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Summary of main points  

This document details the steps involved in registering a client in the ICS. 

This I&G applies to staff in: 

Client Services 

International Mail 

Enforcement Operations (District Offices) 

 

Introduction  

Client Services’ responsibilities include the registering Clients who intend to lodge 
documentary import declarations and export declarations documents.  

This client registration information needs to be read in conjunction with the ICS 
Registration of Clients Manual. 

Clients must register with Customs and Border Protection using their Australian 
Business Number (ABN) or a Customs Client Identifier (CCID). 

Officers can search for registered clients in the ICS, to ensure the client does not 
already exist.  Where one or more matches are found, the ICS will display all matching 
records. 

When no matches are found, officers can either:  

1.  Register a Client with an ABN; or 

2.  Register an Individual or Organisation without an ABN. 

 

Client registration for documentary Import Declarations – Air or Sea  must complete a 
B319 Form registering as a client in the ICS.  Once completed, this can be received by 
fax or mail or presented in person at designated Client Services (or equivalent) 
counters.  This form should not be completed by a nominee on behalf of someone else. 

 

Client registration for Import Declaration (N10) – Post  must complete a B374 July10 
Form.  Once completed, this can be lodged electronically via email, by fax, by post or 
by a client manually presenting documents at designated Client Services (or 
equivalent) counters. 

Note:  At International Mail Gateways, no counter service is provided. 

Note: When receipting Import Declarations (N10) – Post documents, Evidence of 
Identify (EOI) is not required (not mandatory). However, Customs and Border 
Protection retains the right to request EOI when deemed necessary.   

 

Once a client is successfully registered in the ICS, the CCID will display for recording 
on the appropriate form. 
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Business Process Steps  
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Instructions and Guidelines  

 

 

1.  How to Search for a Client 

Section one covers searching for a registered client in the ICS.  This step is to ensure 
the client does not already exist. 

 

1.1 From the Main Menu,  click Client,  click Search , click Registered Client . 

 

 

1.2 Select either the Individual  or Organisation  checkbox, whichever is 
appropriate.  

 
Note: The default is Organisation. 
 
1.3 Type in the client’s name in the Name field.  If you are searching for an 

organisation, this is the organisation’s registered name.  For an individual, a 
surname should be entered. 

 
Note:  The name field must contain a minimum of 2 characters unless the name starts 

with either a ‘z’, ’x’ or ‘q’. 
 
1.4 Enter the Country of where the individual lives or the organisation operates. 
 
1.5 Select a Client Role  from the drop down box, if required. 
 
1.6 Click Search . 

1 
How to Search for a 

Client 
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If only one match is found, the Client Summary View  screen displays. 

 
 

If more than one match is found, the Registered Client Search List  screen displays 
listing all matching records. 

 
 

To view the summary screen for one client click the Name hyperlink and the Client 
Summary View  screen displays. 

 

This completes section one – How to Search for a Client. 
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2.  Client Registration 

Section two covers the different methods available to create a new client in the ICS. 

 

2.1  How to register a Client with an ABN 

 

2.1.1 From the Main Menu , click Client  and then click Registration .  

 

 

2.1.2 In the ABN field, enter the ABN for the client.  Click Continue . 

The ICS now retrieves information from the Australian Business Register (ABR).  If 
there is only one business address found and no postal address or one postal address, 
the Confirm Client Details  section displays.  

If there is only one business address found, and multiple postal addresses on the ABR, 
the Enter Postal Address  section displays.  If there is no business address or multiple 
business addresses found, the Enter Business  Address section displays. 

If the ABN has already been registered in the ICS, an error message will appear in a 
pop-up window. 

 
 

2 Client Registration 
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2.1.3 From the Client Registration Details  screen, either: 
 

·  Click ABR address drop down list (business and postal); OR 
·  Where ABR address details automatically pre-populate – confirm they are  

correct; OR 
·  Submit new details if required. 

 
Note:  Suburb/town, postcode and state fields are only mandatory for Australian 

addresses. 
 

 

 

2.1.4 Click Continue . The Enter Contact  section displays, enter the contact details 
(name, purpose (enter the position or purpose of the contact. For example, 
exports manager) and address type) then identify if they are the primary 
contact. 
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2.1.5 Click on drop down menu in the Address Type  field.  Select the 
appropriate method of contact.  Click on Add  button.  The Client Contact 
Address Add screen appears, complete all mandatory fields.  Click 
Submit .  Click Continue .  The Add Roles Section appears. 

 

2.1.6 Select the appropriate Role Name from the drop down list. 

Note:   At least one role is mandatory; however multiple roles can be added.  
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Select the EXDOC User  checkbox if the client will report to Customs and Border 
Protection via the Australian Quarantine and Inspection Service (AQIS) Exdoc system 
for all, or some, of their export cargo. 

2.1.7 Click Add .  Click Continue .  The Enter Other Information  section displays. 

2.1.8 Tick the Evidence of Identity  (EOI) checkbox, if applicable. 

2.1.9 Click Submit  to process the registration.  A pop-up box will display if you wish 
to ‘Submit Registration?’ Click OK. The ICS will check that there are not 
already any duplicate or near duplicate registrations.  If the registration is 
successful, the Client Summary View  screen displays the registration details 
for the client.  

2.2 How to Register a Client – Individual or Organi sation (without an ABN) 
2.2.1 From the Main Menu  click Client  and then click Registration .  The Client 

Registration Core Details  screen displays. 
 

 

2.2.2 In the Client Type  field, select either Organisation or Individual.   

2.2.3 To enter an Organisation, select Organisation  and click Continue . The Enter 
Name (Organisation)  section displays.  Enter the Organisation Name  in the 
field provided and Click Continue . 

 

OR  
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2.2.4 To enter an Individual, click on Individual . Click Continue . The Enter Name 
(Individual)  section displays.  Enter title, first name, second name, family 
name (mandatory field) and suffix (e.g. JR, SR, III).   

 

2.2.5 Click Continue .  The Enter Business Address  section displays.   

Note:   The Enter Business Address  section will display for both Organisation and 
Individual client registration. 

 

2.2.6 Select the Country  from the Country fie ld from the drop down list. Complete 
the highlighted mandatory address  fields. Click Continue.  

Note:    Suburb/Town, postcode and state fields are only mandatory for Australian 
addresses. 

2.2.7 The ICS will search for matches of the client name/address against previously 
registered clients and if matches exist the following Duplicate Client Record 
List  screen will display. 
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Select the applicable option:  
1. Ignore the duplicates and submit the registration by clicking Continue 

Registration ; OR 
2. Update the registration by clicking Update Registration ; OR 
3. Cancel the registration by clicking Cancel Registration ; OR 
4. Click on a hyperlink to access the existing client details.  This will cancel 

the registration. 
 

 

2.2.8  Duplicates should not be ignored.  Although ICS users do have the option to 
continue the registration.  Click Continue Registration .  The Enter Contact  
section displays.  Complete contact details (name, purpose (enter the position 
or purpose of the contact. For example, exports manager) and address type) 
then identify if they are the primary contact. 
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2.2.9 Click on drop down menu in the Address Type  field.  Select the appropriate 
method of contact.  Click on Add  button.  The Client Contact Address Add 
screen appears, complete all mandatory fields.  Click Submit .  Click Continue .  
The Add Roles  Section appears. 

 

 

2.2.10 Select the appropriate Role Name  from the drop down list. 

Note:   At least one role is mandatory however multiple roles can be added.  

2.2.11 Select the EXDOC User  checkbox, if applicable. 

2.2.12 Click Add .  Click Continue .  The Enter Other  Information  section displays. 
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2.2.13 Tick the Evidence of Identity  (EOI) checkbox, if applicable. 

2.2.14 Click Submit  to process the registration.  A pop-up box will appear asking if 
you wish to ‘Submit Registration?’  Click OK.  The ICS will check that there 
are not already any duplicate or near duplicate registrations.  If the registration 
is successful, the Client Summary View  screen displays the registration 
details for the client with their CCID.�

�

2.3 How to Register a Client using the Import Decla ration (N10) – Post Form 

2.3.1 Details completed on the Import Declaration (N10) – Post form can be used to 
create a CCID for an Individual, Organisation or Supplier.  

Section one of the Import Declaration (N10) – Post form provides details of the 
Owner/Recipient. These details include First Name , Last Name  (or 
Organisation ), address , phone , mobile , fax and email . 
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2.3.2 To register the Owner / Recipient follow the instructions in Section 2.1 or 2.2 
(as required). 

2.3.3 Section Two of the Import Declaration (N10) – Post form provides the details 
of the Sender/Supplier.  These details include First Name , Last Name  (or 
Organisation ), address , phone , mobile , fax (not mandatory) and email . 

 

 

 

 

 

2.3.4 To register the Sender / Supplier follow the instructions in Section 2.1 or 2.2 
(as required). 

 

This completes section two – Client Registration. 
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3. Completing the Client Registration 

Section three covers the completion of the client registration process. 

 

3.1 Write the ABN or CCID in the Customs use only section at the bottom of the 
Registering as a client in the Integrated Cargo System Form B319.  

 OR 

 Write the CCID in the Client identity reference field or the Supplier identity 
reference field on the Import Declaration (N10) – Post form. 

 

 

 

 

3.2 Originals and other documents relevant to the client registration are to be 
maintained in accordance with Customs and Border Protection Record 
Keeping Policy.  This will ensure we have the ability to retrieve documents if 
required. 

 

This completes section three – Completing the Client Registration. 

 

 

 

Completing the Client 
Registration 

3 
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Related Policies and References  

Practice Statements: 

·  PS2009/23 Clearance of Cargo - Imports 

 

Other Instructions & Guidelines: 

·  Evidence of Identity  

 

Legislation: 

·  Customs Act 1901: 

·  Section 64ADAA – Requirements for communicating to Customs 
electronically 

 

References: 

·  Registering as a client in the Integrated Cargo System Form B319 

·  EOI for Documentary (paper) Transactions Fact Sheet  

·  ICS Registration of Clients Manual 

·  ABN lookup 

 

Key Roles and Responsibilities  
National Manager – Client Engagement and Cargo Syst ems (responsible for) 

·  Ensuring Instructions and Guidelines are developed. 
·  Ensuring the implementation and application of these Instructions and 

Guidelines. 
·  Liaison with other National Managers where there is shared or overlapping 

responsibility. 
 
Director Client & Cargo Services (responsible for) 

·  Leading the co-ordination, development, revision and maintenance of these 
Instructions and Guidelines. 

·  Liaison with other Directors where there is shared or overlapping responsibility. 
 
Manager Client Services (CO) (responsible for) 

·  Undertaking the co-ordination, development, revision and maintenance of these 
Instructions and Guidelines. 

·  Co-ordinating feedback from staff on the effectiveness of these Instructions and 
Guidelines. 

·  Co-ordinating regular reviews of these Instructions and Guidelines. 
·  Providing nationally consistent reference material using the Client Services 

Intranet site and/or SharePoint sites. 
·  Ensuring errors or potential improvements identified in these Instructions and 

Guidelines are reported to the appropriate person/s or included as updates 
during the Instructions and Guidelines review cycle. 
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Supervisors Client Services (responsible for) 

·  Ensuring officers are trained and have a sound understanding of these 
Instructions and Guidelines. 

·  Assisting in the development and maintenance of these Instructions and 
Guidelines. 

·  Ensuring that these Instructions and Guidelines are complied with and national 
consistency is achieved. 

·  Reporting errors, issues and/or inconsistencies to their line Manager. 
 
Officers  (responsible for) 

·  Ensuring that they are familiar with, understand and follow these Instructions 
and Guidelines and undertake appropriate training. 

·  Report errors, issues and/or inconsistencies to their Manager/Supervisor. 
 
 

Consultation  

Internal 

The following internal stakeholders have been consulted in the development of these 
Instructions and Guidelines. 

Client Services 

Enforcement Operations (District Offices) 

Trade & Compliance Division 

 

 

Approval  

 

APPROVED 
ON 15 NOVEMBER 2010 

BY RAELENE VIVIAN  

 
ND CARGO  

Review 
Period Annually 
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Attachment A – Import Declaration (N10) - Post

�   



BCS CLASSIFICATION: Trade Facilitation & Compliance  - Procedures   

FILE NUMBER:  2010/41407-01 

Registering a Client in the ICS.v2.0.doc 

 20 of 21 

 

 

  



BCS CLASSIFICATION: Trade Facilitation & Compliance  - Procedures   

FILE NUMBER:  2010/41407-01 

Registering a Client in the ICS.v2.0.doc 

 21 of 21 

Attachment B – Registering as a client in the Integ rated Cargo System  

 

 


