How do | submit a new lodgement?

This quick reference guide demonstrates how to submit a new lodgement in the Cargo Online Lodgement System. The
new lodgement will include the document/s required to accompany your consignment, for assessment by the
department. The Submit a New Lodgement process allows you to create a request for assessment of your import

documentation.

1. New lodgement

1.1 Home Page
Go to the Cargo Online Lodgement System home page.
Select Submit a New Lodgement.

Australian Government Cargo Online Lodgement System
Department of Agriculture,

Waler and the Environment

New Lodgement Add Documents Reassessment Direction Reissue Enquiry Payment Status
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Submit a New Lodgement Add Documents Request a Reassessment Request a Direction Reissue
Make an Enquiry Check Payment Status Check Lodgement Status

Lodgement Reference No. n

Information in the svstem contains orotected information under the Act and offences mav aoolv for usina. recording and disdosina protected information other than in accordan ce with the Act.

1.2 FID/Entry number
Enter you Full Import Declaration (FID)/ Entry number details along with you Broker/ Importer Branch ID.

Select ‘Ret[ieve Details |

NOTE: ¥ denotes a mandatory field. When you select IMSUSIMEEEIS the consignment details are automatically
retrieved from AIMS and only additional information is required to be entered by you.
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TIP: If you already have documents lodged against this entry number and would like to add further
documents to an existing lodgement, select Add Documents from the Home page. For further information, please
refer to the Task Card: How do I add additional documents to my lodgement?

1.3 Entry

Here, you can provide the assessing officer with additional information that may help with the assessment.
Information you may add includes:

= BICON link: This is the URL reference for the BICON import case, relevant to your consignment.

= Import permit number: If your consignment requires an import permit, record the number in this field.

= Delivery and Unpack Location: This is the final destination for the consignment. If it is a rural destination
you will be required to provide the Unpack Location details for the consignment.

= Approved Arrangement Site Location: This is the site approved by the department, where the goods will
be moved to. If you wish to add your Approved Arrangement (AA) site, enter your AA number and select

E. The system will automatically validate the entered number and will populate the name and
address of the site, if validated.

= Direction Request: To request a direction to be applied to your entry, select under Actions then
select your request from the drop down menu.

Note: If you select a direction request other than Release on documents, you will be required to enter an AA number.
Enter “Not Applicable” or “NA” in this field, if it is not applicable for the requested direction.

Select .

1.4 Contact details
Enter the contact details for the Responsible Party.

NOTE: The department may contact you using the phone number provided here, in the instance the
assessment does not align with your expected outcome.

If you are using the Responsible Party details for future lodgements, select and the information will
be saved to your browser, to load again when making future lodgements.
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If a third party requires assessment status notification, select the Third Party Notification check box and complete
the email field.

Select .

1.5 Documentation

Select under Actions to add documents to your lodgement.
These are the required documents, as mandated by the import conditions in BICON.

This action will open a new window.

1.5.1 Add files

Select Browse to locate your file to upload.

Alternatively, select a number of files and drag and drop them into
the file box at the top of the window.

Select to upload your document(s).

NOTE: Documents may not exceed 10.0MB in total.
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Select the required Document Type field(s) from the drop down menu.

1.5.2 Additional comments

Add any additional information that may help the department in assessing the documentation in the Additional
Comments field. E.g. If you have multiple import permit numbers relating to the lodgement, add them in the
Additional Comments field.

1.6 Declaration
Select the General Declaration check box to declare that the information provided in this form is true and correct.

Read the Privacy statement.

Select .

1.7 Account clients

If you are an account client with the department and have credit in your AIMS account or you have pre-paid against
you entry through the Integrated Cargo System (ICS), you will not see the payment screen. Your account will be
charged and you will be taken straight to the Submitted screen.

1.7.1 Submitted

Once your payment has been processed, you will receive confirmation that your lodgement has been submitted.
Record your Lodgement Reference Number(LRN) for future reference.

TIP: This is your unique number that can be used to identify your consignment when using other parts of the Cargo
Online Lodgement System.
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If you would like to complete a new lodgement, select New Lodgement . If you are finished, select m

NOTE: You will receive an email confirmation from DoNotReply@agriculture.gov.au. This should be kept as a receipt
of your lodgement.

Your documents are now with the department for assessment.

1.7.2 Account clients with insufficient credit

NOTE: If you are an account client with the department and you do not have enough credit in your AIMS account,,
you will be taken to the payment screen.

1.7.3 Payment arrangement

Select , enter your Account Number, then select ,

1.7.4 Payment details
You will need to pay for your assessment with your credit card.
Enter the Card Holder Name, Card Number, Expiry Date and Security Code details.
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Select .

Once you have received your Payment Confirmation, including your Payment Reference Number, select .

NOTE: You must select to finalise this transaction.
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Once your payment has been processed, you will receive confirmation that your lodgement has been submitted.
Refer to section 1.8.1 on this Task Card for more details.

1.8 Non-account clients

1.8.1 Payment arrangement

: N  Continue to Payment |
If you are a non-account client, select then select RESlSESRE LSS

1.8.2 Payment details
You will need to pay for your assessment with your credit card.
Enter the Card Holder Name, Card Number, Expiry Date and Security Code details.

Select .

Once you have received your Payment Confirmation, including your Payment Reference Number, select .

NOTE: You must select to finalise this transaction.
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1.8.3 Submitted

Once your payment has been processed, you will receive confirmation that your lodgement has been submitted.
Record your Lodgement Reference Number (LRN) for future reference.

TIP: This is your unique number that can be used to identify your consignment when using other parts of the Cargo
Online Lodgement System.

If you would like to complete a new lodgement, select New Lodgement . If you are finished, select m

NOTE: You will receive an email confirmation from DoNotReply@agriculture.gov.au. This should be kept as a receipt
of your lodgement.

Your documents are now with the department for assessment.
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