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Create an account

How to create a new account in EU login

Craabs an aooount

User Story

In order to access FLEGT webpage, you will need to create an account in EU login

Create an EU Login account

If you already have an EU Login (formerly ECAS) you can directly request an importer role or an authority
role in FLEGT.

Note: If you already created an ECAS account, you credential will still be valid for EU Login.

1. Create an account

Go to https://webgate.ec.europa.eu/cas
The EU Login page will be displayed. Click "Create an account".
Fill in the form fields. Review the Privacy Policy, tick the check box then click "Create an account".

You should receive an e-mail allowing you to confirm the registration.
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Request importer role

How to request a role as an importer or a forwarding agent

User Story

After registering in EU Login , you will need a role to act as an importer or a forwarding agent in FLEGT.
Arole is linked to an EU Login account and provides authorizations within the system.

As an importer you will be able to introduce new licences and consult the ones you or another user from
the same company have created.

As a Forwarding Agent you will be able to introduce new licenses on behalf of your customers and
consult the ones you or another user from the same company have created.

Request Importer Role in FLEGT

To proceed, you will need an EU Login account. If you don't have an EU Login account yet, we invite you to
create one



1. Enter FLEGT system

e Access FLEGT via TRACES system:
o https://webgate.ec.europa.eu/tracesnt/login
e Click "Log into Traces"
¢ Use now your EU Login credentials to authenticate yourself in the system.

2. Request your role

¢ Once successfully authenticated, Click the button "Operator”
e Search for your company
o If your company exists in the system:

= Tick the box next to its name and click "Request Authorisation”
o If you company do not exists:

= Click "Create Operator"
= Fill the "Details", "Contact" and "Identifier" (the selection of the EORI number is
mandatory).
* In "Section chapter" select "imported Timber Products" (Note: other possibilities can
be selected but are linked to other systems using TRACES NT)
= Click "create"
e A pop-up appears, fill the information

Click the button "Send Authorization Request".

The requested role now appears with the status "requested™

You should now request the validation of your role.
o You created a new company:
= Both user and company need to be validated by the FLEGT Member State Competent
Authority (FMSCA)
= A list of the competent authorities can be foud in the link:
http://www.flegtlicence.org/competent-authorities

= The first user validated by the MSCA becomes automatically a "power user™ that will
grant you the possibility to validate roles of your colleagues within the company. This
means that ONLY the first user per company needs to contact the MSCA for role
validation.
o You requested a role for an existing company

= Contact your colleague with the "power user” role to validate your role

Note: There is always one "power user" within a company. If users are removed, the latest validated user
automatically receives the "power user" capability.



Log in FLEGT

How to log into TRACES

User Story
Once you are registered in EU Login, you can now log into TRACES NT and work on FLEGT licences.

Log in TRACES NT

To proceed, you will need an EU Login account. If you don't have an EU Login account yet, we invite you to
create one

1. Log into TRACES NT

e Access FLEGT via TRACES system:
o https://webgate.ec.europa.eu/tracesnt/login
e Click "Log into Traces"
e Use now your EU Login credentials to authenticate yourself in the system.



Create a licence

How to create a new licence

User Story

You are now able to access the system and to perform as an importer (request and approval are in order).
You can now introduce a new licence in FLEGT IT.

Create a new licence

To create a Licence, you need to create an account and to request the importer role

e On FLEGIT home page, on the top right corner, click "Certificate" then click "FLEGT".
e Click the button "Create New Licence"

1. Fill the licence

Selection of commodities
e Select the commodity code

Note: At least on code must be selected.



Box 1: Issuing authority

e Start typing the name of the issuing authority, all corresponding results appear
e Select the issuing authority
¢ The information is automatically filled

Box 2: For the purposes of the issuing country
e This box is a free-text box meaning you can directly type any textual information.
Note: You should fill the information from the paper version of the licence.

¢ You can also add an image to the licence, for example a scan of the paper version of the licence
o Click "Go to image"
o Click on the icon to add the image

Box 3: FLEGT licence number
e Enter the licence number.
Note: When starting to type, an information appears explaining the format of that reference. This format
changes according to the issuing country.
Box 4: Date of expiry

e Enter the date of expiry

Box 5-6: Country of export

e By default, the country of the issuing authority is selected but can be modified if needed

Box 7: Means of transport

e Select the type of transport

Box 8: Licensee (name & address)
e Fill with exporter name address and country

Note: This is a free-text box, licensees are not pre-registered in the system



Box 9-16: Commodities

e Fill the description and measurement of the goods.

o At least volume or weight must be filled.

o Fill the measurement section (more than one measurement unit can be filled but at least the
volume or the weight must be indicated). You can choose between the measure for each
commodity or the global goods measure.

e Enter common/ scientific name
e Choose the country(ies) of harvest

Box 17: Distinguishing marks

e Enter the distinguishing mark for the consignment
e You can also add an image to mark, for example a scan of a barcode
o Click on the icon to add the image

Box 18: Signature and stamp of issuing authority

¢ Enter the place and date of the signature of the licence
e Click on the icon to add scan of the signature and/or stamp from the licence.

Submit for Validation

2. Finalyze the licence

Point of Entry

e Select the country
e Select the required custom office.



Submit licence for validation

Point Of Entry (mandatory)

Select the Customs Office that will handle the reception of the licenced goods in the EU

Mame ANTWERPEN DAE DOUANEKANTOOR
COL Number

ELLERMANSTRAAT 21 (NOORDSTERGEBOUW)
2060 Antwerpen

Country

Choose the Point of Entry

Time of Arrival

e Enter the estimated date of arrival at the point of entry

Submit licence for validation

Time Of Arrival (mandatory)

When are the licenced commodities expected to amve in the Point of Entry ?

22/09/2016 23:59 © +02:00 CEST

Enter the estimated date of arrival at the point of entry



On behalf (optional)

« If you are an agent working on behalf of another importer, describe that importer

Submit licence for validation

On Behalf (optional)

If you are an agent working on behalf of another importer, then please descnbe that importer

Address

Country - Select a country H

Cancel

If you are an agent working on behalf of another importer, describe that
importer
Submition

e Enter additional information if needed
¢ Click "submit"

Note:

¢ You can still click on "back" if you want to modify information in the licence

e By clicking "submit", the request will be send to the competent authority based on the information
entered in the licence. After submission, you will not be able to modify the provided information
anymore.
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Submit licence for validation

Final step...

By clicking submit, you will issue a request for validation of the license by the Competent Authority of
Belgium, based on the information provided so far. You will receive a notification from them once the
validation process is completed.

If you have additional textual information to provide to the Authorty, use the box below

After submission, you will not be able to modify the provided information anymore.

Cancel 4 Previous

Submit the licence to validation /'\ No more change possible once submitted

1"



Follow an existing licence

How to verify the status of a licence created for your company

User Story

After creating licences in the system, you will receive notifications to your email everytime a licence you, or
another member of your company have created, is modified. You will also have the possibility to follow
those modification in FLEGT.

1. Search for your licence

On FLEGIT home page, on the top right corner, click "Certificate" then click "FLEGT".
By default, a list of licences created by you, or another member of your company is displayed. This

list correspond to "my licences" (the same selection is displayed when you click on "my licences"
button)
You have the possibility to search for a licence directly with the complete reference or a part of it. In
the later case all licences corresponding to that search are displayed
An advanced search is also available with the following criterias:

o The state of the certificate

o The commmodity code
o the commodity description

When you found the required licence number, click on it an the licence open
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2. General overview of your licences

When "my licence" list is displayed you have a rapid overview of your licences with the following
information:

The FLEGT licence number
the VPA country

the Validation State

the clearance state

the date of the last modification

13



Manage users from my company

As a "power user”, how to manage users from my company.

User Story

When a company is created, the user account will be the first of the company and will automatically receive
the "power user"” role that will enable the power user to manage roles of colleagues within the company.

1. Search for your colleague's request

When a colleague requests to validate his role, you, as "power User", need to log into the system to
perform the validation.

Select the "Users" option in the "Organisations” menu.

Search for your colleague to validate:
o Search with his/her name or email address
o Click on "search pending request”
The system will display the list of requested account(s) waiting validation.

2. Validate your colleague’s request

e Search for your colleague

e Click on the name of the user to validate to see his/her information

e If everything is correct, you can proceed with the validation by clicking the "Check" Icon

e Click "Save Changes"

e Once saved, the system will display that the user has access.

¢ Inform the validated user that he/she has to log off and log in again in order for the changes to
take effect.

Note: You can edit the user's details if necessary.

14



3. Grant Power User capability to a colleague in my company

In case a colleague needs to also validate roles of additional users -temporarily of indefinitive period- you,
as Power user, need to grant him/her the Power user capability.

e Search for your colleague

e Click on the name of the user to Manage to see his/her information

e click the "power user" icon a the right side of the screen, next to the check icon
e Click "Save Changes"

4. Remove roles of users in my company

A "power user" can also remove a role from a colleague

e Search for your colleague

e Click on the name of the user to Manage to see his/her information

e Click on the garbage bin icon to delete permanently the role of the user
e Click the pause icon to suspend temporarily the role of the user

5. Overview of my company

If you want to check all user accounts in your company:

e In your profile, click on the company's name
e The company details are displayed and you can open the "users" tab in order to see all accounts that
have been validated.

15



How to fill the licene

Useful links

e Link to the competent authorities for FLEGT (FMSCA) licencing:
http://ec.europa.eu/environment/forests/pdf/list competent authorities flegt.pdf

e Online TRACES help documentation: https://webgate.ec.europa.eu/cfcas3/tracesnt-
webhelp/Content/I FLEGT/Intro.htm

DG ENV general information on FLEGT: http://ec.europa.eu/environment/forests/flegt.htm

Creation of a FLEGT licence by the Timber Importer or the
representative of the timber importer

The Indonesian issuing authority emits a V-Legal document which attests that the wood has been cut
according to the legislation.

This document is normally sent by the Indonesian exporter to the importer in EU (timber importer),
who must create a licence in TRACES NT system.

Note that the licence can also be inserted by a representative of the Importer. It is a user
who has a timber importer profile in TRACES NT but works as a Responsible for the Load
(RFL).

For that he goes to Certificates>FLEGT:

TRACES NT > Index

‘Certificates - ﬁ Organisations - (2] Help -

You are on environment: Training.
This environment is dedicated to the training «

Welcome to TRACES NT, Importer USER TWENTY

He clicks on the button Create New Licence

16
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Search FLEGT licences © Create New Licence

He must now select the commaodity code. This can be done in different ways:

1. He selects the code from the commodity tree. He must click in the + to see the codes
under the main code, then check the correct box and click in done:

Select commodities

M Unselect all

Fuel wood, in logs, in billets, in twigs, in faggets or in similar forms; woed in chips or particles; sawdust and wood waste and scrap, whether ornot ()

agalomerated in logs, briqueties, pellets or similar forms

== m Wood in the rough, whether or not stripped of bark or sapwood, or roughly squared a

== m Hoopwood: split poles; piles, pickets and stakes of wood, pointed but not sawn lengthwise; woodsn sticks, roughly trimmed but not furned, bentor [
otherwise worked, suitable for the manufacture of walking sticks, umbrellas, tool handles or the like; chipwood and the like

Select commodities

M Unselect all

- m Fuel wood, in logs, in billets, in twigs, in faggots or in similar forms; woed in chips or particles; sawdust and wood waste and scrap, whetherornot (J
agglomerated in logs, briqueties, pellets or similar forms

I = ‘Wood in chips or particles

EZZEZ) Coniferous I E,II
+ [EZZEZ) Non-coniferous O

+ m Wood in the rough, whether or not stripped of bark or sapwood, or roughly squared ()]

== m Hoopwood; split poles; piles, pickets and stakes of wood, pointed but not sawn lengthwise; wooden sticks, roughly trimmed but not turned, bentor (J
otherwise worked, suitable for the manufacture of walking sticks, umbrellas, tool handles or the like; chipwood and the like

I3 Railway or ramway sleepers (cross-ties) of wood O
Wood sawn or chipped lengthwise, sliced or peelad, whether or not planed, sanded or end-jointed, of a thickness exceeding §|/mm a
== Sheets for veneering (including those obtained by slicing laminated woaod), for plywood or for similar laminated wood and other wood, sawn a

lengthwise, sliced or peeled, whether or not planed, sanded, spliced or end-jointed, of a thickness not exceeding §lmm

+ m Wood (including sfrips and friezes for parguet flooring, not assembled) continuously shaped (tongued, grooved, rebated, chamfered, V-jointed, a
beaded, moulded, rounded or the like) along any of its edges, ends or faces, whether or not planed, sanded or end-jointed

== m Particle board, oriented strand board (CSE) and similar board (for example, waferboard) of wood or other ligneous materials, whether or not a
agglomerated with resins or other organic binding substances

== m Fibreboard of wood or other ligneous materials, whether or not bonded with resins or other organic substances a
== m Plywood, veneered panels and similar laminated wood a
[ . I e L .. - —_ -

1 element(s) selected. Cancel

2. The Timber Importer already knows the commodity code. He must type it in the search
box and then click in search.

3. The importer can also search by starting to write the species is he knows them.

17



Box 1: Issuing authority
The Timber Importer must type the name of the issuing authority (in Indonesia) and the results will
appear in a drop down list.

1. Issuing Authority E

Mame L

Legal Reg. PT. LAMBOD.JA SERTIFIKASI

humber PT. MUTUAGUNG LESTARI
PT. NUSA KELOLA LESTARI

Country ™9 (ID) Indonesia

The user must then select the correct issuing body and the information will be automatically filled.
Note that issuing authorities in Indonesia always start with letters PT.

1. Issuing Authority *
Name  PT.LAMBODJA SERTIFIKASI

Legal Reg. LVLK-015-IDN

Number

JI. Wijaya Kusuma IV No. 11A Taman Yasmin
Address

Sektor 1 Bogor

Taman
County ™2 (ID) Indonesia

Box 2: For the purposes of the issuing country
This box is a free-text box. The user can type any textual information. In the V-Legal licence, in this
box it must be indicated:

o the name and address of the importer;

e the total value (in USD) of the shipment;

e the name + 2 letters ISO code of the country of destination;

e Where applicable, the name + 2letter ISO code of the country of transit.

The user can choose between adding a scan of the entire V-legal licence or to type in this box. He can
also insert both. In any case, it is up to him and his competent authority to decide what to insert in
this box, as some countries require a scan of the licence.

18



By clicking in the box, where it says "No text here yet! Click to add!", a text box will appear allowing
them to type the information they need.

>> Refer to Some notes about the Licence submitted by the importer to see the result of box 2,

after the submission of the licence <<

2. For the purposes of the issuing country

r Switch to
Scanned Version

No text here yet rClick to add !

2. For the purposes of the issuing country o

O Switch to
Scanned Version

Lorem ipsum dolor sit amet, ne sea sanctus
NUSqUAIN, UM 1o Naium aliguid. Duo e tation
efficiendi, pri labitur detraxit cu. Ea adhuc

vidisse vim, ad mel nisl nihil prompta, tibigue

detracto in sit. Cu impetus argumentum
Aefimitinmnen mea ov aui malarim inearrunte Ei

To save this information, the user must click outside of the text-box. The information will be
automatically saved.

19



2. For the purposes of the issuing country o

F Switch to

Scanned Version
Lorem ipsum dolor sit amet, ne sea sanctus

nusquam, eum no natum aliquid. Duo te tation
efficiendi, pri labitur detraxit cu. Ea adhuc
vidisse vim, ad mel nisl nihil prompta, tibigue
detracto in sit. Cu impetus argumentum

definitionem mena. ex aui malorum incorrunte. Fi 7 I},

The user can also add a scan of the V-Legal certificate by clicking in "Switch to Scanned Version".

2_ For the purposes of the issuing country

O Switch ta

Scanned Vers@

W

No text here yet! Click to add !

The message within box 2 will change, and the user must click in "No scan yet! Click to add!". He will
be brought to a window to select the document he wishes to add to the FLEGT Licence.
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2. For the purposes of the issuing country

F Swifch fo text

No scan yet ! Click to add !

Once he selects the document, it will be displayed as follows:
2. For the purposes of the issuing country o

r Switch fo text

TEST = Edi
W Clear

The logo with the (crossed) eye means that the information is confidential and that it should not be
imported in another format (excel). It is not used for the moment.
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Box 3: FLEGT licence number

In this box, the user must insert the FLEGT licence number. This number is the number that appears
in the V-Legal licence in box 3, given by the issuing country. This number can be change in the future,
if the user wrongly typed it.

3. FLEGT licence number -

| &© Format on

When the user starts to type the licence number, information on how to fill it in will appear.

JI. Wijaya Kusuma IV No. 11A Taman Yasmin
The licence unique number format is YY.NNNNN-55555.CAB1D-XX
YY : Year issued (2 digits)
NNNNN : Licence number (5 digits); start from 00001
55555.CAB : Unique numbers of the auditee’s SVLK certificate (5 digits) and its
CAB'sivenhication body's accreditation (3 digits)

ID : ISO 3166-2 code for Indonesia (2 letters)
XX : IS0 3166-2 code for destination country (2 letters)

If format is disabled, only non-accentuated alpha-numeric and special characters (. +\/ - ok
_) are allowed. Spaces will be removed and letters uppercased automatically.

] . - 015-1D- € Format on

The user can also choose to have the format of this number switched on or switched off:

-

n | - 015-ID-__ €« Format on

N @ Format off

Box 4: Date of expiry

The user must insert the expiry date. This is the period of validity of the licence. The user must click
in the small icon and choose a date from the calendar. The hours cannot be changed. This
information can be found in box 4 of the V-Legal licence.
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4. Date of expiry

06/04/2018] =] 00:00 O] wIB
4 April 2018 » pe/Luxembourg = UTC+01:00
{Mon Tue Wed Thu Fri Sat Sun
01
Vi
| p2 03 D4 05 m 07 08
09 10 M 12 13 14 15
16 17 18 19 20 21 22
23 24 25 26 27 28 29

Box 5-6: Country of export

In this box(s) the user must indicate the country from where the timber products were exported to
the EU. This information can be found in the box 5(country of export) and 6 (ISO code of country of

export) of the V-Legal licence.
5_6. Country of export

Country

By default, the country of the issuing authority is selected but can be modified if needed. The user
must click in the selected country and a drop-down list will appear. Once the user selects the country

of the export this will be displayed i

™ (ID) Indonesia

n box 5_6.

lava Kusuma IV No 1148 Taman Yasmin

- JI. Wi
ress Sektol
Tama

Country == (D

3. FLEGT licence num

5_6. Country of export

Select a country
Afghanistan (AF)
Albania (AL)

Algeria (DZ)
American Samoa (AS)
Andorra (AD)

Angola (AO)

Anguilla (Al)
Antarctica (AQ)
Antigua And Barbuda (AG)
Argentina (AR)
Armenia (AM)

Aruba (AW)

Australia (AU)
Azerbaijan (AZ)
Bahamas (BS3)
Bahrain (BH)
Bangladesh (BD)
Barbados (BB)
Belarus (BY)

Country —

Select a country [y

5_6. Country of export

t off

Country =

Afghanistan (AF)
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Box 7: Means of transport
In this box, the user must select the type of transport, i.e., the means of transport at the point of
export. The user must select one of the available means of transport within the drop-down list.

7. Means of transport (and identification) %k
? v
Other
Road Vehicle
Aeroplane
Viagon

Box 8: Licensee (name & address)
In this box, the user must fill in the exporter's name, address and country. This information can be
found in the box 8 of the V-Legal licence.

These boxes are a free-text box. To start writing the user must click in and type the correct
information

8. Licensee (name and address) *

Mame

)

Address

Country

8. Licensee (name and address) %k

Name OO @l Clear

Address OO0 XO00K XXX X0

Country

Then, the user must select the country of the exporter, by clicking in the box Country and selecting
the correct country from the drop-down list.
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8. Licensee (name and address) *

Name IO W Clear

Address AL 9.000.9.990.9.9.9.9.4

Country Select a country v
Select a country -
Afghanistan (AF)
- Albania (AL)
9-16. Commaodities Algeria (DZ)

American Samoa (AS)
Andorra (AD)

Angola (AQ)

Anguilla {Al)

Antarctica (AQ)

Antigua And Barbuda (AG)
Argentina (AR,

Q) m Wood Ar?ﬂenia {JS\M)) d, or roughly s
Aruba (AW)

Australia (AU)

Azerbaijan (AZ)

Bahamas (BS)

1 Bahrain (BH)

Bangladesh (BD)

Barbados (BB)

Belarus (BY) -

dd New Commod

Description Of Goods

Scientific Name

If needed, the user can delete this information by clicking in Clear. This will clear all the information
within the box 8 and it will allow the user to re-type the correct information.

8. Licensee (name and address) *

Mame IR @ Clear

Address HKOOHOK XK XORXK XK

Country ~ ™=(ID) Indenesia
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8. Licensee (name and address)

Country

Box 9-16.: Commodities

This box is the result of the boxes 9, 10, 11, 12, 13, 14, 15 and 16 of the V-Legal licence.

9-16. Commodities

U,

Description Of Goods

Scientific Name

GLOBAL GOODS MEASURE

= Add New Commodity.

) m Wood in the rough, whether or not stripped of bark or sapwood, or roughly squared

1@ Remove Commodity O Clear Descriptors

Volume {m3) Net Weight (Kg)

Countries of Harvest

Define Country of Harvest

Number OF Units

O Clear Species Identifiers

Number Of Units

+

The Scientific Name indicates the scientific name of the species of timber used in the product. It is

possible to add a separate line by clicking in the plus. This will allow introducing several scientific

names when a product is made of different species of timber. FLEGT user should either select the
scientific name from the drop-down list, or if the name does not appear in the drop-down list, the

user should manually type the name and click out of the box.

Scientific Name

| Blackiella sp

Scientific Name

! Blackiella sp.

I Blackstonia perfoliata

To delete scientific name the user must click in the "-".

Countries of Harvest

Define Country of Harvest

Countries of Harvest

Define Country of Harvest

Define Country of Harvest..



The Countries of Harvest indicates the countries where the species of timber were harvested. This
information may be omitted for a composite product or component that contains multiple species
whose identity has been lost.

This information may be selected by clicking in the Countries of Harvest box and choosing the
country form the drop-down list

Scientific Name Couniries of Harvest +

! Blackiella sp Indonesia (ID) v

e Ly
Gibraltar (Gl)
Greece (GR)
Greenland (GL)
Grenada (GD)
Volume (m3) Net Weight (Kg| Number Of Units Guadeloupe (GP)

GLOBAL GOODS MEASURE ~
Guernesey (GG)

Guinea (GN)
Guinea-Bissau (GW)

Guyana (GY)

Haiti (HT)

Heard And Mc Donald Islands (HM)
Honduras (HN)

Hang Kong (HK)

I7. Distinguishing marks

Sindonesap) 14

If this information must be changed, or if there are more than one country of harvest, the user has to
click in the pencil next to the ISO code of the selected country

Scientific Name Countries of Harvest

I\ Blackiella sp. = D)

Then the user will have to click in Add New country and select the country from the drop-down list.

Countries of Harvest

=i &

| == (ID) Indonesia i
Add new country... v

Number OF Units

This will automatically add the selected country to the list of the Countries of harvest. If there is no
need to add other countries, the user just needs to click outside of this box to "save" this
information.

AL W Mal WL

= (o) MBH

| == (ID) Indonesia m
M (BH) Bahrain m

Bahrain (BH) v
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If the user is actually correcting a mistake and wishes to add a new country and delete another
country, he just needs to click in the bin-icon next to the country he wishes to delete.

= (D) M (BH

Sl

| ™= (ID) Indonesia

B

M (BH) Bahrain

-

Bahrain (BH)

Within the box 9-16.Commaodities, there is a section where it is calculated the Global goods
measures. This is done automatically when inserting the measures in the section Description of the
goods OR the user can decide to insert the global goods measure instead of the measures for each
commodity.

As in the measures for each commodity, in the global goods measure at least the volume or the net
weight must be indicated.

To insert the information, the user just has to type it in the free-text boxes.

9-16. Commodities *
4 Add New Commodity. % Remove All
1 m Wood in the rough, whether or not stripped of bark or sapwood, or roughly squared 1l Remove Commodity O Clear Descriptors O Clear Species Identifiers
N
Description Of Goods Volume (m3) Net Weight (Kg) Number OFf Units +
1 TREMBESI WOOD HAND CHAIR 2501 300 75 =
Scientific Name Couniries of Harvest +
I Blackiella sp =D & =
Volume (m3) Net Weight (Kg) Number OF Units

GLOBAL GOODS MEASURE

By typing the global measures in the Global Goods Measure section, the information already inserted
in the description of goods will disappear.

28



9-16. Commodities *

# Add New Commodity. % Remove All
\L m ‘Wood in the rough, whether or not stripped of bark or sapwood, or roughly squared 1l Remove Commodity O Clear Descriptors O Clear Species Identifiers
Description Of Goods +*
1 TREMBES| WQQOD HAND CHAIR =
Scientific Name +
I Blackiella sp ™=p) # =
Volume (m3) Net Weight (Kg) Number Of Units
GLOBAL GOODS MEASURE 25 41 85 k
Box 17: Distinguishing marks
In this box, the user will be able to add extra information concerning distinguishing marks, e.x. lot
number, bill of landing number, barcodes, etc.
As in box 2, this can be added in text format, by clicking in the first icon, or in image format, by
clicking in the second item.
17. Distinguishing marks
@
No text here yet ! Click to add ! No image yet ! Click to add !
17. Distinguishing marks [
information 000X
TEST

Note that an image is not necessary if a complete scanned version of the V-Legal licence has been
provided in box 2.

Box 18: Signature and stamp of issuing authority
In this box, the user must insert the Place and Date of the signature of the V-legal Licence
(Indonesia).

The Place is a free-text box where the user can type the same information as displayed in the V-Legal
Licence.
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The date must be chosen from the calendar, by clicking in the icon:

Place | indonesia

Date |

= wIB

< March 2018 >
Mon Tue Wed Thu Fri 5at Sun
01 02 03 04

05 06 07 08 09 10 N
13 14 15 16 17

20 21 22 24

27 28 29 30 A

Then the user must click on the respective icon to add the scan of the signature and/or stamp from
the licence. He must also check the boxes indicating that the licence is signed and/or is stamped. This
needs be checked accordingly to what is done in the V-Legal Licence.

18. Signature and stamp of issuing authority *
Flace | indonesia
Date 16/03/2018 ] wIB
No sr’ﬂnature ! Click to add ! No stamﬁ ! Click to add !
Ila Signed fl I Is Stamped I
18. Signature and stamp of issuing authority *

s not necessary if a complete scanned version
]

Place | Indonesia
Date 13/04/2018 B ws
No signature[! Click to add ! No stamp ! Click to add !
Is Signed [ Is Stamped [
18. Signature and stamp of issuing authority *
mplele scanned version
Place Indonesia
[ ]
Dale  13/04/2018 B we ofh
, . e
No signature ! Click to add ! No stamp ! Click to add !
Is Signed [ Is Stamped [v]

In the end the user must click in Submit for Validation
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N —

. No signature ! Click to add ! No stamp ! Click to add !
Is Signed ¥ Is Stamped ¥

SUBMIT FOR VALIDATION%

A new window will pop-up, where the user will have to insert the information about the Customs
Office (CO)

First, the user will have to choose the country. After selecting the correct country, the other boxes
will be open.

In the Name, the user can type the name of the customs and select the correct CO from the drop-
down list OR type in the COL number (still in the name tab). This will show the only available option
for that specific number.

Once the user selects the correct CO, the rest of the information will be automatically filled in. Then
he needs to click in next:

Submit licence for validation

Point Of Release (mandatory)

Select the Customs Office that will release the licenced goods for free circulation in the EU

Name customs office at Ki

COL Number BEANR215719

Verificatie 1213
Haven 1213

Land van Waaslaan
91

Country 1 (BE) Belgium

Cancel b Next

In the next step the user will have to insert the time of Arrival
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Submit licence for validation

Time Of Arrival (mandatory)

When are the licenced commodities expecied to arrive in the Point of Release ?

—
Cancel 4 Previous

The date must be inserted by clicking in the calendar-icon and choosing the date from the calendar.

Submit licence for validation

Time Of Arrival (mandatory)

When are the licenced commodities expecied to arrive in the Point of Release ?

Cancel 4 Previous

March 2018

On the other hand the hours must be typed. In the end they must click in Next.

18.24552-13354.015-ID-de

Submit licence for validation

Time Of Arrival (mandatory)

When are the licenced commodities expected to arrive in the Point of Release ?

7 EEEEE

The next step is to fill in the information of the importer, in case of the user creating a certificate is
doing it on behalf of another importer (RFL profiles). If not, the user can just click in next without
filling in this details.

32



18.24552-13354.015-ID-de

Submit licence for validation

On Behalf (optional)

If you are an agent working on behaif of another importer, then please describe that importer

Name
ECRI Number

Address

Country

As a final step, the users have a confirmation message where they can add some comments if
needed, or just click in Submit.

If they do not want to submit the licence, and they want to correct any mistake, they must click in
Previous

18.24552-13354.015-ID-de

Submit licence for validation

Final step...

By clicking submit, you will issue a request for validation of the license by the Competent Authority of Belgium, based on the information
provided so far. You will receive a notification from them ence the validation process is completed.

If you have additional textual information fo provide fo the Authority, use the box below.

After submission, you will not be able to modify the provided information anymore.

Cancel 4 Previous

After clicking in Submit, if some possible errors exist in the licence, a warning message will pop-up.
The user can decide to fix the possible mistakes, by click in Fix Warnings!, or to submit the licence, by
clicking in Submit information anyway!.
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& Fix Warnings!

2 Warnings:  Licence > Box 3 Only capital letters allowed
Validation request > Point O Release Doesn't match country referenced in the licence number

The licence has now the status "Requested"

>> Refer to Validation State to know the different status of a Licence <<
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Some notes about the Licence submitted by the importer

Box 2.

When the user chooses to write information in box 2 and upload a V-Legal Licence, this can be seen
by clicking in "Switch to text" or "Switch to Scanned Version".

2. For the purposes of the issuing country

o Switch to
Scanned Version

Lorem ipsum dolor sit amet, ne sea sanctus

nusquam, eum no natum aliquid. Duo te tation
efficiendi, pri labitur detraxit cu. Ea adhuc
vidisse vim, ad mel nisl nihil prompta, tibique
detracto in sit. Cu impetus argumentum

-

definitionem mea. ex ani malorum incaorrunte. Fi

2. For the purposes of the issuing country

¢ Switch fo text

TEST

>> Go back to "for the purposes of issuing country <<

Box 9-16. Commodities
If the user wants to know which is the country of Harvest he must click on the eye-icon and a box will
appear with the name of the country

Countries of Harvest

Countries of Harvest B (AU)

B (AU) E | B (AU) Australia
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Validation Request box
After the submission of a licence, a new box is added in the end of the licence.

This box contains the information about the Point of Entry, On Behalf of Importer, Estimated Time of
Arrival, Request Time and Request Message.

This information is the one inserted in the green pop-up window.

Validation Request

Point of Entry Estimated Time of Arrival
Name customs office at Kaai 1213 £ C] CEST
COLNumber  BEANR215719
anarese | VeTITiCatie 1213
AGEESS T Haven 1213
Land van Waaslaan
9130 Kallo (Kieldrecht)
County Il (BE) Belgium
On Behalf Of Importer Request Time
Name 23/03/2018 = 17:51 ¢} CEST

ECRI Number
Request Message

Address

this is a test in the EC

Country

FMSCA and the FLEGT Licence

Once a licence has been submitted, the FMSCA must revise it and take a decision (validate, reject or
ignore it).

For that, they must go to Certificates > FLEGT. They will be brought to the window where they can
search for FLEGT licences.

To search for the licence to validate they can:

e Either see which licences they have on their list on "requested" and revise/validate them.
They have access to this information using the feature "MyLicences" where they can select
"Pending validation" (or pending clearance or completed):

Search FLEGT licences © Creale New Licence

Search Advanced Search Q MyLicences ~
PENDING VALIDATION

PENDING CLEARANCE

i z
FLEGT licence number VPA Country Requester Validation State |3 Clearance State COMPLETED

M 18.00015-00606.002-1D-FR ™ Indonesia MacDONGS W ["Requested | [T (FR) 05/02/2018 - 11:59:40
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e Or search by a specific licence using the Advanced Search feature where they can choose the
HS Code, Validation State, Clearance State, Requester, Description of Goods, Point of release,
Validated From and Validated To.

Search FLEGT licences | © Create New Licence

HS Code Validation State Clearance State

FLEGT HS Code Selection ~ Validation State Selection Clearance State Selection

Requester Description O Goods

Point of Release Validated From Validated To

e Orsearch by the licence with the licence number. They must insert the correct number in the
search box and then click in Search.

Search FLEGT licences © Create New Licence

Search: 18.24552-13354.015-1D-BE ‘ Advanced Search  ~ |

Once the FMSCA has the licence to revise and to take a decision, they must get in the licence and

check every box.

The FMSCA has the possibility to change all the information if needed (by clicking in the box that
needs to be modified) or they can send the licence back to the importer. By doing this, the
importer will be able to make the necessary changes.

08022018 104207

TRACES NT > Index > FLEGT > 18.24552-13354.015-ID-BE

Wcertiicates ~ T Organisations ~ @ Help ~

18.24552-13354.015-ID-BE

Licence — Validation

1. Issuing Authority % 2. Forthe purposes of the issuing country

Name PT. LAMBODJA SERTIFIKAS| & Switch to
Scanned Version

Lorem ipsum dolor sit amet, ne sea sanctus

Legal Reg. LVLK-015-IDN
Number nusquam, eum no natum aliquid. Duo te tation
JL. Wijaya Kusuma IV No. 11A Taman Yasmin efficiends, pri labitur detraxit cu. Ea adhuc
Sektor 1 Bogor vidisse vim, ad mel nis] nihil prompta, tibigue
Taman detracto in sit. Cu impetus argumentum
definitionem mea. ex aui malovum incorvimte. Fi 7
County ™= (D) Indonesia
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FMSCA and Validation/modification of a licence
The FMSCA of the country of the importer must verify the information in the licence before taking a

decision (approve, reject or ignore).

The authorities have the possibility to change the FLEGT Licence Number, in case there is an error.
This can be done before and after the validation, in the search FLEGT Licences window. They just
need to search for the correct licence and click in the modification-icon next to the licence number

Search FLEGT licences | B Expon Scarch Resuls 0 Excel |~ © Create New Livence
Search: 18.24552-13354.015-ID-BE Advanced Search ~

FLEGT licence number VPA Country Requester ‘Validation State Clearance State Last Modification (CEST ) 1§

™= Indonesia COOPERATIVEBK22 WW [TTGE) 2710312018 - 16:02 44

Then they must insert the new (corrected) number and click in confirm.

Licence number change

By clicking the Confirm button, you will replace this licence’s number with the new one. This
change will apply to all copies of the licence, and also to clearances associated to the licence. A
notification will be sent to the requester of this licence and to the Customs of the encoded point of

entry
e, 18.24552-13354.015D-BE
iR LI 18.24552-13354 016-1D-BE

Cancel

They have also the possibility to correct the information inserted by the importer within the Licence
tab and Validation tab.

18.24552-13354.015-1ID-BE

Validation

1. Issuing Authaority % 2. Forthe purposes of th

Name PT. PCU INDONESIA

Legal Reg LVLK-012-IDN
Number

JI. Kramat No. 3B Cilandak Timur Jakarta Selatan

AJUTESS 12860 Indonesia

Cilandak
Country ™= (D) Indonesia
3. FLEGT licence number 4. Date of expiry
n 18.24552-13354.015-1D-BE 06/04/2018
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For that, they just need to change the information, by clicking in the box they wish to change, as
exemplified:

7. Means of transport (and identification) *

+ Other v

7. Means of transport (and identification) *

L 4 Qther % v

Road Vehicle
Aeroplane
Wagon

Ship

>> Refer to How to modify each box in FLEGT Certificate (except box3) to know how to modify a

specific box <<

If everything is correct in the Licence tab, they must go into the Validation tab.

18.24552-13354.015-ID-BE

Licence — Validation

1. Issuing Authority sk 2. For the purposes of the issuin

Name FT. PCU INDONESIA

Legal Reg. LVLK-012-IDN TEST
Number

JI. Kramat No. 3B Cilandak Timur Jakarta Selatan

AJIIESS 12580 Indonesia

Cilandak
County ™= (ID) Indonesia
2 Fl EAT linonra numhar A Nata nf ovning

Within this tab, the FMSCA must verify if all the information is correct. They have also the
possibility to change the information if needed.

39



18.24552-13354.015-ID-BE

Licence Validation

Request (time and message) Requester

23/03/2018 © CEST g Name  COOPERATIVEBK22 WW W Clear

EORI Number VAT 0880384371 2 Details

Time and Place of Arrival Avenue Pierre Saul 3
Address
Antwerp
Estimated
Time of Arrival
Country  I'H(BE) Belgium

Point Of customs office at Kaai 1213
Release

They must insert the Estimated time of arrival to the place of arrival (if not yet inserted by the
importer). This date needs to be selected from the calendar that will open by clicking in the
calendar-icon.

Time and Place of Arrival *
Estimated | ‘ = © EsT
Time of Arrival
Point OFf < March 2018 >

Release  |Mon Tue Wed Thu Fri Sat Sun

In the end, they must approve it, reject it or ignore it by clicking in the correct button. As FLEGT is
a flexible system, an approved licence can be then rejected or ignored, and vice-versa. So, if by
mistake an authority validates a licence, they can reject it afterwards. Or if they reject a licence
by mistake, they can validate it later.

18.24552-13354.015-1D-BE n Send back to Importer

COOPERATIVEBK2Z WW
0880384371

Avenue Pierre Saul 3
Antwerp

N1 (BE) Beigium
Poin customs office at Kaai 1213
Release

X

Approve Reject Ignore
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Approve

When the FMSCA clicks in Approve, they will need to insert the Effective date (or leave it empty, and
the system will automatically set the current date as the effective date) and they can leave a
comment if needed. Then they must click in Submit.

Submission of Licence and Validation

You are about to submit a new version of the licence and validation information

Effective date ( you can leave it empty, in which case current date will be used )

Comment ( optional )

Approved
Cancel

If the Effective Date is left empty, a warning message will pop-up stating that this field will be
automatically filled. If the current date is the effective date, the FMSCA just needs to click in Submit
information anyway. If not, they can click in Fix Warnings.

\d - -
& Fix Warnings!

Reject

When a FMSCA clicks in Reject, they will need to insert the Effective date (or leave it empty, and the
system will automatically set the current date as the effective date). They will also need to leave a
Rejection reason, that they can chose from a list.

Submission of Licence and Validation

You are about to submit a new version of the licence and validation information

l Effective date (you can leave it empty, in which case current date will be used )

Rejection reason ( mandatory 1)

ReJeCtEd Falsified licence

Exporter not (or no longer) allowed to export
Unreadable paper version
Other
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If the Effective Date is left empty, a warning message will pop-up stating that this field will be
automatically filled. If the current date is the effective date, the FMSCA just needs to click in Submit
information anyway. If not, they can click in Fix Warnings.

& Fix Warnings!

Warning:  Validation > Effective Date  Should be filled. System fills it automatically.

Ignore

The FMSCA can also decide to ignore a licence. For that they just need to click in ignore and fill in the
Effective date (or leave it empty, and the system will automatically set the current date as the
effective date). They have also a space to leave a comment if needed.

Submission of Licence and Validation

You are about to submit a new version of the licence and validation information

Effective date (you can leave it empty, in which case current date will be used )

Comment ( optional )

lgnored
Cancel

If the Effective Date is left empty, a warning message will pop-up stating that this field will be
automatically filled. If the current date is the effective date, the FMSCA just needs to click in Submit
information anyway. If not, they can click in Fix Warnings.

& Fix Warnings!

Warning:  Validation > Effective Date  Should be filled. System fills it automatically.

FMSCA and the Send back to Importer button
For FLEGT licences, the Authorities have the possibility to send a licence back to the importer who
created it. This way, the importer himself will handle the necessary modifications.

If the authority wishes, they can make some modifications in the licence before sending it back to the
importer. This way, the importer will also be able to see the modifications made by his authorities.
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To make a modification in a licence, the FMSCA just needs to click in and change the box they wish to
change

7. Means of transport (and identification) *

+ Other v

7. Means of transport (and identification) *

L 4 Other b v

Road Vehicle

Aeroplane
Wagon
Ship

To send the licence back to the importer, the FMSCA must click in Send back to Importer

18.24552-13354.015-ID-BE

Licence == [ERCIEETSLY
—

1. Issuing Authority % 2. Forthe purposes of the issuing country

Name  PT. LAMBOD.JA SERTIFIKASI 7 Switch to text

A pop-up window will open with a confirmation message and button. Here the FMSCA user can write
an optional comment that will be received by the importer.

Once the FMSCA clicks in Confirm, they will no longer be able to modify and/or validate the licence.
The licence will only be available for modifications done by the importer.

Send back Licence to Importer

By diicking the “Coniirm™ bufton, you will send a message to the
importer COOPERATIVEBK22 WW noifying thaf corrections need
to be made on this FLEGT licence.

You can add a comment {o the notfification in the field below.

After confirming, you will not be able to modiy or validate the
ficence anymore uridil its resubmission by the importer.

Note that any change you made fo the licence so far will also be
visible to the importer.

Comment ( optional )

this is a comment

M 18.24552-13354.015-ID-BE E4 ™= Indonesia COOPERATIVEBK22 WW Updating 1(BE)
M 128 NN1E7-NN714 N1GIN-RF r# B | nAnnacia Wnrdl 1Sun33 1 id Dnnmsne tna | B E/BEY
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Some notes about the Licence opened by the FMSCA
Box 2

When the importer provides a scan of the V-legal licence in box 2, the FMSCA will be able to see the
licence and compare the signature + stamp with the signatures of the issuing authority, as each
Issuing authority has associated to them, in the system, an official signature and an official stamp.
This information is provided by the system to facilitate comparison between the signature and stamp
in the V-legal licence and the official signature and official stamp of the issuing authority.

V-Leqal Licence

TEST

Signature and stamp of Issuing authority for comparisdn

Fl. LAMBODJA SERIIFIKASIL

Official signatures (1) Official stamps (1)

OVdsondtiy LA/ /BORIA

PT. AYAMARU SERTIFIKASI

PT. PCU INDONESIA
Official signatures (2) Official stamps (1) Official signatures (1) Official stamps (1)

Mid /i (%) W s
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Comparisons between the licence inserted by the importer and the modifications done by the
FMSCA

The FMSCA has the possibility to compare the modifications done by them and the information
inserted by the importer and/or to revert all the modifications back to the information inserted by
the importer. For that they must click in the icon in the Licence tab:

18.24552-13354.015-ID-BE

Licence E Validation

1. Issuing Authority

Name PT. SUCOFINDO INTERNATIONAL CERTIFICATI

Then they need to click in Importer Version..

Importer version

...and then in Copy, if they wish to revert all the modifications back to the information inserted by the
importer

.. or in compare if they wish to compare the changes they made with the information inserted by the
importer

COOPERATIVEBK22 WW
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The boxes are allocated one after the other. The yellow box corresponds to the changes done by the
FMSCA and the white box corresponds to the information previously inserted by the importer. They

can also switch to the Validation tab to check the differences in there

18.24552-13354.015-ID-BE

Licence Validation ¢ Stop Comparing Bl Copy Everything

1. Issuing Authority sk 2. For the purposes of the issuing country

Name PT. SUCOFINDO INTERNATIONAL CERTIFICATION SERVICES

legalReg.  LVLK-002-DN TEST & Ed
Number

Graha Sucofindo Bl Floer JI. Raya Pasar Minggu Kav.24
Jakarta 12780

PO.BOX 2377 JKT 10001

Jakarta

Address

Country ™= (ID) Indonesia

Name PT. LAMBODJA SERTIFIKASI

Legal Reg LVLK-015-1DN L)
Number

JI. Wijaya Kusuma IV No. 11A Taman Yasmin
Sektor 1 Bogor
Taman

Address

Country  ®=(ID) Indonesia

3. FLEGT licence number 4. Date of expiry *

18.24552-13354.015-1D-BE

Licence Validation

Request (time and message) Requester
23/03/2018 E] 17:51 CEST g Name  COOPERATIVEBK22 WW 1 Clear
EORI Number VAT 0880384371 2 Details

Avenue Pierre Saul 3

AGESS A iverp

23/03/2018

L 3
i~}
(c]
o]
m
@
K

Couniry LN (BE) Belgium
Time and Place of Arrival *

Estimated
Time of Arrival

L
(c]
0
m
)
)

Point Of customs office at Kaai 1213

Release Name COOPERATIVEBK22 WW A Details

EORI Number VAT 0880384371

Avenue Pierre Saul 3
Estimated fe] CEST ACIESS Antwerp

Time of Arrival

[ 3

Point Of customs office at Kaai 1213

Release Country [N (BE) Belgium

The FMSCA can decide to change back to the information inserted by the importer, by clicking in the
white part of the box they wish to change.
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t 7. Means of transport (and identification) %k

) Road Vehicle v

o Other

LL]

Or they can also simply change everything back to what was inserted by the importer, by clicking in

Copy Everything.
18.24552-13354.015-ID-BE
Licence Validation ® Stop Comparing ' Copy Everything
1. Issuing Authority 3%k 2. For the purposes of the issuing country
Name  PT. SUCOFINDO INTERNATIONAL CERTIFICATION SERVICES o Switch to text
legalReg.  LVLK-002-DN TEST = Fal
Number
@ Clear
e Graha Sucofindo Bl Floor JI. Raya Pasar Minggu Kav.34

Jakarta 12780
PO.BOX 2377 JKT 10001
Jakarta

Once they finish the comparison, they must click in stop comparing.

18.24552-13354.015-ID-BE <0 send |

Licence Validation 3 Stop Comparing - Copy Everything
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Updating Status - Licence sent back to Importer

When an authority sends back the licence to the importer, the licence will appear as "Updating" in
the list of licences of the user. This feature can be used as many times as necessary.

Search FLEGT licences

Advanced Search =

FLEGT licence number VPA Country Validation State Clearance State Last Modification (CEST ) 1%

™ |ndonesia BH(BE) 26/03/2018 - 16:59 54

The importer can also look for it by clicking in Advanced Search and select Updating in the Validation

State box. Then the user must click in Search.

earch FLEGT licences

m Advanced Search . Q. MyLicences v

HS Code Validation State - Clearance State :
FLEGT HS Code Selection ~ | Validation State Selection ‘ Clearance State Selection +

Approved

FLEGT licence number rance State Last Modification (CEST ) 12

VPA Country

™ Indonesia Updating [T 26/03/2018 - 16:59:54

If a comment was written by the FMSCA, the user can read it by clicking in the message-icon

FLEGT licence number VPA Country Validation State Clearance State Last Modification (CEST ) 1

this is a comment

™ |ndonesia BI(BE ..-!.- 26/03/2018 - 16:59:54

The importer has the possibility to save the modifications he does, by clicking in the button "Save'

NT > Index > FLEGT > 18.24552-13354.015.1D-BE

cates v I Organisations ~+ @ Help ~

18.24552-13354.015-ID-BE

Licence

1. Issuing Authority % 2. For the purposes of the issuing country
Name PT. LAMBODJA SERTIFIKASI
Legal Reg. LVLK-0151DN
Number

JI. Wijaya Kusuma IV No. 11A Taman Yasmin
Sektor 1 Bogor
Taman

Address

= (ID) Indonesia
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Once the importer made all the necessary changes, they just have to click in "Submit for validation"
in the end of the Licence.

18. Signature and stamp of issuing authority *

Place indonesia
Date 16/03/2018 £ WiB

No signature ! Click to add ! No stamp ! Click to add !
s Signed (@] Is Stamped (]

V'

Status of the licences

Validation State

FLEGT licence number Validation State Clearance State Last Modification (CEST ) 12

Requested: it means that the importer submitted the licence to the FMSCA and is waiting for the
validation.

Updating: it means that the FMSCA sent back the licence to the user to modify the boxes that were
wrong. The user can modify everything except the FLEGT licence number

Approved: it means that the FMSCA has approved the licence and it now needs to be cleared or
disposed by the customs office.

Rejected: it means that the FMSCA rejected the licence

Ignored: it means that the FMSCA ignores the licence. This is normally used when they are
investigating something, and they do not want to have it as in "requested" and they cannot yet
validate it. >> The importer can see a licence with the status ignored

>> Go back to Box18: Signature and stamp of issuing authority <<

Clearance State (by the CO)

FLEGT licence number VPA Country Requester Validation State Clearance State Last Modification (CEST ) 1§

Disposed: it means that the consignment is not release in the market. (for example: when a type of
product is not the same as in the licence)
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Cleared: it means that the consignment is released into the market
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