
 

INTERNAL USE ONLY 

BCS CLASSIFICATION :  *SM_Policy* 

 

FILE NUMBER : 2008/023002   

 

 
 
 

INSTRUCTIONS AND GUIDELINES  
 
 
 
 
 
 
 
 
 
 
 
 

 

ICS Hard Copy Prints – Post Implementation 
(July 2008) 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Last Update: 02 Aug 2008



 

INTERNAL USE ONLY 

BCS CLASSIFICATION : *SM_Policy* 

 

FILE NUMBER : 2008/023002   

 

2 

 
 

THIS INSTRUCTION AND GUIDELINE REFERS TO: 
PRACTICE STATEMENT NO:  PS2008/xxxxx  – Cargo Clearance Imports 
PUBLISHED DATE : 28 AUGUST 2008 
AVAILABILITY : Internal and External 
 

SUBJECT: ICS Hard Copy Prints – Post Implementation 

PURPOSE: To provide Customs Information & Support Centre (CI&SC) and 
Cargo Management Cell (CMC) staff with guidelines when a client 
requests for a status in the Integrated Cargo System (ICS) due to the 
delivery point not having the appropriate status.   

OWNER:   Director CI&SC 
CATEGORY :  Operational procedures 
CONTACT :  CARGO MANAGEMENT CELL (CMC) – 1300 558 099 
 

SUMMARY OF MAIN POINTS 
 
This Instruction and Guidelines is owned by PS2008/      - Cargo Clearance Imports. This 
Instruction and Guideline outlines: 
 
- The procedures for a consistent process to be followed by CI&SC and CMC when a client 
requests for a status in the Integrated Cargo System (ICS) due to the delivery point not having 
the appropriate status. 
 
 
SCOPE  
 
This Instructions & Guidelines (I&G) is developed to provide CI&SC Cargo Management 
Cell (CMC) staff with the procedures when a client requests for an ICS status via email to the 
Cargo Management Cell mailbox due to the delivery point not having the correct status. 
 
CMC will provide this service between 0600 and 2100 seven days a week.   
 
This I&G also provides CI&SC with guidelines when a phone call is received from clients 
requesting for an ICS status due to the delivery point not having the correct status. 
 

BACKGROUND  
 
The purpose for this Delivery Point Release Request process is to facilitate the legitimate 
release or to allow movement of cargo from release premises or delivery points where there 
has been a failure of or a delay in client’s primary systems.  This failure or delay may inhibit 
the delivery point in confirming the ICS status of cargo thus enabling the timely release of 
cargo.  
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Customs believes that the majority of delivery points will utilize the Customs interactive 
directly or indirectly to verify the status of cargo.  However where this is not possible or 
unavailable, Customs has provided a Delivery Point Release print mechanism to facilitate the 
release of affected cargo. 
 
In the Australian Customs Cargo Advice (ACCA) 07/09 there were three (3) methods or 
options for obtaining or confirming the status of cargo these were; 

1. Customs ICS Interactive; 
2. Customs Information and Support Centre on 1300 558 099 (verbal release, 

including reference number); 
3. Customs Information and Support Centre at cargomovementcell@customs.gov.au to 

communicate release to the delivery point by email or facsimile. 
 

Following confusion and inconsistent approaches from affected parties option (2), obtaining a 
“Verbal release including reference number” from the CI&SC has been removed.   
 
Under this option clients were given a reference number (CID) when they called the CI&SC 
and they were advised that if written confirmation was required they were to email the CMC 
with the appropriate details to obtain a release.  It appears this CID number was in some cases 
being regarded as a release reference and quoted by the client to release points in an 
endeavour to obtain release of the cargo.  However, delivery points were refusing to deliver 
against this identifier as they have no means of verifying its authenticity.  Confirmation of the 
ICS status requires an email or facsimile from Customs to the relevant release establishment.  
 
As a consequence, the following processes are now the acceptable means for obtaining status 
for cargo where the delivery point cannot confirm the appropriate status: 
 

1. Confirm the status via the Customs ICS Interactive ; 
2. Email the Cargo Management Cell of the Customs Information and Support Centre 

to provide a written confirmation to the delivery point by email or facsimile. 
 

As stated earlier, Customs believes that the majority of delivery points will utilize option 1 to 
interrogate the Customs interactive directly or indirectly to verify the status of cargo. 
 
Customs recognizes that the option 2 is designed for use by release points as well as other 
service providers.  If this option is required an email, titled “Delivery Point Release Request” 
including the relevant cargo identifiers, the location of the cargo, the establishment ID and 
the release point email or facsimile details should be sent to cmc@customs.gov.au .  Customs 
will investigate and where appropriate advise the client and the delivery point of the cargo 
status. 
 
Customs acknowledges that given the variety of systems that are being used by delivery 
points and the number of parties that may be involved in the communication of such 
messaging, there may be a time delay in the cargo status message being received by the 
delivery point.   
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Customs advises clients that this time delay should be taken into account and sufficient time 
should be allowed for the message to be received at the delivery point before contacting 
Customs to request for a written confirmation.   
 
To allow for this time delay, Customs advises that all requests received will initially be 
assessed against a thirty (30) minute time delay window.  This time delay window will be 
calculated from the time the status transmission was sent by the ICS (eg. clearance after the 
final payment being made; an underbond movement being approved etc) to the time of the 
receipt for a delivery point release request.  Any requests received within this window will be 
rejected. 
 
Customs will service option 2 between 0600 and 2100 seven days a week.  Please note that 
for urgent clearances outside these hours the Customs Urgent Clearances number (02) 6275 
6100 may be used. 
 
INSTRUCTIONS AND GUIDELINES  
 

(A) CARGO MANAGEMENT CELL PROCEDURES 

1. Monitor the mailbox – cargomovementcell@customs.gov.au (cmc@customs.gov.au) to 
check for any new email requests, between 0600 and 2200 seven days a week.  

 
Complete the following steps for each e-mail request when received. 

2. Check the e-mail request for completeness. The e-mail should be titled “Delivery Point 
Release Request” and include the relevant cargo identifiers, the location of the cargo and 
the release point email or facsimile details. 

3. If the email request is not complete then reply to the e-mail sender indicating: 
·  The request was not complete and will not be actioned; 

·  Indicate the missing or incorrect information; 

·  Request the missing or incorrect information; 

4. If the email message is complete view the current status of the cargo in ICS. The ICS 
release date/time should have been transmitted for more than 30 minutes. Otherwise, 
reject the application and advise the client to wait for another 30 minutes for the release 
message to go through. 

5. Enter details in the CMC Database. Obtain the CMC Database reference number and 
quote on the email response. 

6. In response to the email request send an email (copy the original email sender) or fax to 
the delivery point (delivery point email address or fax should be on the original email) 
indicating: 

·  The current ICS status of the cargo; and  

·  CMC reference number for the status request. 

7. For fax confirmation use appropriate button in the CMC Database to generate a fax 
coversheet. 
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8. Record in the CMC Database with Activity Status as “Analysis Required” for further 
action/analysis.  

9. The procedure in conducting a hard-copy print analysis is contained in Appendix A. 

10. Place the e-mail and other correspondence in the appropriate Outlook mail folder (ICS 
Hard Copy Post Implementation – both incoming email and sent email) established for 
this purpose.  

11. Archive copy of emails, faxes and other related correspondence in a relevant file. 
 
 
(B) CI&SC PROCEDURES 

1. Phone call received by CI&SC via Cargo Support line requesting for an ICS status due to 
the delivery point not having the correct status. 

2. Refer to I&G on Opening, Transferring & Closing a Call. 

3. View the current status of the cargo in ICS and if ‘CLEAR’ advise the client to refer to 
the ACCA on Delivery Point Release Requests (08/07). They can obtain the status 
themselves via Customs Interactive. 

4. The client can email their request to cmc@customs.gov.au ACCA for details of what 
should be included in the email. (The e-mail should be titled “Delivery Point Release 
Request” and include the relevant cargo identifiers, the location of the cargo and the 
release point email or facsimile details). 

5. Enter details in the Call Information Database (CID) under category ‘Paper Print Trial’ 
with sub-category as ‘CID Nos Quoted’.  

 
RELATED POLICIES AND REFERENCES  
 
Australian Customs Cargo Advice (ACCA) 07/03: 
http://www.customs.gov.au/webdata/resources/notices/ACCA0703.pdf 
 
Australian Customs Cargo Advice (ACCA) 07/07: 
http://www.customs.gov.au/webdata/resources/notices/ACCA0707.pdf 
 
Australian Customs Cargo Advice (ACCA) 07/09: 
http://www.customs.gov.au/webdata/resources/notices/ACCA0709.pdf 
 
Australian Customs Cargo Advice (ACCA) 08/07: 
http://www.cargosupport.gov.au/webdata/resources/notices/ACCA_0807.pdf 
 
Appendix A: Hard-Copy Print Analysis 
 
I&G - Opening, Transferring & Closing a Call 
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KEY ROLES AND RESPONSIBILITIES  
 
Monitoring & Review Responsibility: Director CI&SC; Manager CMC; Supervisor CMC 
Service Delivery: CMC Officers 
 
CONSULTATION  
 
INTERNAL 
The following internal stakeholders have been consulted in the development of these 
Instructions and Guidelines: 
 

·  Industry Action Group (IAG) 
·  ICS Business Support 
·  CI&SC Operations 

 
EXTERNAL 
The following external stakeholders have been consulted in the development of these 
Instructions and Guidelines: 
 

·  CTOs (DP World & Patricks) 
·  Industry representatives 
 

 
PARTNER AGENCIES 
Not applicable 

 
APPROVAL  

 
Approved by: 
 
 
 
 
 
Jaclyne Fisher 
National Director  
Cargo Division 
 
27 June 2008 
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Appendix A 

Hard- Copy Print Analysis Step Guide 
 
Note: Analysis can be done prior to hard-copy print being issued (depending on the 
workload). Otherwise, analysis should be conducted by PM shift before the end of the day 
(on a daily basis). Also note that when issuing hard-copy print and analysis is to be conducted 
at a later stage, make sure the status of the activity in the database is ‘Analysis Required’ (for 
the activity to be added to the hardcopy analysis query). 
 
If there’s an unusual increase in hard-copy print requests, conduct the analysis straight away 
to control the situation. Feed the result of the analysis back to the releasing establishment (if 
required). 
 
Refer to H:\New Drive System\Cargo Management Cell\GENERAL\CMC Workaround.xls 
for workarounds relating to hard-copy prints. 

 

 
Go to CMC Database. Click on ‘Search for Activity (to view/Edit)’. 
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‘Search by Activity Type’. 
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‘Hardcopy Print (For Analysis) Query’. 
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The above query will come up. (ie. number of analysis to be done showing as 22). 
Copy the container number above. 
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Go to ICS Diagnostics then paste the container number. Search. 



 

INTERNAL USE ONLY 

BCS CLASSIFICATION : *SM_Policy* 

 

FILE NUMBER : 2008/023002   

 

12 

 
Obtain the Senders Reference Number of the SCR EDI message (if lodged via EDI) by 
clicking on the ‘View EDI Details’ (if underbond message approval, go to the U/B movement 
and ‘View EDI Details’ for senders Reference of the underbond approval message). 
 

 
Enter this info into the Remarks field of the database entry. 
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If CONDCLR status, go to the Events History of the SCR to obtain date/time of release. If 
U/B approval go to the U/B history screen. 
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Enter the Date/Time of Release in the Database. Obtain the Releasing Establishment Code (as 
entered above). 
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Go to Registered Client Identifier Search. Enter Establishment Code. Search. 
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Obtain the EDI Site ID of the releasing establishment. 
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Enter the EDI Site as shown above. 
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Now that you have all the information entered into the database go to MTF Production. 
(Leave the database open on your other screen). 
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Tick on ‘Sent From Customs’. Enter Search Period (Date/Time Status Transmitted). Enter 
EDI Site ID under Owner Site ID. Enter the Senders Reference Number of the Cargo Report. 
Search.  
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‘Back to Outbound Interchange’. 
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Scroll down to look for the message (looking in particular for the container number or bill of 
lading). 
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Message located as above (starting in UNH, ending in UNT). (i.e; Underbond Approval 
showing as well as location of the container). Copy the message. 
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Copy the message into a word document. 
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Go back to the heading of the message (as above) then copy. 
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Paste the heading on to the top of the word document. 
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Go back to the Outbound Interchange History. Click on ‘Show Inbound Control Interchange’. 
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The message from the EDI Site of the releasing establishment acknowledging the CARST is 
shown above. 
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Copy the message. 

 
Paste it on to the end of the Word Document (after the CARST Outbound message). 
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Save the document in this location H:\New Drive System\Cargo Management Cell\Hard 
Copy Print Analysis\MTFScreenshots (name: MTFxxxx; where xxxx is the database 
number). 
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Enter result of the MTF investigation in the Remarks field (example Remarks: MTF revealed 
that message was received/ack by Patricks (analysis by C1CCZ, 06/03/08)). Change the 
Activity Status to ‘Analysis Complete’. 
 
 
Note: If MTF revealed negative result or message was not transmitted or transmitted 
incorrectly, create an incident for escalation to ICS Business Support for further analysis. The 
incident number should then be entered into the CMC Database under ‘Related Reference 
No’.  
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To create the incident, follow the instructions below: 

 
Enter the hardcopy print request into USD. 
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Use the ‘Hard Copy Print Request’ Incident Template. 
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Incident Area as ‘EDI.Messaging’. 
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Enter all details as per template. Assign it to yourself first.  
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Attach the MTF message (if applicable). Save. 
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Transfer to ICS Business Support describing the result of your investigation (example 
comments above). 
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Enter the incident number in the ‘Related Reference No’ field in the database. Enter 
comments and change the status to ‘Further information required’. Once ICBUS provided the 
result of their investigation, update the database with the comments from ICBUS and change 
the status to ‘Analysis Completed’. 
 
 
 
Analysis is now complete. 
 
 
 
 
 
 
 
 
 
 
 
 

 


