
PERMIT APPLICATION
(By Trader)

Permit Cancellation
Permit Extension
Permit Amendment



Permit Cancellation (NSW)



User Profiles Involved

1. Trader 
2. Permit Assigning Officer
3. Permit Approver



Login as Trader to cancel permit.

Status now is ACTIVATED. Click Request for Cancellation button to proceed. 



Permit Cancel Details form appear, with NEW status.  Fill in all required details and click 
Create button.



Status now changed to CREATED.  Click Submit button.



Status now changed to SUBMITTED.  Trader can click Back button.



Login as Permit Assigning Officer to approve permit cancellation. 

Go to inbox of Permit Application Submitted for Cancellation. 



Click at respective reference to proceed.



Click at browse button to browse officer name to be assigned.



Permit officer list appear, select officer name for approval.



Selected officer name appear in the permit allocation. Then, tick at the checkbox and click 
Assign To.



Login as Permit Approver. 

Go to inbox of Permit Application Cancellation Assigned for Approver. 



Click at respective reference to proceed.



Status now changed to SUBMITTED FOR APPROVER.  Then click Approve button.



Status now changed to APPROVED.

Permit cancellation already approved.



Login as Trader to check the current status. 

Go to inbox of Permit Application Requested for Cancellation Approved. 



Click at the respective reference. 



Status now changed to APPROVED.  



When go into details, status of the permit now is CANCELLED.  



Permit Extension (Heritage)



User Profiles Involved

1. Trader
2. Permit Assigning Officer
3. Permit Verification Officer
4. Permit Recommendation Officer
5. Permit Approver



Login as Trader to apply for permit extension.

Status now is ACTIVATED. Click Request for Extension button to proceed. 



Permit Extension Details form appear, with NEW status.  We can see the extension period is 
30 days.  



Choose Reason for Extension. 



Then click Create button.



Status now changed to CREATED.  Click Submit button.



Status now changed to SUBMITTED.  Trader can click Back button.



Login as Permit Assigning Officer to approve permit extension. 

Go to inbox of Permit Application Submitted for Extension. 



Click at respective reference to proceed.



Click at browse button to browse officer name to be assigned.



Permit officer list appear, select officer name for verification.



Selected officer name appear in the permit allocation. Then, tick at the checkbox and click 
Assign To.



Login as Permit Verification Officer. 

Go to inbox of Permit Application Extension Assigned for Reviewer. 



Click at respective reference to proceed.



Status now changed to SUBMITTED FOR REVIEWER.  Then click Review Completed button.



Assign Request list appear, select officer name for recommendation by tick at the checkbox 
and then click Assign button.



Status now changed to SUBMITTED FOR RECOMMENDATION.  Click Back button to 
proceed.



Login as Permit Recommendation Officer. 

Go to inbox of Permit Application Extension Assigned for Recommendation. 



Click at respective reference to proceed.



Status now is SUBMITTED FOR RECOMMENDATION.  Then click Recommendation 
Completed button.



Assign request list appear, select officer name as approver by tick at the checkbox.



Status now changed to SUBMITTED FOR APPROVER.  



Login as Permit Approver. 

Go to inbox of Permit Application Extension Assigned for Approver. 



Click at respective reference to proceed.



Status is SUBMITTED FOR APPROVER.  Click Approve button to approve the application of 
extension.



Status now changed to APPROVED.



Login as Trader. 

Go to inbox of Permit Application Requested for Extension Approved. 



Click at respective reference to proceed.



Trader may check the Permit Extension Details, the status is APPROVED.



Login as Trader.

Go to inbox of menu > PERMIT/QUOTA > Permit > Permit Extension/Cancellation.



Go to View/Edit to go into the details of extension application.



Status now changed to APPROVED.



Permit Amendment (DOE)



User Profiles Involved

1. Trader 
2. Permit Assigning Officer
3. Permit Verification Officer
4. Permit Approver



Permit now with ACTIVATED status.  Click Request for Amendment button to request for 
amendment.



For example, this trader request to amend Administrative Customs Station. Original station is 
B10 (refer previous slide), and want to change to B18.



Go to the bottom of the page, put amendment reason and then go to View/Edit in the Permit 
Item Details section. 



In the Permit Item Details section, click Submit button.



Status now changed to SUBMITTED, and then click Back to proceed.



In Permit Application form, go to the bottom of the page. 



Click Submit button to submit the amendment application.



Status now changed to SUBMITTED FOR AMENDMENT. 



Login as Permit Assigning Officer. 

Go to inbox of Permit Application Amendment Submitted. 



Click at respective reference to proceed.



Click at browse button to browse officer name to be assigned.



Permit officer list appear, select officer name for verification.



Selected officer name appear in the permit allocation list. Then, tick at the checkbox and click 
Assign To.



Login as Permit Verification Officer. 

Go to inbox of Permit Application Assigned for Reviewer. 



Click at respective reference to proceed.



Status now is SUBMITTED FOR REVIEWER.



Go to the bottom of the page, put Reviewer Decision and click Review Completed button.  



Assign request list appear, showing all available Permit Approver. Select one of the officer by 
tick at the checkbox and then click Assign button. 



Status now changed to SUBMITTED FOR APPROVER.



Login as Permit Approver. 

Go to inbox of Permit Application Assigned for Approver. 



Click at respective reference to proceed.



The permit application form appear.  Go to the bottom of the page.



Go to View/Edit at Permit Item Details section.



In Permit Item Details form, click Approve button to proceed.



Status of Permit Item Details now is changed to APPROVED.  Click Back button to proceed.



In Permit Application form, Click Approve button.



Status now changed to AMENDED.



Login as Trader. 

Go to inbox of Approved Permit Applications. 



Click at respective reference to proceed.



Status of the permit now is AMENDED.



THANK YOU


