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Handling Guidelines: (Tick all that apply) 

   Do not forward or copy data in part or full without explicit permission of Webb Fontaine  
   Limit access to individuals on Access List / Lock in a Drawer / Cabinet 
   Password-protect when emailed outside WF Network / Send password separately 

Document Name 
 

PAAR Consignment  Application User Manual – Validation 
Process 

Document number 
 

WFN-EXT-PAAR00-04-EN-1.10 

General Description 
This documented procedure describes how to use 
Consignment (PAAR) Application module in Validating 
consignment 

Target Audience 
 

Bank User(s) 

Security Notice: The information contained within this document is CONFIDENTIAL. Unauthorized disclosure is prohibited. 
Failure to observe Webb Fontaine guidelines regarding proprietary information can result in disciplinary action, including 
dismissal, and can subject you and/or third parties to legal liability. 

 

https://confluence.webbfontaine.com/display/NGSPEC/Consignment+%28PAAR%29+Requirements+Specification
https://confluence.webbfontaine.com/display/NGSPEC/Consignment+%28PAAR%29+Requirements+Specification
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1 PURPOSE 

 
This documented procedure describes how to use PAAR Consignment Application 
module: 
 
a. Searching for Consignment record 
b. Viewing Consignment record information 
c. Saving the changes made on draft Consignment  
d. Validating Consignment 
e. Rejecting Consignment 
f. Canceling Consignment 
g. Viewing/Print PDF File 
h. Viewing Profile 
i. Changing Password 
j. Resetting Password 
k. Login/Logout from Application  
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2 UNIFORM RESOURCE LOCATOR (URL) 

It can be accessed via the URL: https://app.trade.gov.ng/consignment using the Trade 
Portal. The general login page will be displayed. Enter your username and password 
then click on Login button. 

 

 
 

Consignment Search page will be displayed when successfully logged in. Username will 
be displayed on the upper right part of the window. 

 

 

https://app.trade.gov.ng/consignment
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3 PAAR CONSIGNMENT OPERATIONS 

3.1 Searching a Consignment Record 

3.1.1 On Consignment search page, define search parameter values and click on 
Search button e.g. Search for specific Consignment number. 

 
 

Note: To display all Consignment records with different type and status (except 
Stored status), click on Search button without defining any search parameter 
values.  
 

3.1.2 Record that matches the search parameter will be displayed. 

 
  

Note: 
a. Click on View icon to open the Consignment Information in the current 

window. 

 
 

b. Click on Edit icon to modify the contents of Consignment. 

 
 

c. Right click on any operation’s icon or operation’s name hyperlink to view other 
operations.  
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d. Click on Excel icon to download the search results into Excel format. 

 
 

 
 

e. Clicking on CBN Form M Number hyperlink opens its Form M details in new 
tab. 

 
 
General Remarks: 
1. Users can only search, view and edit their own generated consignment. 
2. Users can view different status of their submitted consignment. 

3.2 Validating Consignment 

3.2.1 On Consignment result page, select any Submitted consignment then click on its 
Edit icon to open the Consignment details. 

 
 
3.2.2 Consignment-edit page will be displayed. Go to Attachment tab and open the 

attached documents and check its details. 
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3.2.3 Bank Officer to perform the initial checking of the information. 

 Compare the document values against the declared values on consignment 

 Correct any minor error noted on consignment information as necessary 

 In the Attachment tab, check the quality of attached documents. Scanned 
documents can be viewed and must be clear and readable. 

 
 

Note: The following operations can be performed by clicking on its respective 
button: 
a. Verify – verifies correctness of data  
b. Validate – validates the Submitted Consignment. 
c. Reject – rejects the consignment when clarifications/corrections on 

submitted consignment are required during validation process. The 
submitting party needs to make clarifications/corrections or provide 
necessary document/s required by the Bank. 

d. Draft Save – Saves the changes made on the draft consignment being 
processed before executing final action. 

e. Cancel – discontinue the further processing of the Consignment as per 
Importer’s request.  

 
3.2.4 When ongoing checking and modification of consignment details are being done at 

the same time, user can click on Draft Save button more often to save the 
changes made in consignment until checking of all information are completed. This 
can be done before executing the final action. 
Note: Draft Save operation: 

 Allows the user to save/overwrite the changes made on the document more 
often to eliminate losing his progressive work due to timeout, lost connection or 
any other reason which can terminate the connection most especially when 
working on consignment with numerous items. 

 Provides functionality to resume/discard editing of the saved draft document.  

 If document is not yet locked (Bank's Validator side) any user can overwrite the 
draft saved by the other user (after confirmation). 
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Note: 

When checking partial consignment, user should check the *Total Freight 
Charges value of declared partial items based on the Final Invoice document 
and the *Invoice Value based on displayed auto calculated *Total C&F value if 
correct to avoid the error message “Consignment Value exceeds maximum 
allowed amount (110% of Form M Value).” on succeeding partial 
consignments to be validated which has the same Form M number. 

 
 

 
 
 

3.2.5 After checking is done and information is complete and correct, click on Validate 
button. 
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Note: 
a. Ignored Warning massages (for Invoice number, Transport number and 

Container numbers that have been used in the previous consignments with its 
corresponding consignment numbers) are displayed in Support information 
Tab. 

 
 
b. After clicking on Validate button, a notification message: “FormM has been 

updated. Click here to reload.” will be displayed when the details of Form M 
being used in the consignment has been updated.  

 Click on message hyperlink “FormM has been updated. Click here to 
reload.” to reload the FormM data. 

 
 

 In dialogue box, select FormM data reload option (tick on including Items 
details box or click on Reload button). 

javascript:void(0);
javascript:void(0);
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 FormM details will be loaded and message notification that “FormM data 
has been loaded” will be displayed. Check all the loaded data and update 
details if necessary. 

 
 

3.2.6 Confirmation messages will be displayed. Click on Yes button to validate the 
Consignment. 

 
 

3.2.7 Message confirmation that “Consignment has been validated”.   
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3.2.8 Support Information will be updated. 

 
 

3.2.9 Consignment status will be changed from “SUBMITTED” to “VALIDATED”.  

 
 

3.3 Rejecting Consignment 

3.3.1 When the Consignment requires major correction or clarification about the 
information and/or attached documents used, it will be rejected. On Support 
Information tab, Bank Officer will select the reason for rejection. 

 
Note: When entering the reason for rejection keyword or hints, the system will 
display the dropdown lists which contain the same value. Use the scrollbar to 
move up and down the list of records.  



  PAAR CONSIGNMENTAPPLICATION USER MANUAL 
VALIDATION PROCESS 

 

12 

 

 

 
Copyright © WEBB FONTAINE WFN-EXT-PAAR00-04-EN-V1.10 

This document, property of the issuing firm, cannot be 

reproduced nor communicated without written authorization. 
 
 

 

 
 
3.3.2 Click on Add (+) icon to add the reason for rejection. To add more reason, repeat 

step 3.3.1. 

 
 
3.3.3 Selected reason for rejection will be displayed on Reason(s) for Rejection window. 

Click on Reject button to reject the consignment. 

 
 
3.3.4 Confirmation messages will be displayed. Click on Yes button to confirm 

Consignment rejection. 
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3.3.5 Message Notification that “Consignment has been rejected.” will be displayed.  

 
 
3.3.6 Reason for Rejection will be added in Support information Window. To add a 

message, enter additional information and click on Add Message button. 

 
 

Note: Consignment status will be changed from “SUBMITTED” to “QUERY”.  
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3.4 Cancelling Consignment 

3.4.1 On Consignment search page, select the consignment to be cancelled then click 
on its Edit icon to open its Consignment details.  

 
 

3.4.2 Consignment edit page will be displayed, click on Support Information tab and 
enter the motive for cancellation of consignment then click on Cancel Button to 
cancel the Consignment. 

 
 

3.4.3 Confirmation message will be displayed. Click on Yes button to cancel the 
Consignment. 

 
 

3.4.4 Message notification that “Consignment has been cancelled.” will be displayed. 
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3.4.5 Support Information will be updated. 

 
 

3.4.6 Status of Consignment will be changed from “Submitted” to “Cancelled” after 
cancellation has been made. 

 
 
Note: 
a. Electronic mail notification format to be sent by the system to Bank after 

Consignment has been cancelled: 
 

Dear User, 
Consignment number ${id} (Form number: ${formNumber}, 
DeclaredFOBvalue: ${totalFOBValue}${currencyCode})  for PAAR issuance 
has been Cancelled.  Please contact ${applicantName} for necessary 
correction. 
 
Should you experience issues with the NCS electronic PAAR Forms, please 
contact the support at support@trade.gov.ng. 

 
NSW Trade Portal team 
Information in this email is intended solely for the use of the individual(s) to whom it is addressed or otherwise 
directed. 
The recipient should check this email for the presence of viruses. 
The Government accepts no liability for any damage caused by any virus transmitted by this email. 
 If you are not the addressee or have received this message in error, please delete it as well as all copies from 
your system. 
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b. Electronic mail notification format to be sent by the system to Trader after 
Consignment has been cancelled: 
 
Dear User, 
Consignment number ${id} (Form number: ${formNumber}, ADB: 
${bankCode}) for PAAR issuance has been Cancelled. Please contact your 
bank for necessary correction. 
 
Should you experience issues with the NCS electronic PAAR Forms, please 
contact the support at support@trade.gov.ng. 

 
NSW Trade Portal team 
Information in this email is intended solely for the use of the individual(s) to whom it is addressed or otherwise 
directed. 
The recipient should check this email for the presence of viruses. 

The Government accepts no liability for any damage caused by any virus transmitted by this email. 
 If you are not the addressee or have received this message in error, please delete it as well as all copies from 
your system. 
 

c. “CANCELLED” watermark text in red font will be displayed on printout copy of 
a cancelled consignment. 

 

3.5 Exporting XML 

3.5.1 To export Consignment details into XML file, open the Consignment record then 
click on Export XML button at menu bar. 
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3.5.2 XML file will be generated. Click on XML filename below to open the file. 

Not
e: Downloading of Exported XML file differs with the internet browser being used 
and any attachment will not be included. 

 
3.5.3 Generated XML file will be displayed. Click on File menu then select Save as 

option from dropdown menu to save the file on your computer. 

 

3.6 Printing Consignment record 

3.6.1 To print consignment on View consignment page, click on Print button at menu 
bar. 
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3.6.2 A PDF generated file will be displayed below. Click on it to open the pdf file.  

 
 

3.6.3 PDF file will be displayed. On PDF file window click on Print icon to print the 
record. 
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General Remarks: 
 
a. Status of Consignment will be changed from “VALIDATED” to “APPROVED” after 

the consignment has been approved by NCS-Final Document Verification Officer 
(FDVO).  

 
 

b. Status of Consignment will be changed from “APPROVED” to “ASSESSED” after 
the consignment has been assessed by NCS-Valuation and Classification Officer 
(VCO).  

 
 

c. Status of Consignment will be changed from “ASSESSED” to “REGISTERED” after 
the consignment has been registered by NCS- Pre-Arrival Assessment Report 
Officer (PAARO).  

 
 

d. Status of Consignment will be changed from any status to “QUERY” after the 
consignment has been REJECTED by Bank (Validation Role) or Customs for any 
reason.  

 
 

e. Status of Consignment will be changed from any status to “CANCELLED” after the 
consignment has been CANCELLED by Bank or Customs for any reason. 

 
 

f. Consignment Number is automatically generated after the Customs has registered 
the Consignment.  

PAAR/RAR Number has following format: [CS][Year][Number] , where 

 CS = Country of Supply Code (2 Char) 

 Year = Year of registration with YYYY format (4 digit) 
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 Number = Sequential Number with fixed length of 7, prefixed with 0s  

(e.g. 0000001), starting from 1every year 

PAAR/RAR Number has following format: [PAAR Number Prefix]/[Postfix] , where 

 Postfix = In case of Full Shipment - TOT, In case of Partial Shipment -

 001,002...999 (3 digit formatted Partial Number) 

E.g.: 

Full Shipment: AM20140000045/TOT 

Partial Shipments: AM20140000007/001AM20140000007/002 
 

g. Status of Consignment will be changed from “REGISTERED” to “SGD LOCKED” 
after it is used in SGD. Consignment with “SGD LOCKED” status cannot be 
modified or cancelled. 

 
 

h. Printing of Registered Consignment can be done directly on Search result page by 
clicking on its Print icon. 

 
 

i. Electronic mail notification format to be sent by the system to Bank after 
Consignment has been registered: 

 
Dear User, 
PAAR ${paarNumber} for importer ${applicantName} with Consignment number ${id} 
(Form number: ${formNumber}, DeclaredFOBvalue: 
${totalFOBValue}${currencyCode}) has been issued. 
 
Should you experience issues with the NCS electronic PAAR Forms, please contact 
the support at support@trade.gov.ng. 

 
 
NSW Trade Portal team 
Information in this email is intended solely for the use of the individual(s) to whom it is addressed or otherwise directed. 
The recipient should check this email for the presence of viruses. 
The Government accepts no liability for any damage caused by any virus transmitted by this email. 
 If you are not the addressee or have received this message in error, please delete it as well as all copies from your 
system. 

 
 

https://confluence.webbfontaine.com/display/NGSPEC/Consignment+%28PAAR%29+Requirements+Specification#Consignment(PAAR)RequirementsSpecification-prt
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j. Electronic mail notification format to be sent by the system to Trader Consignment 
after has been registered: 

 
Dear User, 
PAAR ${paarNumber} with Consignment number ${id} (Form number: 
${formNumber}, ADB: ${bankCode}) has been issued. 
 
Should you experience issues with the NCS electronic PAAR Forms, please contact 
the support at support@trade.gov.ng. 
 
NSW Trade Portal team 
Information in this email is intended solely for the use of the individual(s) to whom it is addressed or otherwise directed. 
The recipient should check this email for the presence of viruses. 

The Government accepts no liability for any damage caused by any virus transmitted by this email. 
 If you are not the addressee or have received this message in error, please delete it as well as all copies from your 
system. 

 
 
 

 


