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Papua New Guinea Customs Service

How to change my AW User Profile

The following ‘Functional Note’ provides registered users of the ASYCUDA World (AW) system
with the information necessary to enable them to change their AW User profile.

Each user can customise some of client features to suit their preferred user profile.

Features that can be customized are:

o Password

o Language

o Appearance

o Creation of Shortcuts

Any changes made will take effect immediately. There is no need to log off and login again.

This is done as follows:

1. Once logged-into the system, go to ASYCUDA =» My Profile

2. Right click and choose Update

4 Document library
Document View Help

@ [ ASYCUDA
=& International Norms
€33 System Administration
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|§(§Update '
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3. The My Profile — Update screen is displayed with four TABs at the bottom
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© my Profile - Update [john.lof]
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Accountholder  [Administration team S B ]
Personaldata
Name [1ohn Loi T
Address ip.o Box 923 o
POl
2P code [21 ] city [Port toresty -
Country lﬁapua New Guinea
Phone# piz7sss o
Call phone# [roaso105
Fax p23sss1 |
E-mall [@Qfllxstoms.gov.pg —

wontacatos T
4. TAB - Identification = nothing can be changed
5. TAB — Authentication = to change the password
6. TAB - Function = nothing can be changed
7. TAB - Preference

This TAB has five (5) Tabs on its left part

7a. Tab 1 — User interface =» to change the appearance on the AW screen and to change
the language

7b. Tab 2 — Computer performance = highly recommended to change anything
7c. Tab 3 — Notary service security =» to allow the shortcuts to be saved
7d. Tab 4 — Screen saver =» to manage the Screen Saver

7e. Tab 5 To create a shortcut
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How to Change my Password

It is highly recommended to regularly change your own password.

This is done as follows:
1. Once My Profile — Update screen is displayed, go to the Authentication Tab
2. Enter your new password

3. Repeat your new password

My Profile - Update [marianne] |

File Edit View Help

Eewpﬂsword r't . . _I T
I Re-anler password | ] =

Certificate [

4. Once completed, click on the Verify the document icon =

5. Click v on the Message window

R v EF

o Document verified!
" V]

Yes

i Message - .

6. Click on the Validate icon

7. The system will ask you to enter your old password

! password [}

Please, enter your old password!

1:}’0 *oe o[

vV X

8. Once completed, click v

9. Ifallis in order, the system will display the following Information window

ASYCUDA
9
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" o Validate is done.

v

10. Click v on the Information window
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How to Change the Language & Appearance

This is done as follows:
1. Once My Profile — Update screen is displayed, go to the Preference Tab
2. Stay on the Tab 1 - User interface (from the left part of the screen)

3. Under the box Look & feel theme, choose from the drop down menu your favorite color

My Profile - Update [marianne]
File Edit View Help

3 Settings - -~ — - —— -

4 .

s [EEEmEm] e
Metsl Sandsto.. @ [B-:'Taul
Iietal Steel - .
lifetal Oxide MmEs]

Euray
ffetal Contrast @

Metal Emerald

4. Under the box Language, choose from the drop down menu “English | Australia”

Changing the default language to “English | Australia” will allow you to have displayed the
manifest and SAD labels which are used in the Solomon Islands (for example, the SAD
label for Box 3 indicates “Forms” in the default language while in the Solomon Islands
language it is “Pages”).

5. Once completed, click on the Verify the document icon =

6. Click ’ on the Message window

7. Click on the Validate icon

8. Click ~ on the Information window
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As an example

Original Color and SAD labels
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My Profile - Update [admin] e !ZI;

1 DECLARATION
=i —| Fide Edit View Help
i |
Custor| @ @ e 100 % l
3 Forms Load List "
13 m— -~
1 l 1 Manife -_rl| Usefinterface al
§ ltems 6 Nbr packages | 7F 2 . AR
1 21 Irz‘i Settings Il
s ;
9 Financial 5 Look & feal, theme | | Langu
o Ilﬂeia( Blue v IDcfauh language (English | United States) [

Numerical tvpe £

After changing the Look & feel theme and Language the screen will appear as follows

DECLARATION

I File Edit view Help

Look & feed, theme | | Language o |
[Metai Sandsto . v | | [English | Australia Il |

HNumerical type
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How to Create Shortcuts

When a user is regularly performing the same series of actions, it is practical for him/her to have a
shortcut to do in one single click the same series of actions.

While most actions may be mouse or track pad-driven, ASYCUDA users may also individually
define keyboard short-cuts to their most commonly used functions

As an example, in order to create a SAD, the declarant will also have to do the same action Go to
ASYCUDA - Declaration — Detailed Declaration — right click and choose New.

To be more practical, the declarant can define a shortcut, for example CTRL-N that will do exactly
the same.

This is done as follows:
1. Once My Profile — Update screen is displayed, go to the Preference Tab
2. Go to Tab § (from the left part of the screen)

3. Scroll down until you find the proper action

Fllo Edi View Help

® (@€~ 100%
W o — 3 5%
- - A S R R R o2 . shotat |
r ©- &3 IASYCUDAICargo Mani Queries of C iners/Containers of Manifest

i ©= 3 IASYCUDAICargo M: Queries of Contail y of Contai

®- 3 IASYCUDAfast Customs Processing/fast Customs Processing

? SBIASYCUD. C X ion/Detailed Declaration/Detailed Declaration I

| Design
| find |

| Find Audit Blue
7 Find Audit Green
-] Find Audit Query
Find Audit Red
*| Find Audit Yellow
_| Find Conlrolled

find Examiner and section
Find O
| Find Registered
| Find Selected Blue Assessed
£ind Selected Blue Standby
Find Selected Green Standby
1 Find Selected Query
_| Find Selected Red
_ Find Selected Yellow
Find Stored
| Find Unpaid
Find Written-off
Find by reg. nber
I_ | New I

1 View Criteria

@ 0% (A SVCUINANAndC ol Enrm

4. Click on Edit and enter the sequence of keys that will be used as the shortcut (Ctrl N)
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5. Click on Edit and enter the sequence of keys that will be used as shortcut (Ctrl N)

6. Click v on the Configure shortcut screen to confirm the sequence of the keys for the

shortcut.

Conversely, click X on the Configure shortcut screen if you don’t want to confirm the
sequence of the keys.

B

Expand afl

I Sa
I T s e —— s—— -
| | — _ Operation e I
Wil | Find Stored
L = =
_ Find Unpaid

_| Find Written-off

2?

-] Find by reg. nber

L_inew |

Jlem+n |

_] View Criteria

W iy msrmsims a8 s

Once confirmed, the sequence of keys will be automatically displayed in the column

Shortcut.

7. Click on Save

Shortcut

Cirl+N

8. Go to the Tab 3 (from the left part of the screen) Notary service security

Tick Remember keystore folder under the Workstation settings part.
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e Edit View Help

Workstation settings

() Don't save any local information

® Remember keyslore folder

() Remember keystore file

9. Click ' on the Message window
| Message E iy
| 6 Document verified!

Yes

10. Click on the Validate icon

11. Click y on the Information window

Information [

6 'Validate is done.

12. Test the shortcut by pressing the keys CTL and N at the same time; a new SAD screen
should be opened.
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