Intelligent Shipper

Customs Settings User Guide

Version 1.0

PUBLIC

© 2025 INTERSOFT Systems and Programming Ltd | All Rights Reserved

UNCONTROLLED WHEN PRINTED



Customs Settings User Guide I A I ER

1. Document Control

OWNER Haroon Shah

APPROVER Laura Price

CLASSIFICATION Public

DATE OF ISSUE 29.04.2025

VERSION 1.0

REASON FOR ISSUE/UPDATE Ready for publication

NEXT REVIEW 29.04.2026

DISTRIBUTION Ishipper users and customers

VERSION AUTHOR SUMMARY OF CHANGES DATE

V0.1 Laura Price First draft 29/12/202
V0.1 Weronica Kucharska Reviewed and added comments 30.02.2020
V0.1 Deepali Patil Reviewed and added comments 04.01.2021
V0.1 Mariana Souleiman Reviewed and added comments 04.01.2021

Updated with review feedback
V1.0 Laura Price Final version ready for publication 07.01.2021

Added the document cover page and
classified the document as per the ISO
V1.0 Haroon Shah classification requirements 29.04.2025

Document release:

This document remains the property of Intersoft Systems and Programming Limited. Release to
regulatory authorities is permitted as required. Release to other organisations or individuals may
only be authorised by company directors.

PUBLIC

© 2025 INTER Systems and Programming Ltd | All Rights Reserved Page 1 of 20

UNCONTROLLED WHEN PRINTED




Customs Settings User Guide I A I ER

Contents
LR LT == 0 Y 01T 1= 0
I B T Yol U 4o T=T o A 0 Yo Xl o 1
00T =T o | PP 2
p 2 -1 o] L= e T U Y3 3
TR 1 e Yo ¥ ot o Y 4
4. Customs Settings MainteNaNCe ......cuieiniei e e 4
5. Pre-Registration NUMDErS ..... .ot e e 4
5.1. Add Pre-Registration NUMDBEr.........oiuiiiiiiii e 5
T R B U T o] Tor= | { <l Y=Y olo ] o KR 7
5.2. Delete Pre-registration NUMbEr......c.oiiuiiiiiiiiiie e 7
5.3. Using Pre-Registration Number on Shipment Creation ...........ccccveeieeennnn.e. 8
6. VAT and EORI NUMDEIS.....uuiii et e e e e e 9
6.1. Add VAT/EORI NUMDET ...eieieii et e e eaae s 9
TR 0 T B TU T o] Tor= Y €Y (=T oo ] L 11
6.2. Delete VAT/EORI NUMDEY ...t e e e e e e eans 12
6.3. Using VAT and EORI Numbers on Shipment Creation..........ccceeuvvevveeivnnnnn.. 13
A 1= e LV =T L e B Y=o L3 13
2.1 Add Signatures and LOZOS. ... ccuuiiiuiiiieiii e et e e e e e e et e e et e e e e e e e e e aaan 14
2.2 Delete Signatures and LOZOS . ... ccuuiiuiiiiiiiiii et ee e e e s et e e e e e e ean e een 16
2.3 Using Signatures and Logos on Customs Documentation.........coccoeiiiiiiiiiiiiiiniinnen. 16
8. APPENAIX 1 = GIOSSAIY ..eteiiiiieie et e e e e e e e e e e e e e e e eaneeeas 17
9. Appendix 2 — Customs Document EXamples .......c.ueevveeiieiiiiiiiieeeeeeeeeeeee e 18

CN23 18
2.4 Proforma INVOICE .....uuiiiiiiii et e e e e e e e aae 19
2.5 Commercial INVOICE ....ciiiiiiiii et a e 20
PUBLIC
©2025 INTER Systems and Programming Ltd | All Rights Reserved Page 2 of 20

UNCONTROLLED WHEN PRINTED



Customs Settings User Guide

2. Table of Figures

Figure 1 - CUSTOMS SETLINGS SCIEEM ...uuuuuiiiiiiiiiiii et aaassaassssasesannes 4
Figure 2 - Add Pre-Registration NUMDEI SCrEEN .......ccoccuviiiiiiiieeeieee et e e aree e 5
Figure 3 - Pre-Registration TYPe 'Other ... et e e aaee e 6
Figure 4 - Pre-Registration Number added successfully ........cooiiviiiiioiiiiecceeeeee e 6
Figure 5 - Pre-Registration NUMDEIS [ISt ......cccuiiiiiiiiiecciiie e e e e et e e aaee e 7
Figure 6 - Duplicate Pre-Registration NUMbEr error MESSAZE ....cccuvvieiecuiiieeeciieee et eetee e et eiaee e 7
Figure 7 - Delete Pre-Registration NUMDET ........ccccuviiiiiiii ettt e 8
Figure 8 - Confirmation ReQUIrEd MESSAZE ......ccciicuiiieiiiiiee et e e et e e ettt e et e e e ette e e e s atee e s s raeeeeesaaaeens 8
Figure 9 - Pre-Registration Number deleted ... e e 8
Figure 10 - Add VAT/EORI NUMDEI SCIrEEN ......cccuveieree et ettt eetee e et eetae e et e eeteeeereeeaeeeenaeeeneeens 10
Figure 11 — VAT/EORI Number added SUCCESSTUIIY ....ccuviiicueeeeeie et 11
Figure 12 — VAT and EORI NUMDBEIS ISt ....ciiiiiiiiiiiiie et e e e 11
Figure 13 - Duplicate VAT/EORI NUMDEr €rTOr MESSAZE ...eevvveeveereeireeireesteesteesteeeseeveesseesseesseesssesneens 12
Figure 14 - Delete VAT/EORI NUMDE ......oiiieiectie ettt ettt e e ettt e e e eeteeeeaaeeeaeeenvaeeenreeeans 12
Figure 15 - Confirmation REQUIrEd MESSAZE .. .uuiiiiiiiieeiiiiee ettt et e e iee e s bee e e nbae e e e sabaee e e enneeas 13
Figure 16 — VAT/EORI NUMDBEE dIETEA. ......cuviiieveeirieeeeeie ettt ettt e erae e eaee e 13
Figure 17 - Signatures and LOZOS SCIEEN ....cicuiiieeeiieie e et ee e et ee e e sttt e e estae e e ssabae e e ssnsaeeesnnsaeeessnsaeeeennsneeas 14
Figure 18 - Error message displayed when invalid file uploaded.........ccccveviiiiiiiniiiiicee e, 14
Figure 19 - Logo image uploaded SUCCESSTUIY .....cuviiiieiiee e e 15
Figure 20 - Signatures and LOGOS SAVEM ......ciiiiiiiiiiiiieeee e eeciiitee e e e e e esire e e e e e e esaateeeeeaeeessnnensaeeaeeeeennnns 15
Figure 21 - Signature image and Signature Name deleted .........ccccvveeiiiiiee e 16

PUBLIC

©2025 INTER

Systems and Programming Ltd | All Rights Reserved Page 3 of 20

UNCONTROLLED WHEN PRINTED



Customs Settings User Guide I A I ER

3. Introduction

The Intelligent Shipper Customs Settings screen allows Customer Administrator users to configure
customs information for their customer account. Users can setup pre-registration numbers (importer
tax numbers) VAT and EORI numbers for use when creating dutiable shipments, and upload company
logo and signature images and set a signature name for use on customs documents.

This manual instructs Customer Administrator users to how to setup pre-registration, VAT and EORI
numbers and upload images in the Customs Settings screen.

4. Customs Settings Maintenance

To setup or maintain customs information for your customer account, login to Intelligent Shipper
then select Maintenance and Customs Settings.

The Customs Settings maintenance screen is displayed.

Dashboard / Maintenance / Customs Settings - Pre-Registration Numbers € Back

B Pre-Registration Numbers | B VAT and EORI Numbers || &) Signatures and Logos

Search... Q + Add Pre-Registration Number
0 Records
Country Country Group Type Pre-Registration Number Valid From Created Date

Figure 1 - Customs Settings screen

The screen contains the following tabs:
e Pre-registration Numbers — used to setup pre-registration numbers (importer tax numbers)
such as GST, VOEC, OSS etc.
Note: This tab is not used to setup VAT and EORI numbers.

e VAT and EORI Numbers — used to setup VAT and EORI numbers only. Any other type of tax
number must be setup in the Pre-Registration Numbers tab.

e Signatures and Logos — used to upload company logo and signature images for use on
customs documentation. If a signature image is upload, a signature name must be set to be
displayed on the customs document along with the signature image.

5. Pre-Registration Numbers
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Pre-registration Number may also be referred to as Importer Tax Number or Importer Tax ID.
Different countries and destinations have different tax schemes, such as Norway’s VOEC, Australia’s
GST and the EU’s OSS. When shipping to these destinations, your Pre-Registration Number / Tax
Number should be provided.

The Customs Settings screen allows you to setup Pre-Registration Numbers for a particular country or
country group or for all countries and groups, so that you can configure the relevant tax numbers for
the destinations you ship to. Setting Pre-Registration Numbers in this screen can be used as an
alternative to providing Pre-Registration Number on shipment creation.

Note: If Pre-Registration Number is provided on shipment creation via API or Bulk Mailing then it will
overwrite the values in the Customs Settings screen.

5.1.Add Pre-Registration Number

To add a Pre-Registration Number, select the Pre-Registration Number tab in the Customs Settings
screen and select ‘Add Pre-Registration Number’.

B Pre-Registration Numbers | B VAT and EORI Numbers | [a] Signatures and Logos

Add Pre-Registration Number

Country [ All ¥ ]

_OR-
Country Group [ All - ]
Type * [ Select Registration Type ¥ ]

Pre-Registration * [ ]
Number

Valid From *

23/12/2020 ]

Add Pre-Registration Number

Figure 2 - Add Pre-Registration Number screen

In the Add Pre-Registration Number screen:

1. The Country field contains a list of countries setup in the Countries maintenance screen by
your System Administrator and the option ‘All’. ‘All’ will be selected by default. If the Pre-
Registration Number relates to a specific country (e.g. a GST number for Australia) then
select that country from the list. If the Pre-Registration Number does not relate to a
particular country, do not change the country from the default value of ‘All’.

2. The Country Group field contains a list of the country groups available in the system
(European Union and Rest of World) plus the value ‘All’. ‘All" will be selected by default. If the
Pre-Registration Number relates to a specific country group (e.g. an EU OSS number) then
select that country group from the list. If the Pre-Registration Number relates to a specific
country, or is a generic number used worldwide, then do not change the country group from
the default value of ‘All’.
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IXTER

3.

Note: Either a country or country group can be selected, but not both. If either the Country
or Country Group field are changed from the default value of ‘All’, the other field will update
to display ‘N/A’. If a country is selected, the country group will be populated automatically
based on the group that country has been assigned to in the Countries maintenance screen

by your System Admin.

In the Type field, select one of the following options from the list:
e 0SS
o GST

e Other, please specify — if this option is selected, a text field will be displayed for you

to enter the Pre-Registration Type.

Note: VAT and EORI numbers cannot be set in this tab. If you enter VAT or EORI in

the text field, an error message will be displayed.

Type * [ Other, please specify

[ VOEC
Pre-Registration * [
Number
valid From * | 23/12/2020

Add Pre-Registration Number

Figure 3 - Pre-Registration Type 'Other’

In the Pre-Registration Number field, enter your Pre-Registration Number (Tax ID) for the

country/country group and Type you have selected.

The Valid From field sets the date from which the Pre-Registration Number will be used
when creating shipments. It defaults to the current date and can be changed to a future date

(past dates cannot be selected).

Once all fields have been entered, select ‘Add Pre-Registration Number’.

The Add Pre-Registration Number screen will close, the number that was added will be
displayed in the Pre-Registration Numbers list and a confirmation message will be displayed

on screen.

B Pre-Registration Numbers | B VAT and EORI Numbers || Eal Signatures and Logos

1 Record
. . . The Pre-Registration Number has
Country Country Group Type Pre-Registration Number Valid From Created [ « been added successfully
NO - Norway Rest of World VOEC VOEC1234567 23 Dec 2020 23 Dec 2020 15:45 Dy [aura Price ]
;
Figure 4 - Pre-Registration Number added successfully
©2025 INTER Systems and Programming Ltd | All Rights Reserved Page 6 of 20
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8. Repeat steps 1-7 to add other Pre-Registration Numbers as required

9. Once saved, all numbers will be listed in the Pre-Registration Numbers screen

B Pre-Registration Numbers | B VAT and EORI Numbers || [l Signatures and Logos

[ Search.. Q + Add Pre-Registration Number

3 Records 1

Country Country Group Type Pre-Registration Number Valid From Created Date
All European Union 0ss 055444444444 23 Dec 2020 23 Dec 2020 15:54 by Laura Price 0]
AU - Australia Rest of World GST GST99998888 04 Jan 2021 23 Dec 2020 15:54 by Laura Price W
NO - Norway Rest of World VOEC VOEC1234567 23 Dec 2020 23 Dec 2020 15:45 by Laura Price (0]

Figure 5 - Pre-Registration Numbers list

5.1.1. Duplicate Records

It is not possible to create multiple Pre-Registration Numbers per country or country group, including
for all countries and all country groups.

If you attempt to create a Pre-Registration for a country or country group that already has a record
setup, when you select to add the Pre-Registration Number an error message will be displayed as in
the screen shot below and the Pre-Registration Number will not be saved.

Bi Pre-Registration Numbers | B VAT and EORI Numbers | Ea) Signatures and Logos

Add Pre-Registration Number

Cannot insert a duplicate record.

Country [ NO - Norway ~ l

-OR-

Country Group [ All v l

Figure 6 - Duplicate Pre-Registration Number error message

5.2.Delete Pre-registration Number

To delete a Pre-Registration Number:
1. Select the delete icon for that number in the Pre-Registration Numbers list

PUBLIC

©2025 INTER Systems and Programming Ltd | All Rights Reserved Page 7 of 20

B BRI AI" ™M I Fr<s Y247 1Al MR I T rny




Customs Settings User Guide I Y I ERSOI I

B Pre-Registration Numbers | By VAT and EORI Numbers || () Signatures and Logos

Search... Q + Add Pre-Registration Number

3 Records 1
Country Country Group Type Pre-Registration Number Valid From Created Date
All European Union 0ss 055444444444 23 Dec 2020 23 Dec 2020 16:17 by Laura Price
AU - Australia Rest of World GST GST99998888 23 Dec 2020 23 Dec 2020 16:17 by Laura Price T
NO - Norway Rest of World VOEC VOEC1234567 23 Dec 2020 23 Dec 2020 16:16 by Laura Price Ty

Figure 7 - Delete Pre-Registration Number

2. A Confirmation Required message will be displayed.

Confirmation Required

Are you sure you want to delete this setting?

Figure 8 - Confirmation Required message

3. To delete the Pre-Registration Number, select the Delete button on the Confirmation
Required message.

4. The Pre-Registration number will be deleted. The number will be removed from the Pre-
Registration Numbers list and a confirmation message will be displayed.

B Pre-Registration Numbers | B VAT and EORI Numbers

[za) Signatures and Logos

Search.. Q + Add Pre-Registration Number

2 Records

. . The Pre-Registration Number has
Country Country Group Type Pre-Registration Number Valid From Created J been deleted successfully

All European Union 0ss 055444444444 23 Dec 2020 23 Dec 2020 16:17 by Laura Price )

NO - Norway Rest of World VOEC VOEC1234567 23 Dec 2020 23 Dec 2020 16:16 by Laura Price T

Figure 9 - Pre-Registration Number deleted

Note: A Pre-Registration Number cannot be edited. If any of the Pre-Registration Number details
need updating it must be deleted and re-created.

5.3.Using Pre-Registration Number on Shipment Creation
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When a dutiable shipment is created, if a Pre-Registration Number is not provided on shipment
creation in either the APl Request or Bulk Mailing file then Intelligent Shipper will look in the Customs
Settings screen to find a Pre-Registration Number for the shipment destination. For shipments
created via the Booking Wizard, the Customs Settings screen will always be used to find a Pre-
Registration Number.

The system will carry out the following checks to search for a matching Pre-Registration Number in
the Customs Settings screen:
e First, check if a Pre-Registration Number exists for the shipment destination country. If a
matching record is found, that will be used.

e |f a matching record is not found for the destination country, check if a matching record
exists for the shipment destination country group (the country group that has been assigned
to the shipment destination country in the Countries screen). If a matching record is found,
that will be used.

e If a matching record is not found for the destination country group, check if a record exists
for all countries and all country groups. If a record is found, that will be used.

If a Pre-Registration Number is found, this will be sent to the carrier and printed on any CN23
documents generated for the shipment.

6. VAT and EORI Numbers

Depending on the destinations you are shipping to, a VAT and/or EORI number may be needed.

The Customs Settings screen allows you to setup VAT and EORI Numbers for a particular country or
country group or for all countries and groups, so that you can configure the numbers for the
destinations you ship to. Setting VAT and EORI Numbers in this screen can be used as an alternative
to providing the numbers on shipment creation.

Note: If VAT or EORI Number is provided on shipment creation (via API, Bulk Mailing or Booking
Wizard) it will overwrite the values in the Customs Settings screen.

6.1. Add VAT/EORI Number

To add a VAT/EORI Number, select the VAT and EORI Numbers tab in the Customs Settings screen
and select ‘Add VAT/EORI Number’.

PUBLIC
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B Pre-Registration Numbers | B VAT and EORI Numbers | G Signatures and Logos

Add VAT/EORI Number

Country [ All ~ }

-OR-
Country Group [ All ~ }
Type * [ Select Registration Type v ]

EORI/VAT Number * [ ]

valid From * [ 23/12/2020 }

Add VAT/EORI Number

Figure 10 - Add VAT/EORI Number screen

In the Add VAT/EORI Number screen:

1.

The Country field contains a list of countries setup in the Countries maintenance screen by
your System Administrator and the option ‘All’. ‘All’ will be selected by default. If the
VAT/EORI Number relates to a specific country then select that country from the list. If the
VAT/EORI Number does not relate to a specific country, do not change the country from the
default value of ‘All’.

The Country Group field contains a list of the country groups available in the system
(European Union and Rest of World) plus the value ‘All’. ‘All" will be selected by default. If the
VAT/EORI Number relates to a specific country group (e.g. the European Union only) then
select that country group from the list. If the VAT/EORI Number relates to a specific country,
or is a generic number used worldwide, then do not change the country group from the
default value of ‘All’.

Note: Either a country or country group can be selected, but not both. If either the Country
or Country Group field are changed from the default value of ‘All’, the other field will update
to display ‘N/A’. If a country is selected, the country group will be populated automatically
based on the group that country has been assigned to in the Countries maintenance screen
by your System Admin.

In the Type field, select one of the following options from the list:
o VAT
e EORI

In the EORI/VAT Number field, enter your VAT or EORI Number for the country/country
group you have selected.

The Valid From field sets the date from which the VAT/EORI Number will be used when
creating shipments. It defaults to the current date and can be changed to a future date (past
dates cannot be selected).

Once all fields have been entered, select ‘Add VAT/EORI Number’.

The Add VAT/EORI Number screen will close, the number that was added will be displayed in
the VAT and EORI Numbers list and a confirmation message will be displayed on screen.

PUBLIC
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B Pre-Registration Numbers | Bj VAT and EORI Numbers | Gl Signatures and Logos

Search... Q + Add VAT/EORI Number

1 Record

. The VAT/EORI Number has been
Country Country Group Type VAT/EORI Number Valid From Created Dat J ided successfully
All European Union EORI EORI123123 01 Jan 2021 23 Dec 2020 16:44 Dy Laura Price (]

Figure 11 — VAT/EORI Number added successfully

8. Repeat steps 1-7 to add other VAT and EORI Numbers as required.

9. Once saved, all numbers will be listed in the VAT and EORI Numbers screen.

B Pre-Registration Numbers | B VAT and EORI Numbers || Eal Signatures and Logos

3 Records 1
Country Country Group Type VAT/EORI Number Valid From Created Date
All All EORI VAT5555555 23 Dec 2020 23 Dec 2020 16:46 by Laura Price Ty
All European Union EORI EORI123123 01 Jan 2021 23 Dec 2020 16:44 by Laura Price W
GB - United Kingdom Rest of World VAT X0123123 23 Dec 2020 23 Dec 2020 16:47 by Laura Price w

Figure 12 — VAT and EORI Numbers list

6.1.1. Duplicate Records

It is not possible to create multiple VAT or EORI numbers per country or country group, including for
all countries and all country groups.

Note: You can create both a VAT and an EORI number to the same destination (e.g. a VAT number for
the EU country group and an EORI number for the EU country group) but not two numbers of the
same type for the same destination (e.g. two EORI numbers for the EU country group).

If you attempt to create a VAT or EORI number for a country or country group that already has a
number of the same type setup, when you select to add the VAT/EORI Number an error message will
be displayed as in the screen shot below and the VAT/EORI number will not be saved.
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B Pre-Registration Numbers | B VAT and EORI Numbers | Ea) Signatures and Logos

Add VAT/EORI Number

Cannot insert a duplicate record.

Country [ GB - United Kingdom ~ ]

-OR-
Country Group { All v }
Type * [ VAT ~ }
EORI/VAT Number * | VAT9876543 ]
valid From * | 23/12/2020 ]

Add VAT/EORI Number

Figure 13 - Duplicate VAT/EORI Number error message

6.2.Delete VAT/EORI Number

To delete a VAT/EORI Number:
5. Select the delete icon for that number in the VAT and EORI Numbers list

B Pre-Registration Numbers | B VAT and EORI Numbers | Eal Signatures and Logos

Search... Q + Add VAT/EORI Number

4 Records 1
Country Country Group Type VAT/EORI Number Valid From Created Date
All All VAT VAT9999999 23 Dec 2020 23 Dec 2020 16:52 by Laura Price T
All European Union EORI EORI123123 01]Jan 2021 23 Dec 2020 16:44 by Laura Price o
All European Union VAT VAT7777777 23 Dec 2020 23 Dec 2020 16:48 by Laura Price T
GB - United Kingdom Rest of World VAT X0123123 23 Dec 2020 23 Dec 2020 16:47 by Laura Price

Figure 14 - Delete VAT/EORI Number

6. A Confirmation Required message will be displayed.

Confirmation Required
Are you sure you want to delete this VAT/EORI Number?

Cancel
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Figure 15 - Confirmation Required message

7. To delete the VAT/EORI Number, select the Delete button on the Confirmation Required
message.

8. The VAT/EORI number will be deleted. The number will be removed from the VAT and EORI
Numbers list and a confirmation message will be displayed.

B Pre-Registration Numbers | B VAT and EORI Numbers | Ga) Signatures and Logos

Search.. Q + Add VAT/EOR| Number
3 Records
- The VAT/EORI Number has been
Country Country Group Type VAT/EORI Number Valid From Created Dat; J deleted successfully
All All VAT VATS999999 23 Dec 2020 23 Dec 2020 16:52 by Laura Price |
All European Union EORI EORI123123 01Jan 2021 23 Dec 2020 16:44 by Laura Price T
All European Union VAT VAT7777777 23 Dec 2020 23 Dec 2020 16:48 by Laura Price W

Figure 16 — VAT/EORI Number deleted

Note: A VAT/EORI Number cannot be edited. If any of the details need updating it must be deleted
and re-created.

6.3.Using VAT and EORI Numbers on Shipment Creation

When a dutiable shipment is created, if either VAT or EORI Number is not provided on shipment
creation in the APl Request or Bulk Mailing file (and Booking Wizard for EORI number only) then
Intelligent Shipper will look in the Customs Settings screen to find a number of that type for the
shipment destination. For shipments created via the Booking Wizard, the Customs Settings screen
will always be used to find a VAT Number.

The system will carry out the following checks to search for a matching VAT/EORI Number in the

Customs Settings screen:
e First, check if a VAT/EORI Number exists for the shipment destination country. If a matching
record is found, that will be used.

e If a matching record is not found for the destination country, check if a matching record
exists for the shipment destination country group (the country group that has been assigned
to the shipment destination country in the Countries screen). If a matching record is found,
that will be used.

e If a matching record is not found for the destination country group, check if a record exists
for all countries and all country groups. If a record is found, that will be used.

Note: The above checks will be done separately for both VAT and EORI numbers.

If a VAT/EORI Number is found, this will be sent to the carrier and printed on any customs documents
generated for the shipment.

7. Signatures and Logos
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The Customs Settings screen allows you to upload a company logo and signature image for use on
customs documentation, set a signature name to be displayed on the customs document along with
the signature image.

To set signatures and logos, select the ‘Signature and Logos’ tab in the Customs Settings screen.

B Pre-Registration Numbers | B§VAT and EQRI Numbers | Eal Signatures and Logos

By uploading your signature / logo, you are confirming that you are wanting this signature to be used on any CN23, Commercial
Imvoice and Proforma Invoice produced by this system.

Logo to include on Commercial Invoice f Proforma | Browse... | | Clear |
The file format should be JPEG. JPG or PNG.
Signature to include on Commercial Invoice f Proforma and | Browse... | ] | Clear |

CN23
The file format should be JPEG. JPG or PNG.

Signature Name I ]

Required if a signature iz uploaded.

Figure 17 - Signatures and Logos screen

2.1Add Signatures and Logos

To add signatures and logos:
1. Inthe Logo field select the ‘Browse’ button and select the image you want to upload.

Note: The image selected must be either JPEG, JPG and PNG and the file size must not
exceed 100KB.

2. If the selected image does not meet these criteria an error message will be displayed.

B Pre-Registration Numbers | B VAT and EORI Numbers || B4l Signatures and Logos

By uploading your signature / logo, you are confirming that you are wanting this signature to be used
on any CN23, Commercial Invoice and Proforma Invoice produced by this system.

Logo to include on Commercial Invoice / [ Browse... | } I Clear I
Proforma

Please upload an image less than 100 KB in size
The file format should be JPEG, JPG or PNG.

Signature to include on Commercial Invoice / l Browse... } I Clear I
Proforma and CN23
The file format should be JPEG, JPG or PNG.
Signature Name [ }

Required if a signature is uploaded.

Figure 18 - Error message displayed when invalid file uploaded
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3. When a valid image file is selected, the file name of the image will be displayed in the Logo
field and a preview of the image will be displayed next to the field.

Bi Pre-Registration Numbers | B VAT and EORI Numbers | [z Signatures and Logos

By uploading your signature / logo, you are confirming that you are wanting this signature to be used
on any CN23, Commercial Invoice and Proforma Invoice produced by this system.

INTER

The file format should be JPEG, JPG or PNG.

Logo to include on Commercial Invoice /
Proforma

Browse... | Intersoft_Logo.pn

e

Signature to include on Commercial Invoice / I Browse...
Proforma and CN23

The file format should be JPEG, JPG or PNG.

Signature Name [ }

Required if a signature is uploaded.

Figure 19 - Logo image uploaded successfully

4. Inthe Signature field select the ‘Browse’ button and select the image you want to upload.

Note: The image selected must be either JPEG, JPG and PNG and the file size must not
exceed 100KB. If the selected image does not meet these criteria an error message will be
displayed.

5. When a valid image file is selected, the file name of the image will be displayed in the
Signature field and a preview of the image will be displayed next to the field.

6. Inthe Signature Name field, enter the name that will be displayed on customs documents
along with the signature image.

Note: If a Signature image has been uploaded then a Signature Name must be entered, else
an error message will be displayed when you try to save.

7. Once all images have been uploaded and signature name has been entered, select ‘Update’.
The values will be saved successfully, and a confirmation message will be displayed.

B Pre-Registration Numbers | B VAT and EORI Numbers || Ea) Signatures and Logos

By uploading your signature / logo, you are confirming that you are wanting this signature to be used

on any CN23, Commercial Invoice and Proforma Invoice produced by this system. The customs i have been

Logo to include on Commercial Invoice / I WER updated successfully
Proforma k

The file format should be JPEG, JPG or PNG.

Signature to include on Commercial Invoice /
Proforma and CN23

i Browse...

The file format should be JPEG, JPG or PNG.

Signature Name [ Test Signature ]

Required if a signature is uploaded

Figure 20 - Signatures and Logos saved
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2.2Delete Signatures and Logos

To delete the Logo or Signature image, select the ‘Clear’ button next to that image. The image will be
removed and a confirmation message will be displayed.

To delete the signature name, delete the text in the Signature Name field and select ‘Update’. Note:
It will only be possible to delete the Signature Name if the Signature image has been deleted.

By uploading your signature / logo, you are confirming that you are wanting this signature to be used

on any CN23, Commercial Invoice and Proforma Invoice produced by this system. The customs i b

I HE R updated successfully

The file format should be JPEG, JPG or PNG.

Logo to include on Commercial Invoice /
Proforma

Browse...

Signature to include on Commercial Invoice / [ Browse... ] i Clear ]

Proforma and CN23

The file format should be JPEG, JPG or PNG.

Signature Name [ ]

Required if a signature is uploaded

Figure 21 - Signature image and Signature Name deleted

2.3Using Signatures and Logos on Customs Documentation

Once Signatures and Logos have been set, these will be used on customs documents (CN23,
Proforma Invoice and Commercial Invoice) generated for your customer account.

The signature image and signature name will be used on CN23, Proforma Invoice and Commercial
Invoice customs documents. The logo image will be used on Proforma Invoice and Commercial
Invoices only.

For CN23 documents included in with the label image or any type of customs document downloaded
from the View Shipment screen, the values set in the Customs Settings screen will always be used.

For Proforma Invoice and Commercial Invoice documents generated via the printDocument API, if
signature image or signature name is provided in the APl request, then the value sent in the API
request will be used. If signature image or signature name are not provided in the APl request and
exist in the Customs Settings screen, then the value set in the Customs Settings screen will be used.

Company Logo cannot be provided in the printDocument API. A Company Stamp Image can be sent
in the printDocumentRequest; this is different to the company logo and if provided will be displayed
on the footer of the Proforma Invoice or Commercial Invoice.

For CN23 documents generated via the printDocument API, if signature image is sent in the API
request then this will override any signature image set in the Customs Settings screen. Signature
name on the CN23 will always be taken from the Customs Settings screen.

See Appendix 2 for example customs documents with logos and signatures included. See the
document “Intelligent Shipper API - Multipiece Shipment Bookings” for more information on the
printDocument API.
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8. Appendix 1 - Glossary

A Value Added Tax identification number is an identifier used in many countries,

VAT N
umber including the EU, for value added tax purpose.

Economic Operators Registration and Identification number. A European Union
EORI Number registration and identification number for businesses which undertake the import
or export of goods into or out of the EU.

Also referred to as Importer Tax Number or Importer Tax ID. Different countries
and destinations have different tax schemes, such as Norway’s VOEC, Australia’s
GST and the EU’s OSS. When shipping to these destinations, Pre-Registration
Number / Tax Number should be provided.

Pre-Registration
Number

A shipment that is subject to customs duties and taxes. Any international
Dutiable Shipment shipment with a commercial value (shipment type NDX) that is not going from an
EU country to an EU country is a dutiable shipment.
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9. Appendix 2 — Customs Document Examples

CN23
EK999380258GB 2
RO lmlﬂﬂm
Inbersoft Test Account E 82| =
E|lQ
Blays House
Wick Road z | B|=
Bgham TW2D 0HJ E H E
Unilied Kingdom BRI E=
|8 %
o Laura Price
1 The Sirest E
new =
NY 30120
Unilied States of America E
Contact Tel: 784777170 E
o
=
May ba opsmed offiodally <
Cusioms dosuments o be valldated Sor saport: Yes.
Eender's inctruotione In oace of
| FeETLRN To SENDER |
Category of BsmeE.  Teui
Gommercial B only
Carncripiian: of costert Oty | Wt g Vidoa | HE Tarif Mo | Counry of enutecies
iphzna X 1 =000 Gl
Prostiage Fas Tobml Grous ‘isight CUHIT bgen
Licersa ) Totml ‘aivm 50000 GO
Carticain R
=
CPCa b Cmwof || cariy T T parcin ghen n Bl Caora cacanin
Szamng S CTRT A i e cea el s ey AngEeeUn ek
pratibined By BEEton o Ty pOEE G DS MU icnE.
[ ———— reln )
o I e -
FuTAD h-—-r-r{-
PUBLIC
©2025 INTER Systems and Programming Ltd | All Rights Reserved Page 18 of 20

B BRI AI" ™M I Fr<s Y247 1Al MR I T rny



Customs Settings User Guide I A I ER

2.4Proforma Invoice

ITER
Proforma Invoice

Shipper : Recipient :

testingcustomer Receiver name

Intersoft Test Account Receiver company

Blays House 1 The Street

Wick Road Mew York

Egham NY

Surrey 50120

TW20 oHl United States of America

United Kingdom

Phone : OTETT445696 Phone : 01234567830

Emmail : t=stingustorrerifintersoft. co.uk Emnail :

Description Countrf of  HE Code Unit Net Unit Value  Guantitf Sub-Total
origin Weight KG  GBP GEP

iPhone X Al 0200 0000 2 1000.00
Totals 0.400 1.000.00

Invoice Mumber : CID01 234567

Wfbill Number : EKD99331467GE Terms Of Trade : DOU {Defiverf Dutf Unpaid)
Total Pieces : 1 Hazardous : NO
Total Weight - 0.400 KG{=} Reason For Export : Sale of goods:

Ve deciare that the information of this invoice is true and comect o the best of myrour knowledge
and that the contents of this shipment are as stated above.

For and on behalf of : Intersoft Test Account VAT Number : VAT-7B7 5545664562 1621
Marme : Sigreshune Name EORI Mumber : EDRINZ345

Darte : 17 December 2020

Signature - .(d--’_' i ‘,af:__
=

1of1
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2.5Commercial Invoice

ITTER
Commercial Invoice

Shipper : Recipient :

testingcustomer Receiver name

Intersoft Test Account Receiver company

Blays House 1 The Sirest

Wick Road New York

Egham NY

Surrey 50120

TW20 0Hl United States of America

United Kingdom

Phaone ; 07577445696 Phone : 01234567690

Email : testingrustoreri@int=rsoft.co.uk Email =

Descripion Countrf of  HS Code Unit Net Unit Value  Cuantf Sub-Total
origin Weight KG  GEP GEP

iPhone X AL 0200 BO0.00 2 1000.00
Tosals: 0.400 1.0040.00

Invoice Mumber : CI001 2345667

Warfbill Number : EKI99331467GE8 Termms OF Trade : DOU {Defiverf Dutf Unpaid)
Total Pieces : 1 Hazardous - NO
Total Weight = 0.400 KG{=} Reason For Export : Sale of goods

W declare that the information of this invoice & true and cormect o the best of mybur knowledge
and that the contents of this shipment are as stated above.

For and on behalf of : Intersoft Test Account VAT Number : VAT-7ETB546545621621
MName ; Signahee Name EDQRI Mumber : EDRIZ345

Darte - 17 December 2020

Signature: ey
(_.r’_,;:w%{ G
&

1of1
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