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1. Preface

Thank you for using this user manual. In order to make you familiar
with the functions of the system in your daily work and improve the
efficiency of the system, we have prepared this user manual. Please read
this operation manual carefully before using the system.

This operation manual is mainly prepared for the functions of the
Customs Mutual Administrative Assistance System. With the future
upgrading of the system, new functions will be added. At that time, we

will inform the majority of users in other ways.



2. Platform Introduction

1) System Functional Architecture

This is the overall structure of the customs mutual administrative

assistance system, as shown in the figure below:

Customs Mutual Administrative
Assistance System

Request for GACC [ Request from GACC ] [ News ] [ Data Center ]

[ Create Request ] [ Progress Tracking ] [ Feedback Request ]

1. Request for GACC: it is mainly used for international customs
departments to create requests for assistance in investigation online
and send them to Customs of China through the system; Supporting online
tracking of request processing progress and evaluation of feedbacks.

2. Request from GACC: it is used for the foreign side to receive and view
the request of China Customs’ requests for assistance in investigation
and register the feedbacks online; Supporting viewing the China side’ s
evaluation of the feedbacks.

3. News: it is used for foreign users to browse the news released on the
system.

4. Data Center: it is used for foreign users to browse the data on the

system, and download to use it.



3.User login

Open the browser and input the url:

https://cmaa. chinaport. gov. cn/en/index. html

Enter the homepage, as shown in the figure below:
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General Administration of Customs of the People’s Republic of China

Address:No.6.Jianguomennei Avenue,Dongcheng District Beijing,China Postcode:100730

Click on the module of “Request for GACC” or “Request from GACC”,
the system will automatically judge whether the user has logged in. If
there is no login, it will enter the login interface:
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After logged in with username and password, the system functions
can be used normally.
Each function is described in detail in the following chapters.



4. Request for GACC

Function description:
It is used for the foreign customs to submit the request for assistance
in investigation online and send it to the Customs of China; Supporting

to track the processing progress and evaluate the processing results.

1) Create Request

Function: It is used for foreign side to submit the request for assistance

in investigation to the China’s side and send it to the China Customs

Operation Wizard:

Click “Request for GACC” — “Create Request” to pop up the interface
for the application of international customs investigation. The page is

shown as follows:

Customs Mutual Administrative Assistance

A Home Request for GACC v Request from GACG Data Center

Edit Online Data Import
Input is the process of inputting the requested data item by item into the system Import is the process of uploading the requested data to the system in batches through
through online filling. Complete the following three steps. Excel.Complete the following four steps:
1. Fill in the request summary information 1. Download the import template;
2_Fillin the request information and cargo information 2_Fillin the relevant data according to the requirements of the template and save it;
3. Import the attached decuments and other attachments 3. Upload the filled Excel to the system;

4. Supplement the attached documents.

General Administration of Customs of the People’s Republic of China

Address No 6 Jianguomennei Avenue, Dongcheng District Beijing,China Postcode: 100730

Edit: Click “Edit Online” to pop up the interface for the application of
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international customs investigation saved before. The page is shown as

follows:

Customs Mutual Administrative Assistance

A Home Request for GACC Request from GACC Data Center

Step One Step Two Step Three
Requesting Date : * 20220328 Requesting Country : *
Requesting Department : = 2 Authorized Signer : ©  Korea_133
Designated Email : *  mail@are Request Reference Number : *
Requesting Type : * Requesting Objective : *

Requesting Matter : = Please Selected

AGREEMENT BASIS : * m of U ing between the of the People's Republic of China and Member States of the Association of
Southeast Asian Nations on Customs Cooperation
Change AGREEMENT_BASIS

The Previous Step Next Step

(1) Fill in the summary information of the assistant investigation: the
fields marked with red asterisk are required. Fill in the Requesting Date,
Requesting Country, Requesting Department, Authorized Signer, Designated
Email, Request Reference Number, Requesting Type, Requesting Objective,
Requesting Matter, AGREEMENT BASIS.

(2) After filling in, click “Next Step”.
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Customs Mutual Administrative Assistance Korea 133

<

N Home Request for GACC Request from GACC - Data Center

©

Step One Step Two Step Three

Click the + button on the right , fill in the information.

o —

(3) Click the “+” on the right to enter the interface of the addition

of the requesting details.

B #x

Customs Mutual Administrative Assistance Korea 133

M Home Request for GACC ~ Request from GACC v Data Center

©

Step One Step Two Step Three

1-1

B0 o cn m ©

Case information  Click collapse

Company information Click collapse

Goods information

 coor Jf et

The Previous Step Next Step

(4) Fill in the specific content of the request and note that the fields
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marked with red asterisk are required. After filling in, click “Next

Step”.

B
Customs Mutual Administrative Assistance Korea_ 133

L

A Home Request for GACC Request from GACC ~ Data Center

© e
Step One Step Two Step Three
FileList
1. The attached document upload is limited to PDF and picture format, and other forms are not supported temporarily.
2, The size of a single fils is limited to 4m
Filename Size Document type State Operation
No Data

(5) Upload the attached documents. The documents that can be uploaded
include: request letter for assistance in inspection (including
signature), customs declaration form, invoice, bill of lading, packing
list, contract, financial documents, certificate of origin, detailed list
of goods costs, goods packing list, foreign statistical form (statistical
verification), etc.

(6) Corresponding documents need to be provided for different types of
requests.

(7) Click the “Save” button to save the filled request information, and
the system will automatically verify whether the filling meets the
requirements.

(8) Click the ”“Submit” button to submit the completed request

information to the China’s side.

Data Import: Click the “Data Import” link to pop up the template import

interface, as shown below:



Customs Mutual Administrative Assistance

A Home Request for GACC Request from GACC Data Center

Request Type : *

File Name : * & Choose Execl File

Upload {download the template}

(1) Click the <Download the template> link to download the template

that can be uploaded to the system.

(2) Select the appropriate template according to the data to be
reported, organize the data according to the template requirements, and

save Excel at the same time.

(3) Select the appropriate “Request Type”, select the directory of
the Excel file, and click Upload.

(4) If the sorted template content passes system verification, the
system indicates that the template has been uploaded successfully. If the
modified template does not meet system requirements, the file download

failure description Excel is displayed.
(5) Adjust the data in the template according to the prompts and upload

it again until it succeeds.

2) Progress Tracking

Function: It is used by the foreign side to follow up the progress of the
request submitted to the China’ s side, and supporting operations such as

viewing, modifying and submitting.
Operation Wizards:

Click “Request for GACC” — “progress tracking” to enter the progress
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tracking page, which is shown in the following figure:

sz
Customs Mutual Administrative Assistance Korea 133

A Home Request for GACC Request from GACC Data Center

Request Reference Number : Requesting Type : E: €, Inquiry reset

Request for GACC
No State Request Reference Num Requesting Type Requesting N Authorized Sign Operation
1 12332223 Document verificat 20220328 1 Korea_133 check
2 123321233 Dynamic check of 2022-03-28 2 Korea_133 chetk [ resut |
3 0112200 Origin verification 20220328 2 Korea_133 check
4 asean032502 Origin verification 202203-25 1 Korea_133 check
5 asean032501 Origin verification 202203-25 1 Korea_133 check
6 65675 Document verificat 2022-03-25 1 Korea_133 check
7 aseni23 Document verificat 20220325 1 Korea_133 check
3 K20220311 Document verificat 20220311 1 Korea_133 chesk
9 asean3 Enterprise verificat 20220311 1 Korea_133 check
10 ces0311 Enterprise verificat 20220311 1 Korea_133 check
waszs < ]2 s > toatcekuse v com 1 Pee ok

chit \RHHIERSSSS

Enter the search conditions, such as the Request Reference Number,
the Requesting Type, and the reporting time period, to query the concerned

assistance request data.

Select a request data, and you can view, modify, submit, or evaluate

it according to the current status of the request.

Check: Click the “Check” button to view the details of the assistance

request submitted to China’s side.

Modify: Click the “modify” button to modify the assistant query

request in draft status.

Submit: Click the “submit” button to submit the assistance request

in draft status to China s side

Evaluate: Click the “evaluate” button to evaluate the assisted query

requests with feedback status.
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5. Request from GACC

Function description:
It is used for the foreign side to receive and view the China' s side’ s
requests for assistance in investigation, and register the feedbacks

online; Supporting to view the China’ s side’ s comments on the feedbacks.

1) Feedback Request

Function: It is used for the foreign side to receive and view the China’ s
side’s request for assistance in investigation, and register the

feedbacks online; Supporting to view the China’s side’ s comments on the

feedback.

Operation Wizards:
Click “Request from GACC” — “Request Feedback” to enter the
interface of China’s side assisted investigation request list, and the

page is shown in the following figure:

Customs Mutual Administrative Assistance

L
™ Home Request for GACC Request from GACC Data Center

Request Reference Number : = @, Inquiry reset

Request from GACC

No State Requesting ..  RequestReferenceNum..  Respects people Contact via mail Requesting Ty Operation

1 Feedback 2022-03-11 china20220311 BEEnA dong@163.com Document verific check

2 [ 2022-03-07 B20220307jj EEEnA 345@qq com Origin verificat check

3 20220328 123321222 asd@aacn Origin verificati check

Enter the search conditions, such as the Request Reference Number and

the reporting time period, to query the concerned assistance request data.

Select a request data, and you can view, send feedbacks, view

evaluation according to the current status of the request.
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Check: Click the “Check” button to view the details of the assistance

request submitted from China' s side.

Feedback: Click the “feedback” button to fill in the feedbacks online

for the assistance query request with no feedback.

Evaluate: Click the “feedback” button to view the feedback submitted

by the China’ s side.
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6. News

Function description:
It is used for foreign users to browse the news released on the system.
Operation Wizards:

Click "News” to enter the homepage —> news interface, and the page

is shown in the below:

574
Customs Mutual Administrative Assistance Korea 133 v

N Home Request for GACC v Request from GACC ~ Data Center

Home > News

« China Customs Attends WCO Asia-Pacific 31st Regional Contact Point... 2021-12-28

« China Customs Attends BRICS Customs Capacity Building Strategy W... 2021-12-28

« DG ZHANG Baofeng Meets Virtually with His Italian Counterpart and ... 2021-12-28
Home page  Page Up Page Down | lastPage  Total3 /[ Total 1

You can browse relevant news according to your interest.

14



7. Data Center

Function description:

It is used for foreign users to browse the information on the system

and download it for use.
Operation Wizards:

Click “"Data Center” to enter the homepage —> Data Center interface,

and the page display is shown in the below:

B &
Customs Mutual Administrative Assistance Korea 133 v

A Home Request for GACC v Request from GACC v Data Center

Home > Data Center

« CMAA-User Guide 2021-12-28

Home page  Page Up PageDown  LastPage  Totall/Totall Ea

You can browse and download relevant materials as needed, such as

system operation manual, etc.
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