǘƻƴ ŀ ǎǳŎŎŜǎǎ ǇƻǇ-up screen will appear. 
 

Figure 75 
 

5.6.2. Alternate way to upload document 

i. You can also upload document by clicking on action icon. 
 

Figure 76
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ii. After clicking on action button, you will be redirected to the Ψ¦ǇƭƻŀŘ 5ƻŎǳƳŜƴǘΩ 

screen from where you can select document, upload file, add comments and 

submit document. 

iii. Same process as under 5.6.1. will follow. 
 

 

5.6.3. Notification regarding Import Permit Amendment Approval/Rejection 

Approval notification  

i. A notification will appear in your inbox informing you about the Import Permit 

Amendment approval. You will click on the notification. 

Figure 77
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ii. ¸ƻǳ ǿƛƭƭ ǎŜƭŜŎǘ ƻƴ Ψ!ƳŜƴŘƳŜƴǘ wŜǉǳŜǎǘ !ǇǇǊƻǾŜŘΩ ǘƻ ǾƛŜǿ notification 
 

Figure 78 
 

iii. You will be re-directed to inbox where you can click on Ψ±ƛŜǿ Import tŜǊƳƛǘΩ button 

to view approved Import Permit Amendment. 
 

Figure 79
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iv. You will be re-directed Import Permit screen to view the approved Import Permit. 
 

Figure 80 
 

v. ¸ƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ΨtǊƛƴǘΩ ōǳǘǘƻƴ ǘƻ ǇǊƛƴǘ LƳǇƻǊǘ tŜǊƳƛǘ ƛƴ 5tt ǇǊŜǎŎǊƛōŜŘ ŎŜǊǘƛŦƛŎŀǘŜ 

along with QR code. 
 

Figure 81 
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vi. ¦Ǉƻƴ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ΨtǊƛƴǘΩ ōǳǘǘƻƴΣ ŀ t5C ŦƛƭŜ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ download. 
 

 
Figure 82 
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Alternate way to print approved Import Permit Amendment  

i. You can navigate to Import Permit grid and click on print button to print approved 

Import Permit Amendment in DPP prescribed forms. 
 

Figure 83 
 

ii. ¦Ǉƻƴ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ΨtǊƛƴǘΩ ōǳǘǘƻƴΣ ŀ t5C ŦƛƭŜ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ download. 
 

Rejection notification  

i. A notification will appear in your inbox informing you about the Import Permit 

Amendment Rejection. You will click on the notification. 
 

Figure 84 
 
 
 

ii. ¸ƻǳ ǿƛƭƭ ǎŜƭŜŎǘ ƻƴ Ψ!ƳŜƴŘƳŜƴǘ wŜǉǳŜǎǘ wŜƧŜŎǘŜŘΩ ǘƻ ǾƛŜǿ notification. 
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Figure 85
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iii. You will be re-directed to inbox where you can click on Ψ±ƛŜǿ Import tŜǊƳƛǘΩ button 

to view rejected Import Permit Amendment. 
 

Figure 86 
 
 
 

iv. ²ƘŜƴ ȅƻǳ ǿƛƭƭ ŎƭƛŎƪ ƻƴ Ψ±ƛŜǿ LƳǇƻǊǘ tŜǊƳƛǘΩ ōǳǘǘƻƴ ǘƘŜƴ ǘƘŜ ǊŜƧŜŎǘŜŘ Import 

Permit will open where you can view officer remarks. 

 

 
 

Figure 87
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5.7. Import Permit Revocation/Restoration 

Import Permit Revocation  

i. A notification is generated to trader/clearing agent when Import conditions 

are added 

ii. A notification will appear in your inbox informing you about the Import Permit 

Revocation. You will click on the notification. 
 

Figure 88 
 
 
 

iii. ¸ƻǳ ǿƛƭƭ ǎŜƭŜŎǘ ƻƴ ΨLƳǇƻǊǘ tŜǊƳƛǘ wŜǾƻƪŜŘΩ ǘƻ ǾƛŜǿ notification. 
 

Figure 89
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iv. You will be re-directed to inbox where you can click on Ψ±ƛŜǿ Import tŜǊƳƛǘΩ 

button to view revoked Import Permit. 
 

Figure 90 
 
 
 

v. You will be re-directed Import Permit screen to view the revoked Import Permit. 
 

Figure 91
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Import Permit Restoration  

i. A notification will appear in your inbox informing you about the Import Permit 

Restoration. You will click on the notification. 
 

Figure 92 
 

ii. ¸ƻǳ ǿƛƭƭ ǎŜƭŜŎǘ ƻƴ ΨLƳǇƻǊǘ tŜǊƳƛǘ wŜǎǘƻǊŀǘƛƻƴ ǘƻ ǾƛŜǿ notification. 

Figure 93
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iii. You will be re-directed to inbox where you can click on Ψ±ƛŜǿ Import tŜǊƳƛǘΩ button 

to view Restored Import Permit. 
 

 
 
 
                                                                                                             Figure 94 

 
iv. You will be re-directed Import Permit screen to view the restored Import Permit. 

 

 
Figure 95 
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5.8. Import Condition Attached notification   
 
A notification will appear in your inbox notifying user about the Import conditions 
tagged to Import permit against which conditions were not defined earlier.  

  
  

ii.You will click a particular notification.  
 

  
iii. ̧ ƻǳ ǿƛƭƭ ōŜ ǊŜŘƛǊŜŎǘŜŘ ǘƻ ƛƴōƻȄ ŦǊƻƳ ǿƘŜǊŜ ǘƘŜ ¸ƻǳ ǿƛƭƭ /ƭƛŎƪ ƻƴ Ψ±ƛŜǿ LƳǇƻǊǘ 
tŜǊƳƛǘΩ ǘƻ ǾƛŜǿ LƳǇƻǊǘ ŎƻƴŘƛǘƛƻƴǎΦ  

  
  

iv.  ¦Ǉƻƴ ŎƭƛŎƪƛƴƎ ƻƴ Ψ±ƛŜǿ LƳǇƻǊǘ tŜǊƳƛǘΩ ōǳǘǘƻƴ ŀ ǎŎǊŜŜƴ ǿƛƭƭ ŦǊƻƳ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ 
view Import conditions tagged with your Import Permit.  
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v. Click on Import Conditions widget to view import conditions.  
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6. Release order 
 

hƴŎŜ ȅƻǳ ŎƭƛŎƪ ƻƴ Ψ[t/hΩ ŀ ƴŜǿ ǎŎǊŜŜƴ ǿƛƭƭ ƻǇŜƴ ƛƴ ǿƘƛŎƘ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ΨRelease 

OrderΩ ōǳǘǘƻƴ ǘƻ ǾƛŜǿ ŜȄƛǎǘƛƴƎ release order request which are under process. 

Note: All the requests of Release Order will be automatically generated upon submission 

of Single Declaration. 
 

 

 
6.1. View Release Order 

Figure 100

i. ¦Ǉƻƴ ŎƭƛŎƪƛƴƎ ƻƴ ΨRelease OrderΩ ōǳǘǘƻƴ ŀ ƴŜǿ ǎŎǊŜŜƴ ǎƘŀƭƭ ƻǇŜƴΦ ¸ƻǳ ǿƛƭƭ ōŜ 

able to view all the release orders which are under process. 
 

 

Figure 101
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ii. You will click on desired Release Order to view the request. 
 

 

 
6.2. Upload Called Document(s) 

Figure 102

i. A notification will appear in the notification bar when officer requests the 

trader/custom agent to submit any additional document. You will click on 

notification button to open all the notifications. 
 

Figure 103
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ii. You will click on a desired notification. 

 

 
Figure 104 

 

iii. Lƴ ŎŀǎŜΣ ȅƻǳ ŎƭƛŎƪ ƻƴ Ψ5ƻŎǳƳŜƴǘǎ /ŀƭƭŜŘΩ ǘŀōΣ ȅƻǳ ǿƛƭƭ ōŜ ǊŜ-directed to the inbox 

ŦǊƻƳ ǿƘŜǊŜ ȅƻǳ ǿƛƭƭ ŎƭƛŎƪ ƻƴ Ψ¦ǇƭƻŀŘ 5ƻŎǳƳŜƴǘΦΩ 
 

  
                                                                                                        Figure 105
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iv. You will be re-ŘƛǊŜŎǘŜŘ ǘƻ ǘƘŜ Ψ5ƻŎǳƳŜƴǘ /ŀƭƭŜŘΩ ǎŎǊŜŜƴ ŦǊƻƳ ǿƘŜǊŜ ȅƻǳ ǿƛƭƭ click 

ƻƴ Ψ¦ǇƭƻŀŘ 5ƻŎǳƳŜƴǘΩ ōǳǘǘƻƴΦ 
 

 
Figure 106 

 

v. You will ǎŜƭŜŎǘ ǊŜǉǳƛǊŜŘ ŘƻŎǳƳŜƴǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ Ψ5ƻŎǳƳŜƴǘ ¢ȅǇŜΩ 
 

 
Figure 107
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vi. You will click on selected file and upload file. 

 
 

Figure 108 
 

vii. You can review the attached document by clicking on document and click on 

Ψ{ǳōƳƛǘΩ ōǳǘǘƻƴ ǘƻ submit document for further processing. 
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viii. Upon clicking on submit button a success pop-up will appear. 

 
Figure 110 

 

6.2.1. Alternate way to upload document 

i. You can also upload document by clicking on action icon. 

 

Figure 111
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ii. ¦Ǉƻƴ ŎƭƛŎƪƛƴƎ ƻƴ ŀŎǘƛƻƴ ōǳǘǘƻƴΣ ȅƻǳ ǿƛƭƭ ōŜ ǊŜŘƛǊŜŎǘŜŘ ǘƻ ǘƘŜ Ψ5ƻŎǳƳŜƴǘ /ŀƭƭŜŘΩ 

screen from where you can select document, upload file, add comments and 

submit document. 

iii. Same process as under 6.2. will follow. 
 

 

6.3. Notification for Approval/Rejection of Release Order 

Approval notification  

i. A notification will appear in your inbox notifying you about release order approval. 

You will click on the notification. 
 

Figure 113
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ii. You will click on a particular notification. 

 

Figure 114 
 

iii.  You will be re-ŘƛǊŜŎǘŜŘ ǘƻ ǘƘŜ ƛƴōƻȄ ŦǊƻƳ ǿƘŜǊŜ ȅƻǳ ǿƛƭƭ ŎƭƛŎƪ ƻƴ Ψ±ƛŜǿ Release 

OrderΦΩ 

 

Figure 115
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iv. When you will click on Ψ±ƛŜǿ Release OrderΩ button then approved Release Order 

shall appear. 

 

Figure 115 
 

v. ¸ƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ΨtǊƛƴǘΩ ōǳǘǘƻƴ ǘƻ ǇǊƛƴǘ Release Order in DPP prescribed 

format. 

 

Figure 116
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vi. ¦Ǉƻƴ ŎƭƛŎƪƛƴƎ ƻƴ ΨǇǊƛƴǘΩ ōǳǘǘƻƴΣ ŀ t5C ŦƛƭŜ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ download. 

 

Figure 117
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Alternate way to print approved Release Order  

i. You can navigate to release order grid and click on ΨǇǊƛƴǘΩ button to print 

approved release order in DPP prescribed forms. 

 

Figure 118 
 

ii. Upon clicking on print button, a PDF file will automatically download. 

 

Rejection notification  

i. A notification will appear in ǳǎŜǊΩǎ inbox notifying user about release order 

rejection. 
 

Figure 120 
 

ii. You will click on a particular notification 
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Figure 121
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iii. When You will click on Ψ±ƛŜǿ Release Order, you will be redirected to the inbox 

ǎŎǊŜŜƴ ŦǊƻƳ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ Ψ±ƛŜǿ Release OrderΩ ōǳǘǘƻƴ ǘƻ ǾƛŜǿ ǊŜƧŜŎǘŜŘ 

Release Order. 

 

Figure 122 
 

iv. When you will click on View release order button then rejected release order will 

open where you can view officer remarks. 

 

Figure 123
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6.4. Notification for fumigation 

Fumigation notification  

i. A notification will appear in your inbox notifying user about the fumigation called 

by department. 
 

Figure 124 
 

ii. You will click a particular notification 

            

Figure 125
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iii. You will be redirected to inbox from where the You will upload fumigation report 

ōȅ ŎƭƛŎƪƛƴƎ ƻƴ Ψ¦ǇƭƻŀŘ ŦǳƳƛƎŀǘƛƻƴ ǊŜǇƻǊǘΩ ōǳǘǘƻƴΦ 

 

 

Figure 126 
 

iv. Upon clicking on Ψ¦ǇƭƻŀŘ fumigation ǊŜǇƻǊǘΩ button a screen will appear on which 

ȅƻǳ ǿƛƭƭ ǎŜƭŜŎǘ ŦƛƭŜΣ ŀŘŘ ŎƻƳƳŜƴǘǎΣ ŀƴŘ ŎƭƛŎƪǎ ƻƴ ΨǎǳōƳƛǘΩ ōǳǘǘƻƴ ǘƻ ǎǳōƳƛǘ ǘƘŜ 

fumigation report. 

 

Figure 127










































































