
COLS 101 

 

Submitting a Declaration with a Duty Relief 

 

Access the COLS website and login. 

 

Once logged in, the Dashboard page is seen and defaulted to the “COLS Notice” board. This screen 

shows any notification from CBC to all users of COLS. Select “Declarations” from the top right menu 

options. 

 



Enter Declaration 

 After selecting “Declarations” from the top right menu options, Seen on the left side of the screen is the 

Main menu for the Declarations page. 

Information Screen 

Start of the process to entering a Declaration. Click NEXT. 

 

Declaration Type Screen.  

For “Declaration type” select Import.        Click NEXT. 

 

 

 

 



Exporter Information Screen 

If a New exporter, Click “Add New” and manually enter the exporter information according to the 

BL/AWB. If the exporter was entered before, click the drop-down box under “Full Name” and select the 

previously entered exporter. This will automatically fill in the rest of the information.     Click NEXT. 

 

 

Voyage Info Screen 

First, choose “Air” or “Sea”. Now enter the Voyage Information according to the BL/AWB. “Export 

Country” will be defaulted to USA and “Cayman Port” will be defaulted to George Town Grand Cayman. 

Note: The “Bill Number” CANNOT be duplicated. The system will prompt to change if duplication is 

detected.      Click NEXT. 

 



Consignment Screen 

Enter consignment information for Packages according to the BL/AWB. 

 

Financial Screen 

This page is to enter overall financial information regarding your shipment. “Currency” will be defaulted 

to the currency of the Export Country used on the “Voyage Info” Screen. This can be changed if need be. 

Select the “Terms of Delivery” from the drop-down box. 

 

 



Once the “Terms of Delivery” has been chosen, enter the financial information: “Total Cost”, “Total 

Insurance” and “Total Freight”. If “Total Insurance” and “Total Freight” will need to be Pro-rated, then 

click each check box next to each. 

Note: Totals entered on this page will have to be equal to totals combined on the Items Screen.  Pro-

rating occurs according to Cost.       Click NEXT. 

 

Items Screen (Duty Relief chosen here) 

On the Items screen the items of the shipment are entered. Click “Add” to add an item line. Choose the 

correct Tariff Code, enter the Description, enter the Invoice number/s, choose Procedure (here choose 

the Duty Relief that applies from the drop-down box), choose the Origin of the goods, enter Quantity, 

enter Cost, Insurance, and Freight.  

Note: If NO Duty Relief applies, then select “HOME” which is used for direct home use.  

Combined Cost, combined Freight, and combined insurance must equal the value entered on the 

Financial Screen.      Click NEXT. 

 



Note: Commodity code can be searched by description. 

 

 

Supporting Document Screen 

On this screen, all supporting documents will be uploaded. This screen will have two mandatory 

documents that will need to be uploaded: “Bill of Lading or Airway Bill” and “Invoice”.  If additional 

documents are needed, click the drop-down box next to “List of Document Types”, choose the 

appropriate document, and the click “Add Document” button.     Click NEXT. 

 

 



Review and Confirm Screen 

The Review and Confirm screen is just a summarized overview of all the information enter in all the 

pervious screen. This is where the last verification that all was entered correctly before submitting the 

Bonded Declaration. 

In order to complete the declaration submission process, on this page there are two boxes at the 

bottom. The “Monetary Declaration” box and the “Confirmation of true and correct information” box. 

These two boxes must be checked. Once checked the “Save and Submit” button under these boxes will 

become available. Click IT. 

 

 



“Success” box will appear showing the declaration number created for this Bonded Declaration. Click 

“Return to View Declaration” button. 

 

 

View Declaration Screen 

This screen will now show the recently submitted Bonded Declaration. 

 


