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1.0 Template of a Manifest Form
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1.2 Template of a Manifest Form 
Open a new form: From the TWM Library select: Transport Documents -> Manifest, right-click on it and from the contextual menu select the (New) option to obtain a new Manifest Form on the desktop (or simply double click on the Manifest item).
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Once the Manifest form is open below, selecting "Verify the document" from the button bar at the top before starting the information capture will display a window showing validation error messages. This facility can help data capturing operators to learn about the mandatory fields and speed up data capturing, since they are all underlined in red color.


1.3 Template of a Manifest Form
(1) Customs Office: Select the Customs Office from the drop-down list or type custom office

· 2210 – for BLZ customs office / 2206 – for Air Cargo customs office / 2301 – for King Fahad Causeway / 2201 Air Cargo – DHL / 2101 Khaifa Bin Salman Port
[image: ]

(2) Voyage number: Input the voyage number which is one of the identifiers of the manifest. This is a mandatory field.
· Airline Master Waybill (MAWB) number – for Air or CONS number – for Road
[image: ]
(3) Date of Departure: Date of departure is used to differentiate several shipments which have the same voyage number and is used together with the voyage number as the reference of the manifest.
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(4) Date of Arrival: The date of arrival should be later than or equal to the date of departure, otherwise an error message will be displayed on the screen.
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(5) Place of Departure: Select the Place of departure field and press F3 to use the Location Code (LOCODE) Finder Tool to select the appropriate place of departure (port, airport, other place).
· BHBLZ – for BLZ customs office / BHBAH – for Air Cargo customs office / BHKFC – for King Fahad Causeway / BHDHL Air Cargo – DHL / BHKBS Khaifa Bin Salman Port
[image: ][image: ] 









[image: ]The example above will display all location codes of Bahrain (BH).















(6). Place of Destination: Select the "Place of destination" field and press F3 to use the Location Code Finder Tool to select the appropriate place of destination (port, airport, other place).
· BHBLZ – for BLZ customs office / BHBAH – for Air Cargo customs office / BHKFC – for King Fahad Causeway / BHDHL Air Cargo – DHL / BHKBS Khaifa Bin Salman Port
[image: ]
(7) Carrier: Use the drop-down list to select the relevant carrier code.
[image: ]
(8) Date of Last discharge: By default, the date of last discharge field takes the date of arrival automatically.
[image: ]
(9) Mode of transport: Input the mode of transport code using the drop-down list.
· 1 for Sea / 3 for Road / 4 for Air
[image: ]
(10) Identity: Input the mode of transport code using the drop-down list.
· SMSA Express
[image: ]
(11) Nationality: Input the mode of transport code using the drop-down list.
· BH for Bahrain
[image: ]




The screen below shows a cargo manifest completely filled and validated as an example.
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1.4 Storage of a Manifest
Before you can proceed with the capture of the Bills of Lading for this manifest, the manifest must be at least stored on the server; this is a prerequisite so we can enable subsequent operations on the manifest, such as addition of new BOLs followed by registration.

Assuming that the Manifest form is opened on your desktop, from the toolbar (below) at the top of the form click on the "Store" button icon below to store the manifest, this operation will save the manifest on the server.
Immediately after storage, the system will open a dialog box such as the following, which confirms the successful storage: 
[image: ]

As it is available from other documents, this dialog box presents two options. Either “Continue” that will close the dialog box and a new empty Manifest form will be presented for the capture of another manifest, or ”OK” which simply closes the confirmation dialog box.

On the right side of the dialog box (after pressing the little arrow on the top right corner), three additional options can be configured for immediate execution. The “Print” check box, indicating that a hard copy of the manifest just stored can be processed, the “e-mail to:” button that will send a message with the manifest attached to the address specified and the “sms to:” that will send an SMS mobile message with the reference of the manifest just stored.

Once the manifest is stored, the form will turn into a view only form. Therefore, as no other option is available, in order to proceed with the next steps (add BOLs and manifest registration), it is necessary to find the manifest through a finder, perform the next action from the finder results or simply open the found manifest with the modification option.
1.5 Registration of the Manifest
Registration is where the manifest achieves official or legal status with Customs. Customs laws vary from country to country, but in many cases the carrier of goods into or out of a country are required to declare the goods to Customs by providing a complete list for the means of transport. Customs law normally prescribes the details required, the form of the list (manifest) and the place and time where the list is to be presented to Customs.

From the time of making this declaration, the carrier is responsible to Customs for safe keeping of the goods and accounting for lawful release or disposal according to Customs regulations. As we have attached all the BOLs, there is no need to re-store the manifest, however for the purpose of registration, total number of BOLs, total packages and weight of the manifest may need to be adjusted to match the sum of the values of the BOLs.

Please note that if Total Package number and weight fields are disabled in manifest configuration then the registration process will automatically insert the correct values on the manifest.

We need to press on the “Register” button on the top tool bar. The system will present the following message:

[image: ]
The system will present the standard confirmation window above, with additional options (Print, email or SMS notification). The owner of the manifest will always receive a confirmation message with the manifest document attached when the registration has been completed.
Alternatively, for the registration of the manifest, we can use the Finder to locate the manifest and then use the “Direct Register” option from the contextual menu (shown with a right click of the mouse on the line of the manifest, note: the manifest below has a different voyage number as previously seen). The following screenshot shows the option from the Finder window:
[image: ]



1.6.2. Specific Find Option
From the TWM Library select the Manifest e-document and right click on it. From the contextual menu select the option �Find�.
[image: ]
This option will open the “Finder” option where the user can choose to capture various parameters to filter the output of the search list. By default, all the parameters are empty, thus by pressing the “Search” button, the system will present a complete list of all manifests stored in the system. The system will, however, only present the first hundred (100) records, indicating that the search parameters are too broad (or were left empty) and suggesting the user enters a narrower criterion for searching the document.

The available parameters for the search facility are:
· Document Status: Only two options either Registered or Stored.
· Customs Office Code: the Customs office identification code to which the manifest is associated.
· Arrival Date: The arrival date as entered in the document. The system will present a convenient monthly calendar from where to choose the date.
· Voyage Number: either complete or partial voyage number as it was captured in the declaration.
· Date: the departure date as entered in the manifest document.
· Carrier: the carrier company code as entered in the manifest document.
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