MAURITIUS
REVEMUE
AUTHORITY

Online Examination Appointment Request
User Manual for Declarants

Customs Department, Mauritius Revenue Authority
25" April 2017




Table of Contents

1.0 Registering as a Declarant ..........oevveivcecinccnnnnennenninncnncnccccnnnnesenssssesssenes 2
1.1 Login as @ DeClarant .......eeeeeiieccninccnnennienenniscessnecesssssnssssssscsssssssssssnes 3
1.2 Examination Request Page .........iecnieceninenninncnncnennienenessesscsscsncns 3
1.3 View Examination Request Page .........ccucvieiurnecernenenenncnncnecnecsenencnsene 4
1.4 View New Request Page ...ttt 5
1.5 View Appointed Request for Examination Page ..........cceeruvcrcrunurncncncne 6
1.6 Reschedule an Appointment .........cenicnininenencninniccnsnecissseescessns 7
1.7 View Rejected Request for Examination Page ........cccevrencninnnencncnsnnacnens 8
1.8 Edit Profile ...ccouvuieiiiicitinciiinncitsncctessseissssesesssssssesssssssessssessas 9

Online Examination Appointment Request - User Manual for Declarants




1.0 Registering as a Declarant

Declarants need to click on the “Click here to register” on the first page to
be able to register themselves as Declarant. They will be requested to enter
their declarant code, declarant name, password and email, and clicking on
the “Create Profile” button.

If a declarant has already been registered on the platform, he/she can proceed
directly to login using his/her declarant code and password.
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1.1 Login as Declarant

Declarants will use their declarant code and password to log onto the system.
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1.2 Examination Request Page

Once logged in onto the web platform, the declarants will get an Examination
Request Form where they can enter their Bill Of Entry for which they are
requesting for Appointment.

The declarants will also have the choice to specify whether their examination
will require forklift or fencing (Yes or No). They can enter amaximum of 5 Bills,
where each Bill will be treated separately for Appointment. After entering the
BOE, the declarants will have to click on the “Issue Request” button.
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Upon submission of the BOE, the declarant will get a message on their screen
and will also get an email acknowledgement message.
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1.3 View Examination Request Page

Declarant will be able to view the status of the request they made for
appointment of their BOE through the View Request Interface.
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1.4 View New Request Page

The declarants will be able to view all their new appointment request on the
View Request>New Request interface.

A dashboard of New Request will be displayed and the declarants will need
to click on the request id to see information on the request.
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1.5 View Appointed Request for Examination Page

The declarants will be able to view all their appointed appointment request
on the View Request > Appointed Request interface.

A dashboard of Appointed Request will be displayed and the declarants will
need to click on the request id to see information on the request, like Date of
Appointment, Time of Appointment and Place of Landing.
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1.6 Reschedule an Appointment

The declarants will get the possibility to reschedule an appointment by
navigating through View Request->Appointed Request interface. On clicking
on a specific Request Id, they will get a form where they will be able to enter
a remark and click on the Reschedule button.

After rescheduling an appointment, the request will be considered as a new
request and be available in the View Request->New Request interface.
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1.7 View Rejected Request for Examination Page

The declarants will be able to view all their rejected appointment request
on the View Request > Rejected Request interface. A dashboard of Rejected
Request will be displayed and the declarants will need to click on the request

id to see information on the request.
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1.8 Edit profile

The declarants will be able to edit their profile information like Declarant
Name and e-mail. After entering their new Declarant Name and e-mail, they
will have to click on the Update option to edit their profile.
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