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1 PURPOSE

This documented procedure describes how to use CBN Forms Application module:

Creating CBN Form
Submitting CBN Form
Searching for CBN record
Viewing CBN Form information
Deleting Stored CBN Form
Updating CBN Form
CBN Form Post Entry Modification
Exporting CBN record to XML file
Importing CBN XML File
Viewing/Print PDF File
Attachment of electronic-permit(s)
Viewing Profile

. Changing Password
Resetting Password
Login/Logout from Application

os3T AT TS@TOoo0Ty
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2 UNIFORM RESOURCE LOCATOR (URL)

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

[ f

nlc siwcas W h Sz reoea 4INISTRY
| FoTnine Wi { ~& NIGERIA CUSTOM

RY ¢ NANCE
S SERVICE (NCS)

POW/ERED BY TWM PORTAL SINGLE WINDOW TRATDE PLATFORM

<o

NICIS Members Area

Username

IMP-formM1

Password

Need help ? Please contact us

Username and password can be assigned through the following:

a. For importers, usernames will be their TIN number and password which will be
provided during TIN registration process with Customs. (Refer to TIN registration
document: FIRS_User Manual).

b. For Banks/CBN/Inspection Agents, contact your system administrators.

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

5‘: "% FE.DERAL GO.VERNMENT OF NIGERIA 5 Importer FormM1 importer FormM1 =~
#= [ 4y single windaw for trade

Home » CBN > CBN Form
S Search for CBN Form
Fill Form A
Fill Form M
Eill Form NCX Form Type Formh [=] AmountFOB) =l
Fill Form NXP Document Status [=] Submission Date =
Q, search Form Number Validation Date =
CBN Services Application Number Currency
CBN Downloads TIN/Applicant Customs Office
HS Code Bank Branch
Include Expired E Reset
Copyright © WEBB FONTAINE WFN-EXT-CBNAQ00-05-EN-v1.27

; This document, property of the issuing firm, cannot be
- “ reproduced nor communicated without written authorization.


https://trade.gov.ng/cbn/formx

5 CBN FORMS APPLICATION USER MANUAL(SUBMISSION)

3 FORM M OPERATIONS

3.1 Create
3.1.1 To create new Form M record, click on CBN Form Operations then click on Fill
Form M hyperlink.

Home > CBN > CBNForm
CBN Form Operations Search for GBN Form
Fil Form A
Fill Form 14
Fill Form NCX FormType Formt [=]  Amount(FoB) =
Fill Form HxP Document Status [=] Submission Date =]
Q search Form Number Valdation Date =
CBN Services Application Number Currency
CEN Downloads TINiApplcant Customs Office
HS Code Bank Branch
Include Expird B W Reset

3.1.2 Fill Form M page will be displayed on Header Tab. Enter necessary details in the
fields displayed in Fill Form M page.

me » CBN » CBNForm

EEF D CBN Form - Fill Form M
Fil Form A

Fil Form W
Import XML View/Print PDF Veri Store
Fill Form NCX. P Y - W

Fill Form NXP
Q search Header MNames & Parties Transport Financial Goods Aftachments Endorsement

CBN Services

Form Type Form 1
CBN Downloads.

Valid for FOREX (Y/N) * es lz‘
Prefix * BA [=]
Applicant’s banker (Authorized Dealer)
AD's Bank Code * 0s7 Zenith Bank
AD’'s address Nigeria
Bank Branch * 57150149 VICTORIA ISLAND

a. Select Valid for FOREX (Yes or No)
b. Select Form M prefix (BC/CB)
BA: Subject to Destination Inspection.
CB: Exempted from Destination Inspection
c. Select Applicants Dealer Bank Code
d. Applicants Dealer Bank Address will be displayed automatically
e. Select Bank Branch

General Remarks:

1. All CBN Forms entry fields with asterisk (*) are mandatory.

2. All CBN forms use the same data entry form layout hence each form is
identified by form type.

3. To simplify the capturing of transaction having huge items, User could use
WEN-EXT-CBNAQ00-04-EN EformM Excel Template in capturing items details
then convert Excel file into XML file. (Please refer to WEN-EXT-CBNAQ0-03-
EN Conversion of eFormM Items from Excel to XML Guidelines). When XML
file has been created perform the Import XML operation (see Clause3.9 for
Import XML operation) to load the XML data into CBN Form M blank form.

3.1.3 Click on Names and Parties tab to capture the Applicant and Beneficiary
details. Complete all the data entries.

Copyright © WEBB FONTAINE WFN-EXT-CBNAQ00-05-EN-v1.27
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6 CBN FORMS APPLICATION USER MANUAL(SUBMISSION)
B FEDEHAL GOVERNMENT.ORNIGERIA e-Govel Importer Formhi1 importer FormM1 ™
¥ § single window for trade
Home » CBN » CBNForm
el ) CBN Form - Fill Form M
:::::::“:x Import XML | View/Print PDF Verify
2::{:? Hea-}er‘Names&Pames‘Transpan Financial Goods Attachments Endorsement
:: :wc‘g: Applicant Details
Applicant TIN * 10546401-0001
Applicant RC number TEREETD
Applicants State code * 135
Applicants City* ONNE
Applicant Name PETROLINK NIGERIA LIMITED
Applicant Address 2ND FLOOR EKITI HOUSE PLOT 1042 KUR
Applicant's Fax .
Applicant's Phone +(234) 20684356123
Applicants Email singlewindow_user@yahoo.com
Beneficiary details
a. Enter TIN number
Note 1: When entering the TIN number, the system will display the list records
which contain the same value. Use the scrollbar to move up and down the list
of records. Select the appropriate TIN number.
Note 2: After TIN number is entered, Applicant's RC number, Name, Address,
Fax, Phone and Email Address will be displayed automatically (retrieved from
Company profile).
b. Select Applicant’s State Code
c. Select Applicant’s City
d. Update Applicant’s Phone if necessary
e. Update Applicant’s Email Address if necessary
Beneficiary Details
Beneficiary Name * Sherlock Holmes
Beneficiary Address * 123 Clover street, lkoyi Lagos
Beneficiary Country * NG Nigeria
Beneficiary Phone * 23491234567891
Beneficiary Fax 234123456755
Beneficiary Email * sholmes@yahoo.com
f.  Enter Beneficiary Name
g. Enter Beneficiary Address
h. Enter Beneficiary Country
i. Enter Beneficiary Phone
j- Enter Beneficiary Fax Number
k. Enter Beneficiary Email Address
3.1.4 Click on Transport tab to capture the Mode of Transport details. Complete all the
data entries.
" Copyright © WEBB FONTAINE WFN-EXT-CBNAOO-05-EN-v1.27
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> CBN Form

LR S CBN Form - Fill Form M
Fill Form A
FilForm It Import XML | View/Print PDF U store | Submit
Fill Form NCX
Fill Form NxP
d N i C oods A de

Q, search Header MNames & Parties Transport Financial Goods Aftachments Endorsement
CBN Services

Customs Office * 01AP APAPA PORT
CBN Downloads

Mode of Transport * 1 E Sea transport

‘Country of Origin

‘Country of Supply * MG Madagascar
Port of Loading CHBMG Bremgarten
Port of Discharge * NGAPP Apapa

I Inspection Agent DIF7010 Global Scan I
Shipment Date 311072013

a. Select Customs Office

b. Select Mode of Transport
Note: Mode of Transport will be limited to office code selected.

c. Country of Origin will be displayed upon capturing of Good/s details.
Note: When there are two or more different countries used in all items, “Many”
will be displayed as Country of origin.

Header Mames & Parties | ansp-]rtf Financial Goods Aftachments Endorsement

Customs Office * 01AP APAPA PORT
Mode of Transport * transport

Country of Origin

Country of Supply * file3 Madagascar

Port of Loading CHBNMG Bremgarten

d. Select Country of Supply

Select Port of Loading

Select Port of Discharge

Note: For e and f, entering the first digit of the country’s port of

loading/discharge will display the applicable list of port. Use the scrollbar to

move up and down the list of ports

g. Inspection Agent will be displayed automatically based on selected Customs
Office

h. Enter Shipment Date

bl 0}
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CBN FORMS APPLICATION USER MANUAL(SUBMISSION)

3.1.5 Click on Financial tab to capture the Bank and Financial details. Complete all the
data entries.

o Ceetne CBN Form - Fill Form M
Fill Form A
Fil Form 4 Import XML | View/Print PDF Verify w w
Fil Form NCX
Fil Form NXP §
Q search Header MNames & Paries Transport | Financial | Goods Attachments Endorsement
CBM Services.
BN Dowrioads Designated Bank * 050 Ecobank
Financial Details
Source Of Funds * ASF ACCUMULATED SYNDICATION FUNDS
Currency code * uso United States Dollar
Exchange rate * 157.20 | 1574
Total FOB Value 2,826,539.00 | USD
Total Freight charges * 4533.00 | USD
Total Ancillary charges 4534300 | USD
Insurance value * 4343343400 NGN
Total C&F value 2,831,072.00 | USD
Total FOC 0.00 | USD
Proforma
Proforma Invoice Number * 35111013
Proforma Invoice Date * 011022013
Payment
Payment Mode * 27 Bills for Collection
Payment Date 02/02/2013
Transfer Mode * L1l TELEGRAPHIC TRANSFER
a. Select Designated Bank
b. Select Source of Funds
c. Select Currency Code
d. Enter Exchange Rate

Note: Exchange Rate should not be less than 10% or more than 10% of CBN
Rate

e. Total FOB Value will be automatically calculated and displayed.
Total FOB Value = SUM (ITEM FOB Value) + Total Ancillary charges

f. Enter Total Freight Charges

g. Enter Total Ancillary Charges

h. Enter Insurance Value
Insurance value should be 110% or more than FOB in Naira

i. Total C & F Value will be automatically calculated and displayed.
Total C & F Value = Total FOB Value + Total Freight charges

j.  Total FOC will be automatically calculated and displayed

Total FOC = Summation of FOB Value for Free of Charge Item(s)

Enter Proforma Invoice Number

Enter Proforma Invoice Date

Note: Accepted Proforma invoice Date must be less than 90 days.

Select Payment Mode

Enter Payment Date

Select Transfer Mode

Select Terms of Delivery

-

T oS53

3.1.6 Click on Goods tab to add the item/ details. Enter the General Goods Description
and add item details by clicking on Add button.
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CBMN Form Opera

Fill Form A
Fill Form 1

Fill Form NEX
Fill Form NXP

Q search
CBN Services

CBN Downioads

Home » CBN > CBNForm

fions. CBN Form - Fill Form M

Import XML View/Print PDF Verity ﬁ @

Header Names &Parties Transpert Financial Geods Aftachments Endorsement

General Goods Description *

List of ltems

! e

0.000

3.1.7 Item description page will be displayed. Complete the data entries.

Fill Form A
Fill Form M
Fill Form NCX
Fill Form NXP

Q search
CEN Services

CBN Downloa

CBN Form Operations CBN Form - Fill Form M

Import XML View/Print PDF Verify

Header Names & Parties Transport Financial Goods Aftachments Endorsement

Item Number 1
ds

HS Code * 8407320000

Spark-ignition reciprocating piston engines for vehicles, »50 but not exceeding 250cc

Commercial Description of Goods * Spark-ignition

State Of Goods * N New

Country of origin * us United States
Sectoral Purpose * C0301 CARS

Packages * 12 BX Box
Net Weight (ko) 1234.000

Quantity / Unit Of Measurement * 12000 | U Unit
Unit Price (currency) * 50,000.00

FOB Value ©00,000.00

Freight Charges (currency) 480317

Free of charge

"°E|

a. Enter HS code

Note that when entering the HS code, the system will display the list codes
which contain the same value. Use the scrollbar to move up and down the
list of codes.

To search for HS code, click on HS Code hyperlink.

Header MNames & Parties Transport Financial Goods  Aftachments

Item Number 1

HS Code *

Commercial Description of Goods *

Tariff Finder window will be displayed. Define Search parameters then click
on Find button.

Tariff Finder

Coge =

Descrpton  start[~] | Tractor

Close

Copyright © WEBB FONTAINE

- This document, property of

WFN-EXT-CBNAQ00-05-EN-v1.27
the issuing firm, cannot be

reproduced nor communicated without written authorization.
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e Records that match the search parameter will be displayed. Double click on
selected HS code to import it on blank form.

Tariff Finder

Code =

Deserption contfz] | Tractor

Find

[oowe ol o o oo ¢
870180 00 91 Other tractors imported CKD OR SKD by established manufacturers
870110 00 00 Pedestrian controled tractors
870120 00 oo Road tractors for semi trailers
843320 00 oo Other Mowers including cutter bars for tractor mounting
870130 00 89 Othertractors
343010 ) oo Pile-drivers and pile-extractors.
870180 00 82 Other tractors including fully buitt agricultural tractors
870130 00 00 Tracklaying tractors
850940 00 0o Electro-mechanical domestic food grinders & mixers; fruit or vegetable juice extractors.

Close

e HS code and its description will be imported to CBN blank form.

Item Humber 1

HS Code * 8701100000 Pedestrian controlled tractors

Commercial Description of Goods *

e The system automatically displays the Agency name where the entered HS
code needs to comply with its regulatory requirements:
CBN Form - Fill Form M

Import XML View/Print PDF Verify

Header MNames & Parties Transport Financial Goods Attachments Endorsement

Item Number 1 SON regulated product

HS Code * 2523210000 White cement, whether or not artificially coloured

CBN Form - Fill Form M

Import XML View/Print PDF Verify '

Header Names & Parties Transport Financial Goods Attachments Endorsement

Item Number 1 NAQS regulated product

HS Code * 0201200000 Meat of bovine animals fresh or chilled; other cuts with bone in

Enter Commercial Description of Goods

Select State of Goods

Enter Country of Origin

Select Sectoral Purpose

Enter Number Packages

Select Type of Packages

Enter Net Weight (kg)

Enter Quantity

Select Unit of Measurement

Enter Unit Price (currency)

FOB Value will be automatically calculated and displayed.

FOB Value = Quantity * Unit Price

Freight Charges (Currency) will be automatically calculated and displayed.
Freight Charges = (Item FOB/ (Total FOB-Total Ancillary Charges)) * Total
Freight charges)

T T TQ@mea0o

3
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n. Tick Free of Charge tick box if necessary
0. Click on Add button to add the item details; otherwise Cancel button

p. To add another item, repeat steps 3.1.7 to 3.1.8.

3.1.8 List of items will be displayed.

Home » CBM ) CBNForm

CBN Form Operations

Fill Form A
Fill Form 1
Fill Farm NCX
Fill Form NXP

Import XML

Q search
|

CBN Services.

CBN Downloads

List of items

Ad
s 1
7 2

CBN Form - Fill Form M

View/Print PDF
Header Names & Parties Transport Financial Goods Aftachments Endorsement

‘General Goods Description *

- o |Description Of| State Of | Countyof | Secloral Freight
D
d 2

Car Parts

2482.000  1440000.00  4533.00

1888.75
2844325

1234.000
1234.000

800000.00
840000.00

o301
o301

8407320000 Spark-ignition N us
8408900000 Compressi.. N us

Note:

a. Click on Edit icon to edit item’s details.

List of items

M|

Add 2

O
FARE

8407310000
8408500000

b. Click on Delete icon to delete the item.

List of items

1 8407310000
2 8403900000

c. Once Good details have been added, Total FOB value, Total C&F value and
Total FOC fields will be automatically calculated and displayed on Financial

Page.

-

'l

4
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e CBN Form - Edit Form M
Fill Form A
FilForm it View/Print PDF Verify
Fill Form NCX
Fill Form hxp S——
Q search Header MNames &Parties Transport Fmam:ialg Goods  Attachment: E Support Inft tion
CBN Services.
Designated Bank * 050 Ecobank
CBN Downloads
Financial Details
Source Of Funds * ASF ACCUMULATED SYNDICATION FUNDS
Currency code * usp United States Dollar
Exchange rate * 157.20 | 1571
I Total FOB Value 148534300 | USD I
Total Freight charges * 453300 | USD
Total Ancillary charges 4534300 | USD
Insurance value * 543,433,434.00 | NGN
Total C&F value 1,489.876.00 = USD
Total FOC £40,00000 USD
Proforma
Profarma Invoice Number * 3611013
Proforma Invoice Date * 01/02/2013
Payment
Payment Made * 27 Bils for Collection
Payment Date 021022013
Transfer Mode * ™ TELEGRAPHIC TRANSFER

3.1.9 Click on Attachment tab to attached required document.

Home > CBM ) CBMForm

SR CBN Form - Fill Form M

Fill Form A

FilForm Import XML View/Print PDF Verify
Fill Form NCX

Fill Form NXP

Q search Header MNames & Parties Transport Financial Goods Aftachments Endorsement

CBM Services

List of Attachments

I N

CBN Downloads

a. Uploading of required documents (e.g. Proforma Invoice. efc...

Home » CBN » CBN Form

S CBN Form - Fill Form M
Fill Form A
Fil Form W Import XML View/Print PDF Verify @
Fill Form NCX.
Fill Form NXP
Q searen Header Names &Parties Transport Financial Goods Attachments Endorsement
CBN Services.

List of Attachments
CBN Downloads

l'_ szefzm:e Number -:z_

+ Proforma Invoice IF12345 071052013 Upload

Select document type

Enter the Document Reference

Enter the Document Date

Attach the required document(s)

Click on Upload button

Upload page will be displayed, click on Browse button to select the
document then click on Upload button to upload the document. Allowed
document format and size are displayed on Upload file window.

Copyright © WEBB FONTAINE WFN-EXT-CBNAQ00-05-EN-v1.27
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Upload File

test.png

Accepted format for attachments: pdf, jpg, tiff, tif, gif, png

Maximum file size per attachment: 2 MB

¢ Notification message that “Upload is completed” will be displayed. Click

on Add (+

Home » CBN > CBNForm

CBN Form Operations

Fill Form A
Fill Form M

Fill Form NCX
Fill Form NXP.

Q Search
CBN Services

CBN Downioads

icon to add the document.

CBN Form - Fill Form M

Import XML
Header Mames & Paries Transport Financial Goods Aftachments Endorsement

List of Attachments

Upload is completed

: I S T

View/Print PDF

Proforma Invoice IF12345 0510712013 Upload

CBN > CBN Form

CBN Form Operations

e Document will be added in the List of Attachments.

CBN Form - Fill Form M

Fill Form A
Fill Form M .
Import XML View/Print PDF Verify Store Submit
Fill Form NCX
Fill Form NP
d: i c cods A de
Q, search Header Names & Parties Transport Financial Goods Aftachments Endorsement
CBN Services X
List of Attachments
CBN Downloads
I S T N R
+ Upload
AW 1 Proformalnvoice IF12345 07/05/2013 Download

Home > CBN 3 CBN Form

CBN Form Operations.

Fill Form A
Fill Form M

Fill Form NCX
Fill Form NXP

Q Search
CBN Services

CBN Downioads

+

N
Bh B

List of attached document/s will be displayed.

CBN Form - Fill Form M

Import XML

Header MNames &Parties Transport Financial Goods Aftachments Endorsement

List of Attachments

To attach an additional document, repeat steps a to g.

View/Print PDF

S N N BTN
Upload
1 Proforma Invoice IF12345 0710572013

2 Proforma Invoice IF23456 07/05/2013

»,
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14 CBN FORMS APPLICATION USER MANUAL(SUBMISSION)

b. Attachment of electronic permit/certificate (e.g. e-SON Product Certificate,
NAFDAC e-Permit/Certificate, Insurance Certificate).
e The system requires attachment of electronic permit/certificate when the
declared item is regulated either by SON or NAFDAC Agencies.

Header Names & Parties Transport Financial Goods Attachments Endorsement

Item Number 1 | SON regulated product
HS Code * 8407330000 Recip.. piston engine, for veh. of Chapter 87, capacity>250<1000cc

Header Names & Parties Transport Financial Goods Attachments Endorsement

Item Number 1| NAFDAC regulated product

HS Code * 2301100000 Flours, meals and pellets, of meat or meat offal; greaves

e For SON, the system requires attachment of electronic certificate when
declared HS code(s) is under for SON regulated items AND the Item Level
— State of Goods is NEW).

Note: Ensure that the SON product electronic certificate is activated
before using it as an attachment (refer to TP-SON-SON Services Quick
Guide-EN-Vx.x for activation process at Trade portal download section).

e For Nigeria Insurers Associations (Certificate of Insurance), it is now a
mandatory attachment for CBN Form M.

CBN Form - Fill Form M
Import XML | View/Print PDF Verify m

© There is no Certificate of Insurance attached

Header Names & Parties Transport Financial Goods Attachments Endorsement

Scanned document file-size limit is 2 MB. There is no overall limit for the tofal size of all atfachments.

The file-size of an attachment can be reduced by scanning it in black and white instead of grayscale and with a scanning resolution of 300dpi max

List of Attachments

N T — oot O W —

+ Certificate of insurance

e To attach any electronic permit/certificate, perform the following:
1. Select corresponding agency’s permit/certificate name from list of

documents.
List of Attachments
Kx 5o
-+ NAFDAC e-Permit/Certificate

List of Attachments

Ex e

L SON Product Certificate

Note: For Insurance Certiifcate,”Certificate of Insurance” will auto-
pupulate on List of Attachment with mandatory Reference Number
field.

Copyright © WEBB FONTAINE WFN-EXT-CBNA0O-05-EN-v1.27
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15 CBN FORMS APPLICATION USER MANUAL(SUBMISSION)

List of Attachments

+ Certificate of insurance

2. For SON, enter Product Certificate document reference e.g. “L-
1306/01483”; date is optional.

List of Attachments

S O S R S BT
+ SON Product Certificate L-1306/01483

3. For NAFDAC e-permit/Certificate, enter the NAFDAC
permit/certificate’s Approval Reference for fresh application or
NAFDAC Registration Number for enrolled permit. Date is optional.

CBN Form - Fill Farm M NAFDAC e-License - View Application

Imoo XML ViewPrint POF R soc | e ] D

List of Attachments

+

4. For Insurance Certiifcate, enter the Certificate of Insurance
Reference Number e.g. “C/TEST/ABJ/013”.

‘Scanned document file-size imitis 2 MB. There is no overall imit for the total size of all attachments.
The file-size of an aftachment can be reduced by scanning it in biack and whie instead of grayscale and with a scanning resalution of 300di max

List of Attachments

# Type Reference Number Date File

Marine Insurance Certific ate CITESTIABJ013

5. Click on Add i+i button to add the electronic iermit/certificate.

Home > CBN > CBN Form

e CBN Form - Fill Form M
FilForm &

FillForm Mt Import XML | View/Print PDF Verify @W
Fil Form NeX

Fill Form NXP.

Header Names&Parties Transport Financial Goods Aftachments ~Endorsement

List of Attachments

" T T T RS

System Validations:

v’ Checks if the e-permit/certificate reference number exist, correct, has
APPROVED status or APPROVED (for NAFDAC) but has on-going
additional requested Quantity.

v’ Checks if the Certificate of Insurance exist and its Validity Date still
active.

v'For Certificate of Insurance, system checks if the Mode of Transport
value of Form M and Insurance Certificate are matching otherwise,
error message to be displayed.

This document, property of the issuing firm, cannot be
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16 CBN FORMS APPLICATION USER MANUAL(SUBMISSION)

Header Names & Parties Transport  Financial
Header Names & Parties

Scanned document file-size lmit is 2 MB. There is no overal

Transport| Financial Goods Aftachments Endorsement

The file-size of an atiachment can be reduced by scanning

List of Attachments

Customs Office * 01SM

Mode of Transport *

SEME BORDER POST

v | Seatansport

© The Corresponding Electronic Centificate of Insurance MoT Code is not Compatible with the FormM MaT Code
Insurance\Eertificate

+ Gertificate of insurance CITESTINGILAGIOZ1

v’ Checks if the TIN details of e-permit/Certificate (SON, NAFDAC,
Insurance Certificate) and TIN details of CBN Form M are matching
otherwise, error message will be displayed.

v'"When attaching renewed NAFDAC e-permit/certificate, system checks
if its Previous Certificate/Permit Number is “Expired” or utilized.
Previous Certificate/Permit must be utilized/used first prior its renewed
Permit.

Rrevisous

Renewed enroiaion Gertificate/Rermit
— SR
.
o o

v Checks if the NAFDAC e-permit/certificate reference number is using
Certificate codes allowed to be used/attached in Form M. Note that
these e-permit/certificate codes are not allowed to attach in CBN Form
M: 8105,8204,8205,8205,8406,8407, 8408, 8409, 8410.

v’ Checks if the NAFDAC e-permit/certificate reference number has
“Single or Multiple” type of use value. Single usage can be attached
one time only and Multiple can be attached several times in different
Form Ms.

Header Mames & Parties ltems Aftachments Fees Support Information

Applicanis Type End User e
Certificate &101

Chemical Evaluation and Research: Permit fo Import Industrial and Laboratory Chemicals

Application Number 1567068579662

Previous Certificate/Permit Number

Request Number 8101201900991
Request Date 29/082013
Approval Reference 2019002568
Approval Date 20/08/2019
Valid From 27/09/2019
Valid To IM22019

Cl'ype of Use Multiple Use ¥ )

Total Number of Items

a9

= a Copyright © WEBB FONTAINE
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17 CBN FORMS APPLICATION USER MANUAL(SUBMISSION)

6. Electronic-permit/certificate will be added, click on “View XXX
Certificate” link to view its certificate detalils.

Home > CBN > CBN Form

SE Form Operpters CBN Form - Fill Form M

FilForm A

FAnca M Import XML | View/Print PDF WOl store m
Fil Form NCX

Fil Form hXP

Q search Header Names&Parties Transport Financial Goods Aftachments ~Endorsement

BN Services
List of Attachments.

< B 1 M VRN =5 S = |

g SUGGEST

CEN Dovinloads

/@ 1 SONProduct Certiicate L-130601483 20022015

7. Electronic-Permit/Certificate window will be displayed.

8 https://app-trade.gov.ng/formx/formX

CBH Form - il Ferm W

Note:

e When Insurance e-certificate has been added, its Insurance value auto-
populates on Financial Tab — Insurance Value field and field will be
disabled.

Certificate of Insurance

Certificate Number: C/TEST/NG/LAG/020 Insurance Company: AIlICO INSURANCE PLC
Policy Number: MIP/TEST/LAG/NK/1229 Applicant TIN: A1189551

Inception Date: 02/01/2020 Cargo Description: Preloved Toys

Expiry Date: 02/01/2023 Insurance Value: 200,000 usD

Proforma Invoice Number :  PI/TEST/LAG/NK/0004

Copyright © WEBB FONTAINE WFN-EXT-CBNAOO-05-EN-v1.27
H This document, property of the issuing firm, cannot be
ware reproduced nor communicated without written authorization.



18
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Header Names & Parties Transport ; Financial ;| Goods Attachments Endorsement
Designated Bank * (4] First Bank PLC Group
Financial Details

Source of Funds * ASF ACCUMULATED SYNDICATION FUNDS
Currency Code * CHF Switzerland Franc

Exchange Rate * 17300 172.345

Total FOB Value 5500 CHF

Total Freight Charges * 324200 CHF

Total Ancillary Charges CHF

Insurance Value * 31,160,000.00 NGN

Total C&F Value 3,297.00 CHF

Total FOC 000 CHF

e Certificate of Insurance can be used/attached in CBN FormM one time
only.

e Cancellation of Certificate of Insurance which is already used in CBN
Form M cannot be done unless its CBN Form M is Cancelled.

3.1.10 On Endorsement tab details, Applicants and Authorized Dealer Endorsement
information will be displayed. It will be automatically updated by the system after
Form M submission and validation processes.

o CBN » CBM Form

CBl Form Operatons CBN Form - Fill Form M

Fill Form A

FitForm it Import XML View/Print PDF verty | [
Fill Form NCX

Fill Form NXP

Q search Header Names & Parties Transport Financial Goods Aftachments End-)raememE

CBN Services
Applicant’'s Endorsement
CBN Downloads
Date
MName of Applicant’s representative
Authorised Dealer’s Endorsement

Date

Endorsement Authorized Dealer

3.1.11 After having completed the all data entries of CBN Form and attached the
necessary document/s, user can perform the following by clicking on its
respective button:

a. Verify — This is to verify the information used.

b. Store — This is to store the newly created CBN Form to your computer.
Stored Form M can be retrieved, update its details then perform appropriate
operation.

c. Submit — This is to submit the newly created CBN Form to process the
application.

3.2 Verify
3.2.1 Click on Verify button to verify the information used.

Copyright © WEBB FONTAINE WFN-EXT-CBNAQ00-05-EN-v1.27
This document, property of the issuing firm, cannot be
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Home » CBN » CBHN Form

CBN Form Operations

Fill Form A
Fill Form M
Fill Form NCX.
Fill Form NXP

Q search
CBN Services

CBN Downloads

CBN Form - Fill Form M

Import XML View/Print PDF

EHeader MNames & Parties  Transport Financial Goods Aftachments Endorsement

Form Type Form M
Valid for FOREX (Y/N) * Yes [=]
Prefix * BA [=]

Applicant's banker (Authorized Dealer)

AD's Bank Code * 057 Zenith Bank
AD's address Nigeria
Bank Branch * 57150149 VICTORIA ISLAND

3.2.2 Message notification that “Form M has been verified.” will be displayed if
information used is correct.

e » CBN > CBNForm

CBN Form Operations

Fill Form A
Fill Form M
Fill Form NCX
Fill Form NXP

Q search
CBN Services.

CBN Downloads

CBN Form - Fill Form M

Form M has been verified

Import XML View/Print PDF Verify

Header MNames &Parties Transport Financial Goods Aftachments Endorsement

Form Type Form M

Valid for FOREX (Y/N) * Yes

Prefix * BA

Applicant's banker (Authorized Dealer)
AD’s Bank Code * 057 Zenith Bank
AD’s address Nigeria
Bank Branch * 57150149 VICTORIA ISLAND

Notel: The system will display a Warning Message when:
a. Selected Applicant’s Dealer Bank on Header Tab and Designated Bank on

Financial are

Home > CBN > CBN Form

CBN Form Operations

Fill Form &
Fill Form M
Fill Form NCX
Fill Form NXP

Q search
CBN Services

CBMN Downloads

different. T

0 ignore the message, click on (Ignore warning).

CBN Form - Fill Form M
Import XML || View/Print PDF Verify

(gnore warning)

{Header | Names & Parties Transport Financial Goods Aftachments Endorsement

Form Type Form bl
Valid for FOREX (YIN) Yes [=]
Prefix * c8 [=]

Applicant's Banker (Authorized Dealer)

AD's Bank Code * 0s7 Zenith Bank I
AD's AQdress Nigera
Bank Branch * 57070012 CALABAR

»,

Copyright © WEBB FONTAINE
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Home > CBN > CBN Form

elinkto CBN Form - Fill Form M
Fill Form A

FilForm 14 Import XML | View/Print PDF Verity
Fill Form NCX

Fill Form NXP
Q searcn i (ignore warning)
CBN Services

CBN Downloads —
Header Names &Parties Transport | Financial | Goods Aftachments Endorsement

I Designated Bank * on First Bank PLC Group I
Financial Details
Source of Funds * ASF ACCUMULATED SYNDICATION FUNDS
Currency Code * AUD Australian Dollar
Exchange Rate * 177447 | 167.447

b. HS code declared in the Form M is under the List of Prohibited ltems.

Home » CBN > CBNForm

CBN Form Operations. CBN Form - Edit Form M
Fill Form A

FilForm 1 View/Print PDF Bl update | submit | Delete
il Form NEX

Fil Form 1P
Q searcn (Ignore warning)
CoM Services

CBN Downloads

Header Names & Paries Transport Financial Goods Support
General Goods Description* Galys
List of ltems

- Desai f| Stateof | Couniyof | Sector ceight
Add 1 42.000 14,544.00 123.00

7 1 0105110000 dhius 3 as B0201 12000 14,544.00 123.00

Note2: For the transaction that has declared any SON regulated HS codes, the
system performs the following:
1. Notifies the specific required document(s) to be attached when there is no

attached documentﬁsi.

> > BN For

BN Form Operations

CBN Form - Fill Form M

General Goods Description amana Bode

List of Items

2. Checks if the TIN number declared in the transaction is matching with TIN
number used in attached electronic document otherwise, the system displays
error message.

Copyright © WEBB FONTAINE WFN-EXT-CBNAQ00-05-EN-v1.27
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21 CBN FORMS APPLICATION USER MANUAL(SUBMISSION)
CBN Form - Fill Form M
mport XML | ViewlPrint PDF Verity mm
© There is no corresponding vasd electronic SON Product Certificate
List of Attachments
- =
rya Rl SON Product Ceniicate L-1306/0148: 200022016
3. Provides a Warning message (There is no corresponding valid electronic SON
Product Certificate (Ignore warning)) during verification or submission process
when a transaction has declared SON regulated item and its State of Goods is
either Perishables, Refurbished, Scraﬁ or Used Goods.
CBN Form - Fill Form M
) Import XML | View/Print PDF Verty ﬁﬁ
Q Search lgrrore waming)
General Goods Description
List of ltems
Add 1 121.000 121.00 121100
ra | 1 AD102 121.000 121.00 1,211.00
3.3 Store
3.3.1 To store the record in the system, click on Store button.
Home > CBN » CBMForm
CBN Form Operations. CBN Form - Fill Form M
Fil Form A
FilForm it Import XML || View/Print PDF Veri . Submit
Fil Form NCX.
Fill Form NXP . .
Q search ] ] MNames & Parties  Transport Financial Goods Attachments Endorsement
CBN Services.
Form Type Form M
CBN Downloads
Valid for FOREX (Y/N) * Yes Iz‘
Prefix * BA E
Applicant's banker (Authorized Dealer)
AD's Bank Code * 057 Zenith Bank
AD's address Nigeria
Bank Branch * 57150149 VICTORIA ISLAND
Note: Store operation will store the Form in the application and will not be visible
to another user. Information of stored CBN form can be updated.
3.3.2 Message notification that “Form M has been stored.” will be displayed and
Support Information window will be updated.
Copyright © WEBB FONTAINE WFN-EXT-CBNAQ00-05-EN-v1.27
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Home » CBN » CBN Form

CBN Form Operations

Fill Form A
Fill Form M
Fill Form NCX
Fill Form NXP

Q search

CBN Services

CBN Form - View Form M

Form M has been stored.

& Export XML View/Print PDF

CBMDownloads

Header Names & Parties Transport Financial Goods Aftachments Endorsement Suppunlnlnrmatmné

Owner IMP-formM1@ALL
Status Stored

Add Message

Note: Form M will be displayed in view mode after Store operation is performed.

3.4 Search
3.4.1 On CBN Form search page, define search parameter values and click on Search
button.

Home » CBN > CBMForm
e e Search for CBN Form
Fill Form &
Fill Form 1
Fill Form NCX. Form Type FormM E| ‘Amount (FOB) equals E| 291,185.00
Fill Form NXP Document Status STORED [=] Submission Date =
Q, Search Form Number Validation Date E|
CBN Services. Application Number Currency
CBN Downloads TiNiApplcant Customs Office 01AF
HS Code Bank Branch 57150149
Include Expired (=] Search Reset

Note:
a. Todisplay all CBN Form records with different type and status, click on
Search button without defining any search parameter values.

b. Tick on the “Include Expired” box to include all CBN Form records with
expired validity in the search results.

3.4.2 Record that matches the search parameter will be displayed.

Loaded 1 decuments of 1

Application Cum. . . ‘Submission | Validation
iziz Applicent Name | €U | Amount (FOR) Laiz Lriz

® /M M STORED AUD MICKEY LADE... 01AP  281,185.00

Note:

a. Click on View icon to open the CBN Form M Information in the current
window.

Loaded 1 documents of 1

o e
@

IM STORED

Copyright © WEBB FONTAINE WFN-EXT-CBNA0O-05-EN-v1.27
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23 CBN FORMS APPLICATION USER MANUAL(SUBMISSION)
Click on Edit icon to modify the contents of CBN Form M.
Loaded 1 documents of 1
M STORED
Click on Delete icon to delete the stored Form M.
Loaded 1 documents of 1
o e
® | M STORED
d. Right click on any operation’s icon or operation’s name hyperlink to view other
operations.
Loaded 1 documents of 1 FaNFem Qpersiens CBNFo
Fill Form A
@@ M STORED Fil Form Open Link in New Tab
Open Link in New Tab Fil Form Open Link in New Window
Open Link in New Window Q ses|  OpenLinkin New Private Window
Open Link in New Private Window Bookmerk This Link
Bookmark This Link —— —— B
Save Link As... CBN Do s
FrAR DT Copy Link Location
Inspect Hlement (Q) Inspect Element (Q)
General Remarks:
1. Users can only search, view and edit their own generated CBN form.
2. Users can view different status of their submitted CBN Forms.
3.5 Update
3.5.1 To update the details of any stored Form M details, go to CBN Search page then
retrieve the Form M. From search result page, select the Form M record then click
on Edit icon to edit Form M details.
Loaded 1 documents of 1
M STORED AUD MICKEY LADE... 2591,185.00
3.5.2 Form M details will be displayed. Modify the contents of Form M and/or attach
necessary document/s then click on Update button to store/save the changes
made in Form M information.
= a Copyright © WEBB FONTAINE WFN-EXT-CBNAOO-05-EN-v1.27
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AR LRSS CBN Form - Edit Form M
Fill Form A
Fil Form 1 View/Print PDF VS0 { vpazte ) submit
Fill Form NCX
Fill Form NP
Q search Header Mames &Parties Transport Financial Goods Aftachments Endorsement Support Information
CBN Services.
Form Type Form 11
CBN Downioads
Valid for FOREX (Y/N) * Ves lz‘
Prefix * c8 [=]

Applicant's Banker (Authorized Dealer)

AD's Bank Code * 057 Zenith Bank
AD's Address Nigeria
Bank Branch * 57150149 VICTORLA ISLAND

‘Form M has been updated.’

" will be displayed

3.5.3 Message notification that

Home > CBN > CBNForm

CBN Form Operations CBN Form - View Form M
Fill Form A
Fill Form M

Fill Form NCX Form M has been updated.
Fil Form NXP

Q search
& Export XML View/Print PDF
CBN Servicss

CBH Downloads
Header Names & Parties Transport Financial Goods Aftachments Endorsement Support Information

Form Type Form K
Valid for FOREX (YiN) Yes
Prefix cB

Applicant's Banker (Authorized Dealer)

AD's Bank Code 057 Zenith Bank
AD's Address Nigeria
Bank Branch 57150149 VICTORIA ISLAND

3.5.4 Status of Form M after update operation remains Stored.

3.6 Submit

3.6.1 The user has the option to immediately submit the newly created Form M by
clicking on Submit Button.

Home > CBN > CBN Form

el s CBN Form - Edit Form M
Fill Form A
FilForm View/Print PDF LGl Update (| Submit | Del
Fill Form NCX
Fill Form NXP
q Search Header Names & Parties Transport Financial Goods Aftachments Endorsement Supportinformation
CBN Services
Form Type Form M
CBN Downloads
Valid for FOREX {Y/N) * ves =
Prefix * cB [=]

Applicant's Banker (Authorized Dealer)

AD’s Bank Code * 057 Zenith Bank
AD's Address Nigeria
Bank Branch * 57150149 VICTORIA ISLAND
Copyright © WEBB FONTAINE WFN-EXT-CBNA00-05-EN-v1.27
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3.6.2 Confirmation message will be displayed which includes a cautionary message that
“Declarant shall be prosecuted for any false declaration in line with applicable laws
and regulations of the Federal Government of Nigeria”. Click on Yes button to
submit the Form M.

Confirmation of Operation

(Declarant shall be prosecuted for any
false dectaration in fine with
applicable laws and regulations of the
Federal Government of Nigeria)

Are you sure you want to Submit this
application 2

&= -

3.6.3 Message notification that “Form M has been submitted.” will be displayed.
Application Number will be generated and displayed.

Home N 3 CBN Form
CBN Form Operations. CBN Form - View Form M
Fill Form A
Fill Form 1
Fill Form NCX Form M has been submitted.
Fill Form NXP
Q, search
€& Export XML View/Print PDF
CBN Services
CBN Downloads
Header Mames &Parties Transport Financial Goods Attachments Endorsement SupportInformation
Form Type Form M
I Application Number MF20130000271 I
Valid for FOREX (YiN) Yes
Prefix CB
Applicant's Banker (Authorized Dealer)
AD's Bank Code 0s7 Zenith Bank
AD's Address Nigeria
Bank Branch 57150149 VICTORIA ISLAND

a. Application Number - This is automatically generated after Importer has
submitted the CBN Form and will be rotated every year (i.e. start from 1 for
every year). It has the following format: [ZZ][YYY Y][XXXXXXX]:

ZZ- (MF, AA, EX, NX)

Form M: MF, Form A: AA, Form NXP: EX, NCX: NX
YYYY- Current Year
XXXXXXX- Current Sequential no.

e.g. Form M: MF20130000105

b. Support Information tab will display historized details of Form M operations
information. This feature applies to all CBN Forms.

Copyright © WEBB FONTAINE WFN-EXT-CBNAQ00-05-EN-v1.27
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Home » CBN > CBN Form
CBN Form Operations CBN Form - View Form M
Fill Form A
Fill Form M
Fill Form NCX Form M has been submitted.
Fill Form NXP
Q, search
& Export XML View/Print PDF
CBN Services.
CBN Downloads e
Header MNames & Parties Transport Financial Goods Attachments Endersement | Suj
Owner IMP-formM1@ALL
Status Submitted
15i02/2013
[15:16:46] Importer Formid1 Importer FormM1 ( Importer Company ): Submit Submitted
Add Message
c. After Submit operation, Applicants details will be updated on Endorsement
page as shown below:
Home » CBN » CBN Form
CBMN Form Operations. CBN Form - View Form M
Fill Form A
Fill Form W
Fill Form NCX Form M has been submitted.
Fill Form NXP
Q, search
& Export XML View/Print PDF
CBN Services.
CBN Downloads. [,
Header Names & Parties Transport Financial Goods Aftachments :Enﬂnrsemam: Support Information
Applicant's Endorsement
Date 08/05/2013
Name of Applicant's Representative importer FormM1 Importer Formh1
Applicant Name MICKEY LADEY COMMERCIAL COMPANY
LIMITED
Authorised Dealer's Endorsement
Date
Endorsement Authorized Dealer
d. Form M status will be changed from STORED to SUBMITTED.
Leaded 1 documents of 1
I - e i
& I SUBMMTED MF20130000271 AUD MICKEY LADE.. 01AP  288,975.00 08/05/2013
Note: For CBN Form and NAFDAC integration, when the CBN Form M with
attached NAFDAC e-permit/certificate has been submitted, your NAFDAC
e-permit will be marked in NAFDAC Application as “Used” or “Locked” as
shown below:
1. NAFDAC — CBN Form M markings:
o Used — NAFDAC e-permit/certificate Type of Use is “Single” usage.
e Locked — NAFDAC e-permit/certificate Type of Use is “Multiple” usage.
e.g. 8101 - Chemical Evaluation and Research: Permit to Import Industrial and
Laboratory Chemicals Type of Use = “Multiple” so its CBN Form M value in
NAFDAC application will be “Used”
Copyright © WEBB FONTAINE WFN-EXT-CBNAQ00-05-EN-v1.27
. i This document, property of the issuing firm, cannot be

reproduced nor communicated without written authorization.



27

CBN FORMS APPLICATION USER MANUAL(SUBMISSION)

Loaded 1 document(s) of 1

Company |,
-

1568216274 . 5101201900 11/09/2018 2013002 11/08/2 _ 0002970... CER

|EI Names & Parties ltems Aftachmenis Fees Support Information
Applicants Type End User Q
Certificate 8101 Chemical Evaluation and Researc
Application Number 1563216274591
Pravious Certificate/Permit Number 2019002572
Reguest Number 8101201900897
Request Date 1110872019
Approval Reference 2019002573
Approval Date 11/08/2019
Valid From 08/01/2020
Valid To 31/1212020
Type of Use Mulliple Use v
Total Number of Items 2
Total Amount N 32,434.00
Amount To Be Paid -3 0.00
Current Division
Division Status Approved
| CEN Status Used |

3.7 Deleting Stored CBN Form

3.7.1 To delete stored CBN Form M from your computer, open the form then click on
Delete button.

Home » CBN » CBN Form

LA CBN Form - Edit Form M
Fill Form A
FiForm i View/Print PDF Verify
Fill Form NCX
Fill Form NXP
Q, Search Header Names & Parties Transport Financial Goods Aftachments Endorsement Supportinformation
CBM Services
Form Type Form M
CBN Downioads
Valid for FOREX (Y/N) * Yes [=]
Prefix * BA [=]

Applicant's banker (Authorized Dealer)

AD's Bank Code * 057 Zenith Bank
AD's address Nigeria
Bank Branch * 57040068 EKPOMA

3.7.2 Confirmation message will be displayed. Click on Yes button to delete the stored
Form M.

-
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Confirm operation
Are you sure you want to Delete this
application ?
3.7.3 Message notification that “Form M has been deleted.” will be displayed and
Search for CBN Form appear
Home » CBN » CBN Form
CBN Form Operations. Search for CBN Form
Fill Form A
Fill Form M
Fill Form NCX Form M has been deleted.
Fill Form NXP
Q search
CBN Services. Form Type Formh [=] Ameunt(FoB} =
CBN Downloads Document Status [=] Submission Date [=
Form Mumber ‘Validation Date =
Application Number Currency
TIN/Applicant Customs Office
HS Code Bank Branch
Include Expired B Reset
Note: Deleting stored Form M can be done also on Search Results page by
clicking on Delete icon.
Loaded 1 documents of 1
@ I STORED AUD MICKEY LADEY ... 01AP 251,185.00
3.8 Export XML
3.8.1 To export Form M details into XML file, open the Form M record then click on
Export XML button at menu bar.
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CBN 3 CBN Form

CBN Form Operations CBN Form - View Form M

Fill Form A

Fill Form M View/Print PDF
Fil Form NCX

Fill Form NXP

Header Names &Parlies Transport Financial Goods Aftachmenis Endersement  SupportInformation

Q Search
CBM Services Form Type Form M
CBM Downloads Application Number MF20130000038
Valid for FOREX (YN} Yes
Prefix BA
Year 2013

Applicant’s banker (Authorized Dealer)

AD's Bank Code 023 CTIBANK NIGERIA LIMITED
AD's address Nigeria
Bank Branch 23080133 ABUJA

Form Number BA02320130000001

Valid Until 1210172014

3.8.2 XML report dialogue box is displayed. Either tick on option Open with or Save File
then click on OK button to open the XML details.

Home > CBN > CBNForm

s larm G CBN Form - View Form M
Fill Form A
Fill Form M & Export XML View/Print PDF
Fill Form NCX
Fill Form NXP
Q Search Header MNames & Parties Transport Financial Goods Attachments Endorsement  Supportinformation
CBN Services
Form Type Form 1

CBN Downloads

Application Number 1o i Farm M_Lxml [

Valid for FOREX (YiN)

You have chosen to open:
Prefix 2| Form_M_Lxml

whichis: XML Document

Year from: https://app trade.gov.ng

Applicant's Banker (Adf||  What should Firefox do with this file?

AD's Bank Code @ {Open with | XML Editor (default) =

) SaveFile

AD’s Address
[C] Do this automatically for files like this from now on.
Bank Branch

Form Number oK Cancel

Valid Until

3.8.3 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.
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Home » CBN » CBNForm

CBMN Form Operations CBN Form - View Form M
Fill Form A
Fill Form 1 @ Export XML View/Print PDF
Fill Form NCX
Fill Form NXP
Header Names & Parties Transport Financial Goods Aftachments Endorsement Supportinformation
Q Search
CBN Services ™
CBN

[[File) Edit Format View Help

New CtrlsN  [E><INF><FRX>1</FRX><YEA>2013</YEA><SER>MF20130000039</5ER><PFX>BA</PFX><BNK><C' &
OT><COD>1</COD></MOT><DI5><COD>NGAPP</COD></DI5><DST><COD>AEATM< /COD></DST=<CLh

Open... Ctr+0  WGT><GRS/><NET>1111342</NET></WGT><FOC>0</FOC></ I TM><ATD><COD>003</COD><NAM> LI

Save Ctrl+5

Save As...

Page Setup... |

Print... Ctrl+P

Exit

Form Number BAD2320130000001

Valid Until 12/01/2014

3.9 Import XML

3.9.1 To import XML file into Form M blank form, click on Import XML button at menu
bar.

Home 3 CBN > CBNForm

CBN Form Operations CBN Form - Fill Form M
Fill Form A :
Fill Form M View/Print PDF Verify
Fill Form NCX
Fill Form NXP
Q search Header Names & Parties Transport Financial Goods Attachments Endorsement
CBN Services
Form Type Form M
Quick Links
Valid for FOREX (Y/N) * E

Prefix * E

Applicant's banker (Authorized Dealer)

AD's Bank Code * 023 [=]
AD's address
Bank Branch * E

3.9.2 Import XML window will be displayed. Click on Browse button to select the XML
file then click on XML import button.

-
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Import XML

C:\Users\OWT\Deskto

XML Import

3.9.3 Details of Header, Name and Parties, Transport, Financial and Goods are
imported into the Form M. For attachment, users need to manually upload
document/s into the system. Start modifying the Form M details.

SRR CBN Form - Fill Form M|

Fill Form A

Fill Form M Import XML | View/Print PDF VZL Bl Store | suomi |

Fill Form NCX

Fill Form NXP
Q, search Header MNames & Parties Transport Financial Goods Attachments Endorsement
CBN Services
Form Type Form M
Quick Links
Valid for FOREX (Y/N) * Yes E|
Prefix * BA [=]

Applicant’s banker (Authorized Dealer)

AD's Bank Code * 023 E| CITIBANK NIGERIA LIMITED
AD's address Nigeria
Bank Branch * ao0z3 |z| Headquarter

3.10 View/print PDF
3.10.1 To print Form M, click on View/print PDF button at menu bar.
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Home 3 3 CBM Form
CBN Form Operations CBN Form - View Form M
Fill Form A
Fil Form M @ Export XML View/Print PDF
Fill Farm NCX. L
Fill Form NXP
Header Names & Parties Transport Financial Goods Attachments Endorsement Support Information
Q Search
CBN Services Form Type Form I
CBN Downloads Application Number MF2013000003%
Valid for FOREX (YIN) Yes
Prefix BA
Year 2013
Applicant's banker (Authorized Dealer)
AD's Bank Code 023 CTIBANK NIGERIA LIMITED
AD's address Nigeria
Bank Branch 23080133 ABUJA
Form Number BA02320130000001
Valid Until 1210112014

Home 3 CBN > CBNForm

CBN Form Operations CBN Form - View Form M

3.10.2 A PDF report dialogue box is displayed. Either tick on option Open with or Save
File then click on OK button to download the report.

r ~
Fill Form 1 © Export XML Opening BAD232013000000Lpdf [

Fill Form A

Fill Form NCX

Fill Form HXP s
Header Mames & Pari

Q Search

CBN Services I

CBN Downloads Application Number

Valid for FOREX (Y/N)

Prefix

Year

Applicant's banker (Al
AD's Bank Code
AD's address
Bank Branch

Form Number

Valid Until

have chosen to open:

2] BA02320130000001.pdf

which is a: Adobe Acrobat Decument

from: https://app-tirade.gov.ng
What should Firefox do with this file?

rmation

[AdobeAcmbatQD b ]

“) DownThemAll
©) dTaOneClickl

) SavefFile

[T] Do this gutomatically for files like this from now on.

BA02320130000001

120172014

[ C:\Users\OWT\Downloads\, = ]

print the record.

3.10.3 PDF file will be displayed. On PDF file window click on Print icon on toolbar to

»,
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2. Applicant’s Name and Address|
PETROLINK NIGERIA LIMITED
IND FLOOR EKITI HOUSE PLOT 1
MOHAMMED STREET CENTRE B
DISTRICT ABUJA ABUJA ABUJA

[ print to fie

9. Beneficiary’s Name and Addres]

[ Choose paper source by PDF page size

Use custom paper size when needed

Urits: Inches Zoom : 91%

T pdf - Adobe Acrabat Pro —— - —— A — \.:.\‘\Lzsgu
File Edit View Document Comments Forms Tools Advanced Window Help x
4, Cueate ~ 5] Combine - 3] Collaborate = [ Secure - / sign - . Forms - [y Multimedia = 7 Comment -
O NER R . e K
Printer B
Nome: [P Coler Loseriet s PP SeriespcL <] [_Propertes ]
Status: Ready Comments and Forms: |
CEN e 0 cooroserst vzsanven seiespr s NISSION ORIGINAL
FOREN| Pintranse Previen: Composite CREE 1005 page 1 of 1
ou
[|  ©curentvew
Forn S NBERING APPLICATION NUMBER
(Applicafl] ~Feoes L1 0000001 | =
Subset: |Allpages in range MF20130000039
Reverse pages
Page Handing END OF VALIDITY | 12/0122014
opies: : n
1. Name and Address of Applicanfl ™ B e
CITIBANK NIGERIA LIMITED Ferese ABUJA
[7] Auto Rotate and Center

5. Applicant's NEPG reg. No.

8. Applicant's email

singlewindowuser@yahoo.com

[T print color as black

12. Beneficiary's Fax
0123456788

1

Ferdi Macoy Jr.
123 Victoria island, Lagos Nigeria

15. General Description of Goods
Car Parts

16. Net Weight 17. Gross Weight

‘ 18. Total number of ltems
1111464 000

General Remarks:
1.All CBN forms printouts are unified hence each form is identified by form

type.
2.Entry labels not applicable in printed form will be in greyed out.
3.Application features are generic to all CBN forms.

3.11 Modification of Rejected Form M

3.11.1 To modify the rejected Form M, go to Search page then select the Form M record
with Query status. Click on Edit button to modify the content of Form M.

Loaded 1 documents of 1

Application Submission
E-E ARSI ﬁ SmeEEeS)

I QUERY MF20140000014 USD MICKEY LADE... 01AP 25,782.00 17/01/2014

3.11.2 Form M details will be displayed. Click on Support Information tab to check the
details of rejection.

Validation
Date

Home » CBN » CBN Form

CBN Form Operations CBN Form - Edit Form M

Fill Form A

FilFormd View/Print PDF Verify
Fill Form NCX.

Fill Form NXP

Q search Header MNames &Parties Transport Financial Goods Aftachments Endorsement SuppertInformation

CBN Services Owner IMP-formM@ALL

Status QUERY
1710172014

CBN Downloads

[16:32:50] Importer Formh Importer Formid ( Importer Company ): Submit SUBMITTED
[16:36:38] Zenith User1 ( Zenith Bank ): Reject QUERY SON PRODUCT CERTIFICATE IS REQUIRED FOR IMPORT TEMS.

3.11.3 Start modifying the content of Form M then click on Submit button to submit the
changes made in Form M.
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Home » CBN » CBN Form

Eln sl CBN Form - Edit Form M
Fill Form A
Fill Form M
Fill Form NCX
Fill Form NXP

View/Print PDF Verify

Q, Search Header MNames & Parties Transport Financial Goods Attachments Endorsement Support Information

CBN Services .
List of Attachments

_—

+ SUGGES Upload

CBN Downloads

) 1 SONCAP SOoN123 090172014 Download

3.11.4 Message notification that “Form M has been submitted.” will be displayed and
Support Information tab will be updated.

Home > CBN » CBN Form

e CBN Form - View Form M
Fill Form A
Fill Form M

Fill Form NCX Form M has been submitted.
Fill Form NXP

Q search
@ Export XML View/Print PDF
CBN Services

CBN Downloads
Header MNames & Parties Transport Financial Goods Aftachments Endorsement Support Information

Form Type Form M
Application Number MF20140000014
Valid for FOREX (Y/N) Yes

Prefix BA

Applicant's Banker (Authorized Dealer)

AD's Bank Code 057 Zenith Bank
AD's Address Nigeria
Bank Branch 57040013 BENIN

Note:
Status of Form M will be changed from “QUERY” to “SUBMITTED” after
modification is made.

Loaded 1 documents of 1

Numnt Application - N - Submission | Validation
=--E e ﬁ 18

o I SUBMITTED MF20140000014 USD MICKEY LADE... MMAP 26,762.00 17/01/2014

3.12 Post Entry Modification

3.12.1 From CBN Form search result page, select the Form M record then click on Edit
icon to edit Form M details.

Loaded 1 documents of 1

Application | Cum. & Submussmn Validation
e e

IM QUERY CB0OS720130000061 MF20130000270 AUD MICKEY LADE... 01AP 28997500 08/05/2013 08/05/2013
Note:
a. Authorised Bank must first execute the post entry operation in order for the
importer to update the Form M content.
b. Registered Form M on which Post Entry has been made by authorized bank
will have a “QUERY” status.
c. Post entry can only be made on registered Form M.

-
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3.12.2 Form M details will be displayed. Start modifying the contents of Form M then

CBN > CBM Form

e Oneeatone CBN Form - Edit Form M

Fill Form A
Fill Form M
Fill Form NCX.
Fill Form NXP

View/Print PDF

Q search

CBM Services.
Form Type

CBN Downloads

Application Number

Valid for FOREX (YIN) =

Prefix *

Year *

Applicant's Banker (Authorized Dealer)
AD’s Bank Code *
AD's Address
Bank Branch *

Form Number

Valid Until

click on Submit button to submit the changes made in Form M.

Form I

WMF20130000270

0s7 Zenith Bank

Nigeria

57070012 CALABAR

CB05720130000061

0411112013

Header | Names & Parties Transport Financial Goods Attachments Endorsement Support Information

Note: The editable fields are the following:

a. Header Tab
¢ Valid for Forex (Yes or No)?
e Bank Branch

b. Transport Tab

¢ Customs Office

e Mode of transport
Country of Supply
Port of Loading
Port of discharge
Shipment date

c. Financial Tab:
¢ Designated Bank

Note that Designated Bank is editable only when:
a. Authorized Dealer’s Bank is Non-Duty Collecting
b. Designated Bank was removed from active list after eForm M registration

e Source of Funds
e Transfer Mode
e Terms of Delivery

Note: Payment (Mode/Date) — editing of the fields values are restricted to

CBN only.

d. Goods Tab:
o Item level — Country of Origin

e. Attachments Tab

e User can add attachments only (note: User cannot delete attached

documents)

3.12.3 Message notification that “Form M has been submitted.” will be displayed and
Support Information box will be updated.
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Home » CBM » CBM Form

CBMN Form Operations CBN Form - View Form M
Fill Form A

Fill Form b

Fill Form NCX Form M has been submitted.

Fill Form NXP

Q search
& Export XML View/Print PDF
CBN Services

CBN Downloads

Owmner IMP-formM1@ALL
Status SUBMITTED
08/05/2013

Add Message

Header Names & Parties Transport Financial Goods Aftachments Endorsement @ Support Information

[11:00:47] Importer FormM1 Importer Formh1 ( Importer Company ): Submit SUBMITTED
[11:11:15] Zenth User1 ( Zenith Bank ): Reject QUERY Please attach SONCAP certificates

[11:56:09] Importer FormM1 Importer FormM1 ( Importer Company ): Submit SUBMITTED Attached the SONCAP Certificates
[12:11:13] Zenith User1 { Zenith Bank ): Validate VALIDATED
[12:12:57] SCA Userl ( Cotecna ): Register REGISTERED
[12:22:14] Zenith User1 ( Zenith Bank ): Post Entry QUERY Form I detais need to be updated
[14:04:35] Importer Formit1 Importer Formit1 { Importer Company ): Submit SUBMITTED

Note:

Status of Form M will be changed from “QUERY” to “SUBMITTED” after post entry

modification has been made.

Loaded 1 documents of 1

Application
I

Cum. . . Submission
Applicant Name Amount (FOB)

o IM SUBMITTED CBOST20130000061 MF20130000270 AUD MICKEY LADE... 01AP  285975.00 08/05/2013 08/05/2013

Validaticn
Date

3.13 Form M Validity Extension

3.13.1 The user needs to request Form M Validity extension to designated Bank where

he processed the Form M.

3.13.2 When request has been approved, Form M extended validity will be displayed as
shown below:

Home > CBN » CBMForm
CBN Form Operations CBN Form - View Form M
Q Search

& Export XML View/Print PDF
CEN Services

CBN Downloads

Header Mames &Parties Transport Financial Goods Aftachments Endorsement Support Information

Form Type Form It
Application Number MF20130000038
Valid for FOREX (YIN) es
Prefix BA
Year 2013
Applicant’s banker (Authorized Dealer)

AD’s Bank Code 023

AD's address Nigeria

Bank Branch 23080133
Form Number BA02320130000001
Valid Until 07/01/2015
Original Validity Date 12/01/2014

CITIBANK NIGERIA LIMITED

ABUJA

'k

»,
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3.14 Form M’s C and F value Excess Allowance

3.14.1 The user needs to request an increase of Form M’s C & F value excess
allowance to designated Bank where he processed the Form M.

3.14.2 Banks to request an increase of Form M’s C & F value excess allowance to CBN
when necessary.

3.14.3 CBN to approve the amount of Form M Excess allowance. Approved amount will
be displayed at Form M Support Information tab including its details.

CBN Form - View Form M

& Export XML View/Print PDF

Q sesrch Header MNames & Parties Transport Financial | Goods Aftachments Endorsement Support Information

CEN Services Owner BNK-011-002@011

CBN Downloads Status REGISTERED

alidate VALIDATED
| Register REGISTERED

s Total C&F Value from 3,212 GAD ta 10,000 GAD dus 1o Importers request

Add Message

General Remarks:
a. Status of CBN Form M will be changed from “SUBMITTED” to “VALIDATED”
after it has been validated by Bank.

Leaded 1 documents of 1

e e e e

o I VALIDATED CBOS720130000058 MF20130000269 AUD MICKEY LADE.. 0MAP  281174.00 0202013 08/05/2013

=

Initial Validity of Form M after validation:
- Initial validity for general merchandise is 360 days.
- Initial validity for plant, machinery and equipment is 720 days.

c. Form M Extension initial validity extension can only be made by the authorized
bank:
- Validity for general merchandise is 180 days.
- Validity for plant, machinery and equipment is 360 days.

d. Any subsequent validity extension will be made by CBN:
- There is no limit on how many times the validity extension could be made by
CBN.
- There is no limit for number of validity extension days that could be granted
by CBN.

e. All Form M on which no shipment has taken from the date of its registration
will automatically be cancelled after 2 (two) years in the case of General
Merchandise and 5 (five) years in the case of Plant, Machinery and
Equipment.

—h

Form M Validity Extension can be done before or after the expiry of Validity
Date.

g. Form Number is automatically generated after the Bank has validated the CBN
Form. Its format is ZZXXXYYYY1234567:
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ZZ - Prefix (i.e. BA, CB, EX, IS, NX)
XXX- Bank code
YYYY- Year
1234567- Sequential number
Example: BA02320130000001
Note: EX, IS, NX are prefix for other CBN Forms (NXP, A, NCX).

h. Status of CBN Form M will be changed from “VALIDATED” to

“REGISTERED?” after it has been registered by Scanning Company.
Loaded 1 decuments of 1
[ IM REGISTERED  CBOS720130000056 MF20130000262 AUD MICKEY LADE.. MAP  281185.00 03032013 03/052013

i. Short Message Service (SMS) notification format to be sent by the system to
Importer after registration, rejection and cancellation of Form M has been
made:

Form M with application number {applicationNumber} (form number
{formNumber}, ADB:{bankname}) has been {operationNameMade} by user
{company} on {Date/Time}.

j-  Electronic mail notification format to be sent by the system to Importer after

registration, rejection and cancellation of Form M has been made:

Dear User,

Form M with application number {applicationNumber} (form number
{formNumber}, ADB:{bankname}) has been {operationNameMade} by user
{company} on {Date/Time}.

message:

Should you experience issues with the CBN electronic forms application,
please contact the support at support@trade.gov.ng.

NSW Trade Portal team

Information in this email 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.

k. Status of Form M will be changed from “REGISTERED” to “RAR LOCKED”
after its RAR has been registered. CBN Form M with RAR Locked status
cannot be modified or cancelled.

Loaded 1 documents of 1
o IM RARLOCKED CBOS7T2013000005% MF20130000269 AUD MICKEY LADE... 01AP  291,174.00 08/05/2013 08/052013

I.  After the validity date of Form M with “RAR LOCKED” status has been
extended by Authorised Dealer Bank or CBN, its status remains “RAR
LOCKED".

Loaded 1 documents of 1
o IM RARLOCKED CBOS7T2013000005% MF20130000269 AUD MICKEY LADE... 01AP  291,174.00 08/05/2013 08/052013
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m. Status of Form M will be changed from “QUERY” to “CANCELLED” or
“‘REGISTERED” to “CANCELLED” after Form M has been cancelled by CBN.

Loaded 1 documents of 1

Application Cunr. . . Submission | Validation
(‘ Fpplicantiiame |19 | Ameurt FO8) Dats Daie

o M CANCELLED  CBOS7Z0130000053 WF20130000284 AUD MICKEY LADE... 0MAP  411,318.00 03/05/2013 03/05/2013

Note: CBN should be able to cancel Form M with QUERY and REGISTERED

status only.
4 FORM NXP OPERATIONS
4.1 Create

4.1.1 To create new Form NXP record, click on CBN Form Operations then click on Fill
Form NXP hyperlink.

Home 3 CBN » CBN Form
CBN Form Operations Search for CBN Form
Fill Form A
Fill Form W
Fill Form NCX. Form Type Formil [=] Amount(FoB) [=]
Document Status [=] Submission Date =
Q search Form Number Validation Date =
CBN Services Appiication Number Currency
CBN Downloads TIApplicant Customs Office
HS Code Bank Branch
Includs Expird B Reset

4.1.2 Fill Form NXP page will be displayed. Complete all data entries (Header, Names
and Parties, Transport, Financial, Goods, Attachments, Endorsement).

Home > CBM > CBN Form

vt CBN Form - Fill Form NXP
Fill Form A
FillForm 1t Import XML View/Print PDF Verify
Fill Form NCX.
Fill Form NXP
Q search Header MNames & Parties Transport Financial Goods Aftachments Endorsement
CBN Services.
Form Type Farm NXP

CBMN Downioads.
Applicant's banker (Authorized Dealer)

Tab Name Enter or select any values for the following fields:
Header AD’s Bank Code, Bank Branch

Name and Applicant TIN, Applicant's NEPC reg. No., Applicant's State
Parties Code, Applicant's City, Applicant's Phone, Applicant's Email,

Consignee's Name, Consignee's Address, Consignee's
Country, Consignee's Phone, Consignee's Fax, Consignee's
Email and By order of.

Transport Customs Office, Mode of Transport, Country of Origin,
Country of Supply, Port of Loading, Port of Discharge,
Inspection Agent and Shipment Date.

Financial Designated Bank, Currency Code, Exchange Rate, Total
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Tab Name Enter or select any values for the following fields:

Ancillary charges, Insurance Value, Proforma Invoice
Number, Proforma Invoice Date, Payment Mode, Payment
Date, Transfer Mode and Term of Delivery.

Note: Total FOB Value, Total Freight Charges and Total C&F
Values are automatically calculated and displayed.

Goods General Goods Description, HS Code, Commercial
Description of Goods, State of Goods, Sectoral Purpose,
Type of Packages, No. of Packages, Gross Weight (kg), Net
Weight (kg), Quantity, Unit of Measurement Code, Unit Price
(currency), FOB Value and Freight charges (currency).

Attachment Type of Document, Reference Number and Date.

4.2 Verify

4.2.1 Click on Verify button to verify the information used.

Home > CBN ) CBNForm

R CBN Form - Fill Form NXP

Fill Form A

FilForm it Import XML || View/Print PDF Store w
Fill Form NCX

Fill Form HXP

Q, search Header MNames & Parties Transport Financial Goods Aftachmenis Endoersement

CBM Services
Form Type Form NXP
CBN Downloads

Applicant's banker (Authorized Dealer)

AD's Bank Code * 023 CITIBANK NIGERIA LIMITED
AD's address Nigeria
Bank Branch * 23190094 LANLATE

4.2.2 Message natification that “Form NXP has been verified.” will be displayed if
information used is correct.

BN > CBNForm

S L Onscstoce CBN Form - Fill Form NXP
Fil Form A
Fil Form M

Fill Form NCX Form NXP has been verified
Fil Form NXP

Q, search

Import XML | View/Print PDF Verify W
CBN Services

CBN Downloads
Header MNames & Parties Transport Financial Goods Aftachments Endorsement

Form Type Form NXP

Applicant's banker (Authorized Dealer)

AD’s Bank Code * 023 CITIBANK NIGERLA LIMTED
AD's address Nigeria
Bank Branch * 23190094 LANLATE
4.3 Store
4.3.1 After completing all Form NXP entries, click on Store button to store the record in
the system.
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Home > CBN > CBN Form
e nestens CBN Form - Fill Form NXP
Fill Form A
FilForm 4 Import XML View/Print PDF Venfy‘ Store I Submit
Fill Form NCX
Fill Form NXP
Q search Header Names & Parties Transport Financial Goods Attachments Endorsement
CBN Services
Form Type Form NXP
CBN Downioads
Applicant's banker (Authorized Dealer)
AD's Bank Code * 023 CTIBANK NIGERIA LIMTED
AD's address Nigeria
Bank Branch * 23150094 LANLATE
4.3.2 Message notification that “Form NXP has been stored.” will be displayed and
support information will be updated.
Home > CBN > CBNForm
i TS CBN Form - View Form NXP
Fill Form &
Fill Form N
Fill Form NEX Form NXP has been stored.
Fill Form NxP
Q search
& Export XML View/Print PDF
CBHN Services
CBN Downloads.
Header MNames & Parties Transport Financial Goods Aftachments Endorsement Support Information
Form Type Form NXP
Applicant's banker (Authorized Dealer)
AD's Bank Code 023 CTBANK NIGERIA LIMTED
AD’s address Nigeria
Bank Branch 23130094 LANLATE

4.4 Update

4.4.1 From Form NXP search result page, select the Form NXP record then click on
Edit icon to edit Form NXP details.

Loaded 1 documents of 1
FormX
EX Stored CVE PETROLINK MIL.. 01AP 24,578 964...

4.4.2 Form NXP details will be displayed. Modify the content and/or attach necessary
document/s then click on Update button to save/store the changes made in NXP
information.

Home 3 CBN > CBNForm
e CBN Form - Edit Form NXP
Fill Form &
Fill Form M ——
Fill Form NXP
Q search Header MNames & Parties Transport Financial Goods Attachments Endorsement Support Information
CBN Services
Form Type Form NXP
CBN Downloads
Applicant's banker (Authorized Dealer)
AD's Bank Code * 023 CITIBANK NIGERIA LIMITED
AD's address Nigeria
Bank Branch * 23190084 LANLATE
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4.4.3 Message notification that “Form NXP has been updated.” will be displayed.
Consignment~  Quicklinks~  Support  Downloads cal i\ )
Home » CBN » CBN Form
Sl D CBN Form - View Form NXP
Fill Form A
Fill Form M
Fill Form NCX Form NXP has been updated.
Fill Form NXP
Q, search
@ Export XML |~ View/Print PDF
CBN Services
CBN Downloads
Header Mames &Parties Transport Financial Goods Aftachments Endorsement SupportInformation
Form Type Form NXP
Applicant's banker (Authorized Dealer)
AD’s Bank Code 023 CITIBANK NIGERLA LIMITED
AD’'s address Migeria
Bank Branch 23180094 LANLATE
45 Deleting Stored CBN Form
4.5.1 To delete stored CBN Form NXP from your computer, open the form then click on
Delete button.
Home N > CBN Form
S Dnscatioce CBN Form - Edit Form NXP
Fill Form A
:: ::: :nx View/Print PDF Verify
Fill Form NXP
Q search Header Names & Parties Transport Financial Goods Aftachments Endorsement Support Information
CBN Services
Form Type Form NXP
CBN Downloads
Applicant's banker (Authorized Dealer)
AD's Bank Code * 023 CITIBANK NIGERIA LIMTED
AD's address Migeria
Bank Branch * 231890094 LANLATE
4.5.2 Confirmation message will be displayed. Click on Yes button to delete the stored
Form NXP.
Confirm operation
Are you sure you want to Delete this
application ?
4.5.3 Message notification that “Form NXP has been deleted.” will be displayed and
Search for CBN Form page appears.
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4.6

4.6.1 To submit Form NXP, click on Submit button.

Home > CBN > CBNForm
CEBN Form Operations Search for CBN Form
Fil Form A
Fil Form M
Fill Form NEX Form NXP has been delsted.
Fill Form NXP
Q search
CBN Services. Form Type Formi =  Amount(FoB) =
CBN Downloads Document Status Submission Date
Form Number Validation Date =
Application Number Currency
ThUApplicant Customs office
HS Code Bank Branch
Show Expired [ w Reset

Submit

Home » CBN > CBNForm

S Drerstione CBN Form - Fill Form NXP
Fill Form A
Fill Form M
Fill Form NCX
Fill Form NXP

Import XML View/Print PDF Verify Store Submi

Header MNames & Parties Transport Financial Goods Aftachments Endorsement
Q Search

CBN Services

Form Type Form NXP
CBN Downloads

Applicant's banker (Authorized Dealer)

AD's Bank Code * 023 CITIBANK NIGERIA LIMITED
AD’s address Nigeria
Bank Branch * 23190094 LANLATE

4.6.2 Confirmation message will be displayed. Click on Yes button to submit the Form

NXP.

Confirm operation

Are you sure you want to Submit this
application ?

4.6.3 Message notification that “Form NXP has been submitted.” will be displayed.

Application Number will be generated and Support information will be updated.
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5

> CBN Form

CBN Form Operations

Fill Form A
Fill Form M
Fill Form NCX.
Fill Form NXP

Q search
CBN Servicas

CBN Downloads.

CBN Form - View Form NXP

Form NXP has been submitted.

& Export XML View/Print PDF

Header MNames & Parties Transport Financial Goods Attachments Endorsement Support Information

Form Type Form NXP
I Application Number EX20130000214 I
Applicant's Banker (Authorized Dealer)
AD's Bank Code 023 CITBANK NIGERIA LIMITED
AD's Address Nigeria
Bank Branch 23190094 LANLATE

FORM NCX OPERATIONS

5.1 Create

5.1.1 To create new Form NCX record, click on CBN Form Operation then click on Fill

Form NCX h

H CBN 3 CBN Form
LIRSS Search for CBN Form
Fill Form A
Fill Form 1
Fill Form NCX Form Type Formi [=]
Fill Form NXF Document Status.
Q search Form Number
CBN Services Application Number
CBN Dowinloads Th#Applicant
HS Code
Include Expired @]

Amount (FOB)

Submission Date
Vaiidation Date
Currency
Customs Office

Bank Branch

B EE

m Reset

5.1.2 Fill Form NCX page will be displayed. Complete all data entries (Header, Names
and Parties, Transport, Financial, Goods, Attachments, Endorsement).

Home CBN » CBNForm

e S CBN Form - Fill Form NCX

Fill Form A
Fill Form M
Fill Form NCX
Fill Form NXP

Import XML View/Print PDF
Q Search

CBN Services
Form Type
CBN Downloads
Applicant's banker (Authorized Dealer)
AD's Bank Code *
AD's address

Bank Branch *

Header MNames & Parties Transport Financial Goods

Form NCX

023

Nigeria

23150047

Aftachments ~ Endorsement

CITIBANK NIGERIA LIMITED

DUMOTA

Tab Name

Enter or select any values for the following fields:

Header

AD’s Bank Code, Bank Branch

»,
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Tab Name

Enter or select any values for the following fields:

Name and
Parties

Applicant TIN, Applicant's State Code, Applicant's City,
Consignee's Name, Consignee's Address, Consignee's
country code, Consignee's Phone, Consignee's Fax and
Consignee's email.

Transport

Customs office, Mode of Transport, Country of Origin,
Country of Supply, Port of Loading, Port of Discharge and
Shipment date.

Financial

Designated Bank

Goods

General Goods Description, HS Code, Commercial
Description of Goods, State of Goods, Country of Origin,
Sectoral Purpose, Type of Packages, No. Of Packages,
Gross Weight (kg), Net Weight (kg), Quantity, Unit of
Measurement Code, Unit Price (Currency), FOB Value and
Freight charges (Currency).

Attachment

Type of Document, Reference Number and Date.

5.2 Verify
5.2.1 Click on Verif

Home » CBN » CBNForm

CBN Form Operations

Fill Form A
Fill Form M
Fill Form NCX
Fill Form NXP

Q Ssearch
CBN Services

CBN Downloads

y button

to verify the information used in Form NCX.

CBN Form - Fill Form NCX

Import XML View/Print PDF

Header MNames & Parties Transport Financial Goods Attachments Endorsement

Form Type Form NCX

Applicant's banker (Authorized Dealer)
AD's Bank Code = 023 CMBANK NIGERIA LIMTED
AD's address Nigeria
Bank Branch * 23150047 IDUMOTA

5.2.2 Message notification that “Verification is Done.” will be displayed if information

CBN Form Operations

Fill Form A
Fill Form M
Fill Form NCX
Fill Form NXP
Q, search

CBN Services

used is correct.

CBN Form - Fill Form NCX

Form NCX has been verified

Import XML View/Print PDF

vy | I (N

Header Names & Parties Transport Financial Goods Attachments Endorsement

Form Type Form NCX

Applicant's banker (Authorized Dealer)
AD's Bank Code * 0z |Z| CITIBANK NIGERIA LIMITED
AD's address Nigeria
Bank Branch * aooz3 |Z| Headquarter

Quick Links

5.3 Store

5.3.1 After completi
system.

ng all NCX entries, click on Store button to store the record in the

Copyright © WEBB FONTAINE

WFN-EXT-CBNAOO-05-EN-v1.27

This document, property of the issuing firm, cannot be
reproduced nor communicated without written authorization.



CBN FORMS APPLICATION USER MANUAL(SUBMISSION)

Home > CBN » CBNForm

ol o Jnecatoce, CBN Form - Fill Form NCX
Fill Form A

Fill Form M

Fill Form NCX

Fill Form NXP

Import XML View/Print PDF Veri

Q, search Header Mames & Parties Transport Financial Goods Attachments Endorsement

CBN Services

Form Type Form NCX
CBN Downloads

Applicant's banker (Authorized Dealer)

AD’s Bank Code * 023 CITIBANK NIGERIA LIMTED
AD's address Nigeria
Bank Branch * 23150047 IDUMOTA

5.3.2 Message notification that “NCX Form has been stored.” will be displayed and
support information will be updated.

Home » CBN » CBNForm

T praraeoe, CBN Form - View Form NCX
Fill Form A
Fill Form M
Fill Form NCX
Fill Form NXP

Form NCX has been stored.

Q search
& Export XML View/Print PDF
CBN Services

CBN Downloads
Header Names & Parties Transport Financial Goods Aftachments Endorsement Support Information

Form Type Form NCX

Applicant's banker (Authorized Dealer)

AD's Bank Code 023 CITBANK NIGERLA LIMTED
AD's address Nigeria
Bank Branch 23150047 IDUMOTA

5.4 Update

5.4.1 From CBN Form search result page, select any Form NCX record then click on
Edit icon to edit NCX details.

Loaded 1 documents of 1

Type e o -
Application | Cumrency . Customs| . Submission | Validation
of Status Form Mumber Mo e | APPlicant Name [0 27T Amount (FOB) Date Date
Form
@ .

K Stored PETROLINK NI... 01GP

5.4.2 Form NCX details will be displayed. Modify the content and/or attach necessary
document/s then click on Update button to save/store the changes made in NCX
information.

Home » CBN » CBN Form

EIR CBN Form - Edit Form NCX

Fill Form &

FilForm it View/Print PDF Veri ‘ Updale] Submit
Fill Form NCX. —_—

Fill Form NXP

Q Search Header Mames & Parties Transport Financial Goods Aftachments Endorsement SupportInformation

CBN Services

Form Type Form NCX
CBN Downloads

Applicant's banker (Authorized Dealer)

AD's Bank Code * 023 CITBANK NIGERIA LIMITED
AD's address Nigeria
Bank Branch * 23150047 IDUMOTA
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47
5.4.3 Message notification that “Form NCX has been updated.” will be displayed
e » CBN > CBNForm
Sl D CBN Form - View Form NCX
Fill Form A
Fill Form M
Fill Form NCX Form NCX has been updated.
Fill Form NXP
Q Search
@ Export XML View/Print PDF
CBN Services
CBN Downloads
Header Mames &Parties Transport Financial Goods Aftachments Endorsement SupportInformation
Form Type Form NCX.
Applicant's banker (Authorized Dealer)
AD's Bank Code 023 CITIBANK NIGERIA LIMITED
AD’s address Nigeria
Bank Branch 23150047 IDUMOTA
5.5 Deleting Stored CBN Form
5.5.1 To delete stored CBN Form NCX from your computer, open the form then click on
Delete button.
Hi > CBN Form
S Doscatioce CBN Form - Edit Form NCX
Fill Form A
g o ] ()
Fill Form NXP
Q search Header MNames & Parties Transport Financial Goods Attachments Endorsement Support Information
CBN Services
Form Type Form NCX.
CBN Downloads
Applicant's banker (Authorized Dealer)
AD's Bank Code * 023 CITIBANK NIGERIA LIMITED
AD's address Migeria
Bank Branch * 23150047 IDUMOTA
5.5.2 Confirmation message will be displayed. Click on Yes button to delete the stored
Form NCX.
Confirm operation
Are you sure you want to Delete this
application ?
D) -
5.5.3 Message notification that “Form NCX has been deleted.” will be displayed and
Search for CBN Form page appears.
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Home » CBN » CBN Form
CBN Form Operations. Search for CBN Form
Fill Form A
Fill Form M
Fill Form NCX Form NCX has been deleted.
Fill Form NXP
Q, search
CBN Services Form Type Formid = Amount (FOB) =
CBN Downloads. Document Status. [«]  Submission Date
Form Numper Validation Date
Application Number Currency
TIN/Applicant Customs office
HS Code Bank Branch
Show Expired B W Reset
5.6 Submit
5.6.1 To submit Form NCX, click on Submit button.
Home » CBN > CBN Form
S Drerstione CBN Form - Fill Form NCX
Fill Form A
Fil Form M Import XML View/Print PDF Verity
Fill Form NCX
Fill Form NXP
Q search Header Mames & Parties Transport Financial Goods Aftachments Endorsement
CBN Services
Form Type Form NCX.
CBN Downloads
Applicant's banker (Authorized Dealer)
AD's Bank Code * 023 CTIBANK NIGERIA LIMITED
AD's address Higeria
Bank Branch * 23150047 IDUMOTA
5.6.2 Confirmation message will be displayed. Click on Yes button to submit the Form
NCX.
Confirm operation
Are you sure you want to Submit this application 7
5.6.3 Message Confirmation that “Form NCX has been submitted.” and Application
Number will be displayed. Support Information window will be updated.
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Home » CBN » CBNForm

s S CBN Form - View Form NCX
Fill Form A
Fill Form M
Fill Form NCX
Fill Form NXP

Form NCX has been submitted.

Q search
& Export XML View/Print PDF

CBN Services

CBN Downloads
Header MNames & Parties Transport Financial Goods Attachments Endorsement Support Information

Form Type Form NCX

I Application Number NX20130000217 I

Applicant’s Banker (Authorized Dealer)

AD's Bank Code 023 CITBANK NIGERIA LIMITED
AD's Address Nigeria
Bank Branch 23150047 IDUMOTA

6 FORM A OPERATIONS

6.1 Create

6.1.1 To create new Form A record, click on CBN Form Operation then click on Fill
Form A hyperlink.

Home » CBN » CBN Form

CBN Form Operations Search for CBN Form
Pl Form M
Fill Form NEX Form Type FormM [=] Amount (FoB) =
Fill Form NXP Document Status. [=]| Submission Date =
Q search Form Number Validation Date
CBN Services. Appiication Number Currency
CBN Downloads. TiNApplicant Customs Offics

HS Code Bank Branch

Include Expired =] Search Reset

6.1.2 Fill Form A page will be displayed. Complete all data entries (Header, Names and
Parties, Transport, Financial, Services, Attachments, Endorsement).

Home » CBN » CBNForm

EEIFL e s CBN Form - Fill Form A
Fill Form A
FilForm it Import XML View/Print PDF Verify
Fill Form NCX
Fill Form NXP
Q search er | Mames & Parties Transport Financial Service Aftachments Endorsement
CBN Services
Form Type Form A
CBN Downloads
Valid for FOREX (Y/N) * es |z|

Applicant's banker (Authorized Dealer)

AD's Bank Code * 023 CIMBANK NIGERLA LIMTED
AD's address Migeria
Bank Branch * 23150047 IDUMOTA

Note: Form A has Service tab that covers the applied amount for the purpose as
show below:
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\ > CBN

CBN Form Operations

Fill Form A
Fill Form M
Fill Form NCX
Fill Form NXP
Q search

CBN Services

Quick Links

CBN Form - Fill Form A

Import XML | View/Print PDF Verify W
Header Names & Parties Transport Financial Service Attachments Endorsement

Service description Medical Treatment Abroad

Sectoral Purpose HO308 |z| MEDICAL TOUR (PRIVATE)

Amount Applied * 50000|

Tab Name Enter or select any values for the following fields:

Header Valid for FOREX (Y/N), AD’s Bank Code, Bank Branch.

Name and Applicant TIN, Applicant's Passport Number, Applicant's

Parties State Code, Applicant's City, Beneficiary Name, Beneficiary
Address, Beneficiary's Country, Beneficiary's Phone,
Beneficiary's Fax, Beneficiary's email.

Transport Mode of Transport, Country of Origin, Country of Supply, Air
Ticket Number, Name of Airline and Route.

Financial Designated Bank, Source of Funds, Currency Code,
Exchange Rate, Total FOB Value, Proforma Invoice Number,
Proforma Invoice Date, Payment mode, Payment Date and
Transfer Mode.

Service Service Description, Sectoral Purpose and Amount Applied.

Attachment Type of Document, Reference Number and Date.
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6.2 Verify
6.2.1 Click on Verify button to veri

the information used in Form A.

Home » CBN > CBNForm

e e CBN Form - Fill Form A
Fill Form A
Fil FormM Import XML | View/Print PDF Store
Fill Form NCX
Fill Form NXP
Q search Header ;| Names & Parlies Transport Financial Senice Aftachments Endorsement
CBN Services
Form Type Form A
CBN Downloads
Valid for FOREX (Y/N) * es

Applicant's banker (Authorized Dealer)

AD's Bank Code * 023 CITIBANK NIGERIA LIMITED
AD’s address Nigeria
Bank Branch * 23150047 IDUMOTA

6.2.2 Message notification that “Form A has been verified.” will be displayed if

information used is correct. Authorized Bank Dealer’s address will be displayed
automatically.

Home » CBN » CBNForm

EIFIETES CBN Form - Fill Form A
Fill Form A

Fill Form M

Fill Form NCX Form A has been verified
Fill Form NXP

Q Search e —
Import XML View/Print PDF Verify
CBN Services

CBN Downloads
Header Names & Parties Transport Financial Senvice Aftachments Endorsement
Form Type Form A
Valid for FOREX (Y/N) * Yes |z|

Applicant's banker (Authorized Dealer)

AD's Bank Code * 023 CITIBANK NIGERLA LIMTED
AD's address Migeria
Bank Branch * 23150047 IDUMOTA

6.3 Store

6.3.1 After completing all Form A entries, click on Store button to store the record in the
system.

Home » CBN » CBNForm

CBN Form Operations CBN Form - Fill Form A

Fill Form &

Fill Form K Import XML View/Print PDF VEfIfY
Fill Form NCX

Fill Form NXP

r: Names & Parties Transport Financial Service Aftachmenis Endorsement

Q search
CBN Services
Form Type Form A
CBN Downloads
Valid for FOREX (Y/N) * es |z|

Applicant's banker (Authorized Dealer)

»,

AD's Bank Code * 023 CITIBANK NIGERLIA LIMTED
AD's address Migeria
Bank Branch * 23150047 IDUMOTA
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6.3.2 Message notification that “Form A has been stored.” will be displayed and
support information will be updated.

Home > CBN » CBNForm

CBH Form Operations. CBN Form - View Form A
Fill Form A

Fill Form M

Fill Form NCX Form A has been stored.

Fill Form NXP

Q Search
& Export XML View/Print PDF
CBMN Services

CBN Downloads
Header MNames & Parties Transport Financial Service Aftachments Endorsement Support Information
Form Type Form A
Valid for FOREX (YIN) Yes

Applicant's banker (Authorized Dealer)

AD’s Bank Code 023 CITIBANK NIGERIA LIMTED
AD’s address Migeria
Bank Branch 23150047 IDUMOTA

6.4 Update

6.4.1 From CBN Form search result page, select the Form A record then click on Edit
icon to edit Form A details.

Loaded 1 documents of 1

Type S o L
Application Cumency . ‘Customs] . Submission | Validation
e e
Formix
15 Stored uso PETROLINK NI.... 34,243 078

6.4.2 Form A (IS) details will be displayed. Modify the content and/or attach necessary
document/s then click on Update button to store/save the changes made in Form
A.

Home » CBN » CBNForm

CBN Form Operations CBN Form - Edit Form A
Fill Form A
.

FilForm it View/Print PDF Verify Update ] Submit
Fill Form NCX —
Fill Form NXP
Q search Header Names & Parties Transport Financial Senvice Aftachments Endorsement  Support Information
CBN Services

Form Type Form &
CBN Downloads

Valid for FOREX (Y/N) * Yes |z|

Applicant's banker (Authorized Dealer)

AD's Bank Code * 023 CITBANK NIGERLA LIMTED
AD's address Nigeria
Bank Branch * 23150047 IDUMOTA

6.4.3 Message notification that “Form A has been updated.” will be displayed.
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Home > CBN > CBNForm
CBN Form Operations CBN Form - View Form A
Fil Form A
Fill Form M
Fill Form NCX Form A has been updated.
Fill Form NXP
Q search
& Export XML View/Print PDF
CBN Servicas
CBN Downloads
Header MNames & Parties Transport Financial Senice Attachments Endorsement Supportinformation
Form Type Form A
Valid for FOREX (Y/N) Yes
Applicant's banker (Authorized Dealer)
AD's Bank Code 023 CMBANK NIGERIA LIMTED
AD's address Nigeria
Bank Branch 23150047 DUMOTA
6.5 Deleting Stored CBN Form
6.5.1 To delete stored CBN Form A from your computer, open the form then click on
Delete button.
Home » CBN > CBM Form
ENRLR S CBN Form - Edit Form A
Fill Form A
Fill Form 1 R —
i View/Print PDF Verify Update Submit
Fill Form NXP
Q search Header MNames & Parties Transport Financial Service Aftachments Endorsement Support Information
CBN Services
Form Type Form A
CBN Downloads
Valid for FOREX (YiN) * Yes
Applicant’s banker (Authorized Dealer)
AD’s Bank Code * 023 CITBANK NIGERIA LIMITED
AD’'s address Nigeria
Bank Branch * 23150047 IDUMOTA
6.5.2 Confirmation message will be displayed. Click on Yes button to delete the stored
Form A.
Confirm operation
Are you sure you want to Delete this
application ?
6.5.3 Message notification that “Form A has been deleted.” will be displayed and
Search for CBN Form page appears.
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Hom N » CBN Form
CBN Form Operations Search for CBN Form
Fil Form A
Fill Form M
Fill Form NCX Form A has been deleted.
Fill Form NXP
Q search
CBM Services. Form Type FormM = Amount (FOB) =
e Document Status [=]  Submission Date =
Form Number Validation Date =
Application Number Currency
TINApplicant Customs office
HS Code Bank Branch
Show Expired B Reset

6.6 Submit
6.6.1 To submit Form A, click on Submit button.

H CBN » CBN Form
S Onerstons CBN Form - Fill Form A
Fill Form &
Fill Form 1 I
Import XML View/Print PDF Verify
Fill Form NCX
Fill Form NXP
Q search ader | Names & Parties Transport Financial Senice Attachments Endorsement
CBN Services
Form Type Form A
CBN Downloads
Valid for FOREX (Y/N) * es =

Applicant's banker (Authorized Dealer)

AD’s Bank Code * 023 CTIBANK NIGERLA LIMITED
AD's address Nigeria
Bank Branch * 23150047 IDUMOTA

6.6.2 Confirmation message will be displayed. Click on Yes button to submit the Form
A.

Confirm operation

Are you sure you want to Submit this application ?

6.6.3 Message notification that “Form A has been submitted.” will be displayed.
Application number will be generated and Support Information will be updated.
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Home > CBM ) CBMForm

CBM Form Operations

Fil Form A
Fill Form M
Fil Form NCX
Fill Form NXP
Q search

CBN Services

CBN Downloads

CBN Form - View Form A

Form A has been submitted.

¢ Export XML

View/Print PDF

Header Names & Parties Transport Financial Service Attachments Endorsement Support information

Form Type Form A

Application Number AA20130000225 I

Valid for FOREX (YN} Yes

Applicant's Banker (Authorized Dealer)

AD's Bank Code 023 CTIBANK NIGERIA LIMITED
AD's Address Nigeria
Bank Branch 23150047 IDUMOTA

7  VIEW PROFILE

7.1 To view the user profile, click on username to display user menu then select on

Home > CBM ) CBMForm

CBN Form Operations

Fill Form A
Fill Form M
Fill Form NCX.
Fill Form NXP

Q search
CBN Services

CBN Downloads

View Profile from dropdown menu. View Profile page will be displayed.

g‘ ?? FEDERAL GOVERNMENT OF NIGERIA
¥ § single window for trade

ormM1 Importer FormM1 ™

g Change password

(Logout

Search for CBN Form

Form Type - Amount (FOB)
Document Status Submission Date
Form Number Validation Date =
Application Number Currency

TiMtApplicant Customs Office

HS Code Bank Branch

Include Expired B

8 CHANGE PASSWORD

8.1 To change your password, click on username to display user menu then select
Change Password from dropdown menu.

o | v
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5 FEDERAL GOVERNMENT OF NIGERIA | importer FormM1 Importer Formm1 ¥
i ¥ single window for trade

o

Home > CBM ) CBMForm

(Logout

CBN Form Operations Search for CBN Form
Fil Form A
Fill Form M
Fill Form NCX Form Type FormM Amount (FOB} [=]
Fill Form hXP Document Status Submission Date [=]
Q search Form Number Validation Date [=]
CEN Services Application Number Currency
CBN Downloads TINzApplicant Customs Office

HS Code Bank Branch

Include Expired =] Search Reset

8.2  Enter your previous password, new password and re-enter new password then
click on Update button.

Home » Change password
Profile

Edit your profil Change password

Change your passwiord

Quick Links.
Please enter your previous and new password

Previous password ssssssssesene

New password ssssassrsscnes

Confirm new pi |

|
Update Cancel

9 LOGOUT

Click on username and select Logout from dropdown menu to close the application.

FEDERAL GOVERNMENT OF NIGERIA
single window for trade

Importer FormM1 Importe

& View profie

& Change password

Lo et Search for CBN Form
Fill Form A
Fill Form 1
Fill Form NCX Form Type Formh [=] Amount (FOB) =l
Fill Form NXP Document Status [+] =ubmission Date =
Q Search Form Number Validation Date E|
CBH Services Application Number Currency
CBN Downloads TIN/Applicant Customs Office

HS Code Bank Branch

Include Expired B Search Reset
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10 RESET PASSWORD

10.1 To reset forgotten or lost username and password, click on Forgot your
username or password hyperlink on Login Community Services page.

Home ) Profile

Login to Community Services

To access to Community services you need to be a registered user of the Nigeria Single Window Portal. Please login below.
Username |

Password

Loi in| [

10.2 Lost password page will be displayed. Enter your email address used in
registration then click on Reset password button.

Home » Lost ) Lostpassword

Lost password
Please enter your email address to start the password reset process.

An e-mail will be sent to you with a new password. Follow instructions to complete the password reset process.
A new password will be sent to you, together with instructions to complete the reset process

Email

singlewindow_user@yahoo.com

Reset passwor({ gancel

10.3 Message notification that “A new password has been sent to your email
account with instruction to activate it” will be displayed.

N FEDERAL GOVERNMENT OF NIGERIA
¥4 4§ single window for trade

Home > Lost > Lost pas!

Lost password

A new password has been sent to your e-mail account with instructions to activate it.

10.4 Log in to your email provider. New password will be displayed. To activate new
assword, click on the activation hyperlink.

YAHOO! MAIL Search Web

INBOX  CONTACTS

[# compose -

[Nigeria Single Win...

*« & Bnove- € spam

-

T Detete £ Actions ~ +t 3

e » [Nigeria Single Window for Trade] Password Reset verification e-mail from 550@ss0-tirade.govng to you 113 PM
Conversations
Drafts Dear WF-acustodio,

. — newpasswnmmque

To activate it please follow the link bellow:

Spam
https //demo trad da?) 8E2415010F8F644 155301834BA33F68
Trash (79)
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10.5 Message natification that new password has been confirmed. Click on login
perlink to use the new password.

23 FEDERAL GOVERNMENT OF NIGERIA
y single window for trade

Lost password

Your new password has been confirmed, you w.

10.6 Login community Service page will be displayed. Enter your username and new
password.

> ? FEDERAL GOVERNMENT OF NIGERIA
¥ ISy single window for trade

Login to Community Services

To access to Community services you need to be a registered user of the Nigeria Single Window Portal. Please login below.
Username | 1yp._tormi|
Password

Login ]

Note: To change the password, go to clause 8: Change Password.

11 TECHNICAL REQUIREMENTS

The following are the Technical requirements to be considered in using CBN Forms
Application:

11.1 Hardware
e Any modern PC which can browse Internet

11.2 Operating System

e Windows XP and above
e Mac OS X 10 and above
e Any Linux distribution with Graphical desktop

11.3 Internet Browser

Any of the following:
Mozilla Firefox 12.0 and above

e Google Chrome 18 and above
e Internet Explorer 9 and above
e Safari 5.1 and above
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