
INSPECTION & 
ASSESSMENT
Trader, RMCD & SIAT Members



Features

• Submit Appointment for Inspection

• Approve Appointment 

• Associate SIAT Member List

• Associate/View Inspection Instructions

• Assign Inspection Request

• Accept Inspection Request & Create/View Inspection Report

• Inspection Approval 

• Assessment 

• Completed Assessment Request



Submit Appointment 
for Inspection

Trader



When Declaration status show WAITING FOR OGA APPROVAL, inspection has been created,
followed by assessment later.



Trader need to set appointment first. 

Go to RESOURCE PLANNING menu  click on Appointments submenu.



APPOINTMENT LIST  appear, click ‘+’ to add new records. 



APPOINTMENT DETAILS appear with NEW status.  Fill in all mandatory field and then click 
“Create” button.  



APPOINTMENT DETAILS status changed to CREATED.  Trader need to select date and time for 
appointment, before submit the appointment details by clicking at “Submit” button.  



APPOINTMENT DETAILS status changed to SUBMITTED.  



Approve 
Appointment

Inspector Supervisor



Login as Inspector Supervisor (RMCD).  Go to inbox “Submitted Appointments” by clicking at 
the numbers appears.  



Click on the Reference link of the submitted appointment.



APPOINTMENT DETAILS appear with SUBMITTED status.  Inspector Supervisor can either 
Approve or Return for Correction.  In this case, click “Approve” button. 



APPOINTMENT DETAILS status changed to APPROVED. 



Associate SIAT 
Members List

Inspector Supervisor



Go to TRADE FACILITATION menu  Inspection/Sample  click on Inspection Request

submenu.



INSPECTION REQUEST LIST appear.  Go to “View/Edit”. 



The INSPECTION REQUEST INFORMATION form refreshes with CREATED status and SIAT 
Members List section displayed.  Click associate button       to associate SIAT members. 



Choose related profile needed for inspection, which is inspector from RMCD, FSQD and MAQIS.  
Click      to save the selection and click      to navigate back to the INSPECTION REQUEST 
INFORMATION.  



The selected SIAT Member Name is displayed in the SIAT Members List section as shown.



Associate/View 
Inspection 
Instructions

Inspector Supervisor



In INSPECTION REQUEST INFORMATION form, go to link repository     and then click 
Associate/View Inspection Instructions.



The INSPECTION REQUEST INSTRUCTION LIST appears as below. In the Inspection
Request Instruction List, select the checkbox corresponding to the Inspection Instruction Code
and click to associate the Inspection Request Instructions. The selected Inspection Instruction
Code is displayed in the Inspection Request Instruction List section below. Click to close the
window.



Assign Inspection 
Request

Inspector Supervisor



In the INSPECTION REQUEST INFORMATION form, click “Assign” button to assign to the 
selected SIAT members. 



The INSPECTION REQUEST INFORMATION form refreshes with ASSIGNED status as 
shown below. 



Accept Inspection 
Request

Create/View 
Inspection Report

Inspector RMCD, SIAT



Login as Inspector (RMCD).  Go to inbox “Assigned Inspections” by clicking at the numbers 
appears.  

Click on the Reference link of the submitted Inspection Request.



The INSPECTION REQUEST INFORMATION form appears with ASSIGNED status. SIAT 
members reviewed the Inspection Request based on the items in the Link Repository. 

Once the Inspection Request is viewed by the associated SIAT member, click “Accept” button to 
accept the Inspection Request Information.



The INSPECTION REQUEST INFORMATION form refreshes with IN PROGRESS.



Click at “Create/View Inspection Report” button to start inspect.



The INSPECTION REPORT appear with CREATED status. Click at View Instruction Steps
link to do the inspection.



The VIEW INSTRUCTION STEPS form appears. Select the Findings from the drop-down list 
and enter remarks. Click       to save the selection and click       to navigate back to the 
INSPECTION REPORT form. 



Key in Actual Inspection Start Date and Time, as well as Actual Inspection End Date and 
Time, before submitting the report by clicking “Submit” button.  



INSPECTION REPORT status now changed to SUBMITTED.  



Login as OGA Inspector (MAQIS).  Go to inbox “Assigned Inspections” by clicking at the 
numbers appears.  

Click on the Reference link of the submitted Inspection Request.



The INSPECTION REQUEST INFORMATION form appears with IN PROGRESS status. 
SIAT members reviewed the Inspection Request based on the items in the Link Repository. 

Once the Inspection Request is viewed by the associated SIAT member, click “Accept” button to 
accept the Inspection Request Information.



Click at “Create/View Inspection Report” button to start the inspection.



The INSPECTION REPORT appear with CREATED status.  Click at View Instruction Steps 
link to do the inspection.  



The VIEW INSTRUCTION STEPS form appears. Select the Findings from the drop-down list 
and enter remarks. Click       to save the selection and click       to navigate back to the 
INSPECTION REPORT form. 



Key in Actual Inspection Start Date and Time, as well as Actual Inspection End Date and 
Time, before submitting the report by clicking “Submit” button.  



INSPECTION REPORT status now changed to SUBMITTED.  



Login as OGA Inspector (FSQD).  Go to inbox “Assigned Inspections” by clicking at the 
numbers appears.  

Click on the Reference link of the submitted Inspection Request.



The INSPECTION REQUEST INFORMATION form appears with IN PROGRESS status. 
SIAT members reviewed the Inspection Request based on the items in the Link Repository. 

Once the Inspection Request is viewed by the associated SIAT member, click “Accept” button to 
accept the Inspection Request Information.



Click at “Create/View Inspection Report” button to start inspect.



The INSPECTION REPORT appear with CREATED status.  Click at View Instruction Steps 
link to do the inspection.  



The VIEW INSTRUCTION STEPS form appears. Select the Findings from the drop-down list 
and enter remarks. Click       to save the selection and click       to navigate back to the 
INSPECTION REPORT form. 



Key in Actual Inspection Start Date and Time, as well as Actual Inspection End Date and 
Time, before submitting the report by clicking “Submit” button.  



INSPECTION REPORT status now changed to SUBMITTED.  



Inspection Approval 

SIAT Members (OGA Approver)



Login as OGA Approver (MAQIS).  Go to inbox “CBRA Approval Request Created” by clicking 
at the numbers appears.  

Click on the Reference link of the CBRA Approval Request.



CBRA Approval Form appear with CREATED status. To approve the inspection by inspector
of MAQIS, click Approve link in Action column.



And then click “Complete”.



CBRA APPROVAL FORM status now changed to COMPLETED.



Login as OGA Approver (FSQD).  Go to inbox “CBRA Approval Request Created” by clicking at 
the numbers appears.  

Click on the Reference link of the CBRA Approval Request.



CBRA APPROVAL FORM appear with CREATED status. To approve the inspection by
inspector of FSQD, click Approve link in Action column.



And then click “Complete”.



CBRA APPROVAL FORM status now changed to COMPLETED.



Inspection now has been completed.  

However, assessment required towards this declaration in order to release the goods. 



Assessment

RMCD (NCC)



Login as Verification Supervisor.  

Go to TRADE FACILITATION menu  Assessment submenu  Assessment Assignment submenu.  



MONITOR ASSESSMENTS list appear, choose Assessment Group and then click “Search”.  

Assessment Request appear in Assessment Allocation List Section, choose respective Declaration No. 
and browse the officer to be assigned to do the assessment by clicking at browse button        .  



Choose officer to be assigned by clicking at the officer name link.  

The officer name appear in Assigned To column, select the checkbox and then click “Assign To” button.  



Login as Verification Officer.  Go to inbox “Assigned Assessment Request” by clicking at the 
numbers appears.  



Click on the “View/Edit” of the assigned assessment request with Opened for Assessment
Status.



ASSESSMENT REQUEST DETAILS form appear.

In Assessment Items List Section, click on the “View/Edit” to proceed with assessment.



Verification officer can correct any data by key in at Assessed Value column in the Item 
Assessment Sheet.  Then, click “Complete” button to proceed, and then click “Back”. 



Verification officer can click “Recalculate Duty” button, to get the new figure after the assessment 
has been done.  



Duty Details section will appear at the top of Assessment Items List,  now officer can click 
“Assessment Completed” button to proceed.  



Status of Assessment Request List now changed to Assessment Completed.  

Trader now need to accept the assessment in order to changed to status to Assessment Accepted.  



Completed 
Assessment Request

Trader



Login as Trader.  Go to inbox “Completed Assessment Request” by clicking at the numbers 
appears.  



Click on the Reference link of the Assessment Request.



ASSESSMENT REQUEST DETAILS status now appear as ASSESSMENT COMPLETED.
Click “Accept” button to accept the assessment.



Status now changed to ASSESSMENT ACCEPTED.



Login as Verification Officer.  Go to inbox “Accepted Assessment Request” by clicking at the 
numbers appears.  

Click on the Reference link of the Assessment Request.



ASSESSMENT REQUEST LIST now appear with Assessment Accepted status.



Now trader can proceed with payment to release the goods, since Inspection and 
Assessment has been completed.  



THANK YOU


