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CARGO AMEND 

 

To make changes to a manifest, the user must navigate through the Document Library by 

following the path below as shown in Figure 1. 

 

ASYCUDA → Cargo Manifest → Manifest Data Capture → Manual Capture → Cargo 

Amend (Right Click – New)    

 

 

 

 

 

 

 

  

  

 

 

 

 

 

 
 

Figure 1. Document Library  
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The Cargo Amend - New page will open showing the various amendment options as 

shown in Figure 2. 

 

The user MUST populate the Customs Office, Manifest Registration and Shipping Agent 

fields before selecting the Type of Amendment(s). 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 2. Cargo Amend - New  
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When an Amendment Type is selected, the tab will appear at the bottom of the page as 

shown in Figure 3.  

 

The user MUST insert a reason for the amendment and attach all relevant documents before 

opening the tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

  

  

 

 

 

 

 

 

 

Figure 3. Request Tab   
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Amend Manifest 

 

Step 1: 

In the Amend Manifest Tab, select the required Option as shown in Figure 4. 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Figure 4. Amend Manifest Tab 

 

Step 2: 

Insert the change in the New Value field then click the Add icon             . The requested 

change will appear in the line below as shown in Figure 5. 

 

 
 

 

 

 

  

 

 

 

 

 

Figure 5. Change Request 
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Step 3: 

If the change requested is still incorrect, the user can right click on the incorrect line then 

select Delete as shown in Figure 6.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Figure 6. Change Deleted 

 

 

Repeat Steps 1-3 for the following Type of Amendment(s): 

i. Amend waybill(s) 

ii. Amend container(s) 

iii. Amend Vehicle(s) 
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Add Waybill(s) to a Registered Manifest 

 

To Add Waybill(s) to a registered Manifest, the user must select the option from the Type 

of Amendment(s) listed for the tab to appear at the bottom of the page as shown in Figure 

7. 

 

The user MUST insert a reason for the amendment and attach all relevant documents before 

opening the tab. 
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Figure 7. Request Tab 

 

In the Add Bol Tab the Office Code, Voyage Number and Date of Departure fields will be 

populated. The user must insert the BL reference then click the Add icon           . The 

requested change will appear in the line below as shown in Figure 8. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Figure 8. Change Request 

 

 

Right click on the Waybill information line and select           Add Bol to Reg. Manifest as 

shown in Figure 9.  If there is an error, the user has the option to delete the incorrect line. 
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Figure 9. Add Bol to Reg. Manifest 

 

A Waybill – Amendment – Add BL to reg. manifest page will open as shown in Figure 10. 

The user will insert all relevant information before selecting the Verify and Save icon  . 

 

 
 

Figure 10. Waybill – Amendment 
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Other Amend 
 

To make other amendments, the user MUST select the option from the Type of 

Amendment(s) listed, insert a reason for the amendment and attach all relevant documents as 

shown in Figure 11. For example, the user can add another container and/or vehicle to a 

Waybill.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 11. Request Tab: Other Amend 
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After all amendments have been completed, the user has the option to Verify            , Store     

or Submit            the request as shown in Figure 12.  

 

 

 
 

Figure 12. Verify, Store or Submit 

 

 

 

Once successful, a Transaction Completed box will open stating ‘Submit Application is 

Done!’ as shown in Figure 13. It will also state the ‘Application ID’ and ‘Date the 

Application was submitted.’ Click to the Blue Tick           to close. 

 

 

Figure 13. Transaction Completed 


