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Import Process- SAD 500

Job Aid

Owner/ Department: ZAF – OPS - Clearing                                     
Import Process- SAD 500

Job Aid

Owner/ Department: ZAF – OPS - Clearing                                     

1. Imports
Purpose: To Ensure compliance on all Customs documents submitted to SARS.

1. Waybills, invoices and supporting documents received via email from the relevant sending branches.
2. Clearing clerks are to ensure that the following information is correct:
· Exporter & Importer details on the waybill corresponds with the invoice received.
· Invoice date not older than 3 months
· Invoice value and currency reflecting on the invoice.

· Unit value and total value reflecting 

· All invoice pages accounted for

· Invoice not previously declared

· Permits attached and validity date verified

· Exemption letter provided for embassy consignments

· Delivery notes corresponding with invoice

· SA CI legible and corresponds with invoice 

· NA CI corresponds with invoice (Namibian Importer details)

· Exporter and Importer details correspond with CI’s and Invoices.
· If a repair and return, ensure a provisional payment is paid. 
· If a permanent declaration, ensure the proof of export documentation corresponds with the import invoice being cleared.
· Ensure you have been informed in writing who will be responsible for any Vat or Provisional Payments needing to be paid

Once all the above have been verified import clearance can begin
Framing of entries:
1. General Registration Info: 

· Transport Mode will always be 3

· Duty Type to remain CCA

· Onward Trans. Mode – Leave Blank

· Agent File No. – Insert Waybill number or Invoice Number 

· Registration Date – will be defaulted by the system
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2. Shipping Party Particulars:
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· Importer – Insert as per the invoice
· Client Ref – Insert same details as per Agent File No. 

· Supplier – Insert as per the invoice 

· Warehouse – Leave blank

· Remover – If a permanent import, then leave blank. If a temporary import, then insert same details as per the import listed
· Acquitting Agent – Leave blank
· Transporter – Insert Namlog

· Rest to be left as is 
3. Transport, Destination and Customs details:
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· Truck/Trailer Reg No - Type NAMLOG as the correct details will automatically pull through once the manifest is completed.
· Estimated date of arrival – Enter the date of clearance.

· Master Carrier code - Must always be 20864375.

· Road Manifest No. - Enter the correct manifest number is inserted as per the loading schedule. 

· Road Note No. - Must always be the same as the Agent File number. 

· House No Carrier code - Must always be 20864375.
· Vessel Agent – Leave blank
· Sub Master – Leave blank
· Place of issue - Will be the place of origin (Windhoek for SLI, Gaborone for Gentex and Oranjemund for Springbok / Rosh Pinah shipments)

· POI ISO code – Will populate automatically once the place of issue is entered. 

· Country of Export – Will populate when the place of issue is entered 

· Shipped on board date - Will be the date of clearance or the previous day if no rate of exchange is available.
· Port of discharge - Will always be Johannesburg.
· Country of destination – Enter ZA
· Customs entry place will be the border post the consignment will be moving through, always confirm with sending branch.
· Port of Exit – Same border post to be added as per the Customs Entry Place.
· Description - Enter general

· Payment code -  

· If declaring a shipment where Vat or a Provisional Payment will be paid, then enter ‘C’

· If declaring a shipment that does not require a Vat or Provisional payment, then enter ‘F’

4. Package details:
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· Package type – Select from the drop-down icon as listed on the waybill or invoice. 
· Remarks – Leave blank
· No of Pcs - Enter number of parcels as indicated on the waybill or the Clearing instruction.
· Gross Mass - Enter the correct weight as indicated on the waybill or the Clearing instruction. 
· Net Mass – Leave blank

· Cube (M3) – Leave blank
· Depot Code – Leave blank
· Click SAVE to move to the next screen.
5. Capture Invoice & Charges:
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· Transaction type – Select invoice from the drop-down icon.
· Supplier – This will be defaulted depending on the importer entered on the Registration Screen, please ensure this is correct.
· Invoice No. – Enter the invoice number provided on the invoice.
· Invoice date – Enter the invoice date which should not be older than 3 months.
· Foreign Value – Enter the invoice value excluding VAT as indicated on the invoice.
· Currency – Select the correct currency as mentioned on the invoice and SA Clearing Instruction, please ensure the Rate of Exchange displayed is the day of clearance or the previous day only.
· Customs ROE – This will automatically pull through depending on the currency entered.
· Rand Amount – This will automatically pull through depending on the currency entered.
· Click SAVE and then the FRAME for the next screen.

6. General Line Information: 
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· CPC Code - Insert the correct CPC Code based on the nature of clearance indicated on the clearing instructions. e.g., Temporary import, Re-Import, Permanent Import.
· Origin - Insert the Country of Origin as indicated on the Clearing Instruction or Invoice
· Use the correct Tariff Heading based on the description of the product as it is indicated on the invoice. 
· Rate of Duty – Ensure General Duty is selected from the drop-down
· Schedule ¾ - Enter the correct rebate code if a temporary import or a re-import, if not then leave blank
· Schedule 5/6 – Leave blank
· FOB Value – Enter the line value as indicated on the invoice for the specific product being declared 
· Actual Price – This will automatically pull through however please check that it is the correct amount
· Stat 1/2/3 – Will default as per the tariff heading entered 
· NO / KG / KN - Enter correct statistical quantity and units as indicated on the invoice.

· VAT – Enter ‘Y’ if Vat is to be paid and enter ‘N’ if no Vat is to be paid
· To be coded – Enter ‘1.’ 
· If a permanent import, then Click SAVE then PRINT



· If a temporary Import, follow the below found lower down on the framing screen 

· Add the Provisional Payment amount as calculated on the PPT block indicated below. All else to be kept blank
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7. Running the Worksheet:
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· To calculate worksheet, double click on Customs Worksheet as indicated on the picture above.
· Click Print as indicated 
· Verify that the FOB Value is correct and as per the total value on the invoice. 
· Close the worksheet once verified. 
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8. Creating SAD500 and Submitting EDI
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· Click the SAD500 as indicated on the picture below.
· The below screen should appear.
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· Ensure all details are correct i.e., Vat or PP amounts payable and the payment code.
· Leave all other fields blank

· Under Financial Information: 

· ICN Number – Will be the UCR number as per the exporting SAD500 received from the Clearing Agent, ensure the number is entered correctly 

· Credit Terms – Leave blank

· Transaction Value – Leave blank

· Box 28 Vat Indicator – Leave blank

· Financial Account Number – Entered Namlog’s FAN
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· Once completed and information has been verified, click the print button
· The SAD500 will then be generated
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· Verify all information on mandatory blocks and make sure it is as per the invoice and clearing instructions and what you have entered on the system. 

· Once verification has been done create the EDI link to submit as shown on the picture below
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· Click the SYNC button as indicated above and monitor the EDI Submission
· If All in order, a Code 8 response will be received (Proceed to Border or Ready for Cash Payment)
9. SARS document query
· Should you receive a Code 33 (Query for supporting docs) on your EDI message, documents need to be uploaded via the system.
· Right click on the EDI message and select “send supporting documents”.
· The following documents are to be uploaded:

· Import invoice.
· SAD500

· Worksheet
· Phase 3 Manifest
· Clearing Instructions - Which consists of (Delivery Instructions and Export Instructions), please see the example below. The 2 documents below must be completed and submitted as a single document.
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· Upload each file separately selecting the correct category.
· Your query should be monitored every 15 minutes until resolved.
· Should there be no response after the first 4 hours, the case is to be escalated.

· Email the LRN and Case number to c&e-escalations@sars.gov.za, and copy in the following addresses as well as trishaj@namlog.co.za 

· Use the LRN number of your declaration as a subject heading and state your case number in the body of the email when escalating.

· If after an hour there is still no response, inform your manager who will further escalate the query via text and phone call to customs.
· Make sure all information is inclusive to avoid delays.

· Follow up on the case until it has been resolved and status is “proceed to border”.
10. Manifests
· Make sure all the information as indicated on the picture below is accurate, request the correct driver and registration details from operation manager on duty.
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· Make sure all the information as indicated on the picture above is accurate, request the correct driver and registration details from the Operations Manager on duty.
· Once all has been done and the EDI manifest is corresponding with LMS and loading copies save and submit manifest to customs. 
11. General IT Queries

· All general IT related problems must be emailed to ITsupport@namlog.co.za addressing Nitesh (082 886 8258) and Donovan (072 655 5459). 
· All LMS related problems must be emailed to ITsupport@namlog.co.za addressing Alex
· All EASYCLEAR related queries must be forwarded to support@easyclear.co.za;  and follow-up with a phone call on 011 043 1400 and (After-hours, Weekends & Holidays) contact 076 972 7661.
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