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1. Introduction
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IMPEX is the acronym for Import Export Permit System developed to manage the life cycle of
petroleum product importation and local supply from domestic refineries as well as
exportation of some petroleum products.

The portal integrates several routines and modules to streamline various processes in the
petroleum product supply value chain, namely:

Application module: handles electronic application processing and generation of permits for
eligible company in respect of petroleum products supply from within and outside the country.
Prospective applicants can either apply for a new permit, renewal or inclusion type of application.

Inclusion Category: manages repeat application for un-utilized volume allocation to
companies subject to evidence of same from PPPRA, provided such permit(s) is still active
on the system

Renewal Category: manages renewal of permit(s) on the system, provided the status quo
of such permit is same. This means same products, same quantities and same depots/banks

Notification and Recertification Module: manages vessel arrival notification, processing
and issuance of certificate of quality and quantity for all processed notification
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Figure 1

1.2. Online Processing

The launch of the petroleum products import & export permit system marks the end of physical
documents processing or issuance of hardcopy permits to petroleum products marketers. All forms
are deemed to be submitted and processed electronically, whiles issues can be resolved through email,
live chat or telephone calls.

1.3. Payment Options
Companies interacting with the portal can make payments for services through any of the following
channels:

e Online payment via Remita portal

e Cash at any bank closes to you.

e Wire transfer through any of the internet banking platforms provided by the bank
e Cheque or Bank Draft

1.4 Getting Help

The IMPEX solution has a technical support team available during business hours to assist with
your challenges or take your enquires. Contact the support team through any of the channels
below:

1. Live Chat available on the portal at https://impex.dpr.gov.ng
2. Email at impex@dpr.gov.ng
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2. Getting started

Access the portal through https://impex.dpr.gov.ng. There is also a link from the department

of petroleum resources website https://elps.dpr.gov.ng. The portal is accessible from any

internet connected device.

A IMPEX
Getting Started
IMPEX = ~

Import and Export Permit System

Click here to Verify Permit

New Company? REGISTER Login

Forgot your password? Request Activation Email

Payment Options.

o EEE

Collecting Banks:

o
a0cess, I ecvan | |
&
FirstBank

LA Heritage
[y PRV IV & oo

ity ey,

W rroeLrry 32 i

Step by Step
Application Guide
Permit Fee Schedules
Validate a Permit

FAQ

Company Account Creation
Create account to use resources on this portal. Note
that Account creation is not required to validate a
permit.

Manage Account

Login to apply for a new license, Submit Vessel
Amval Nofification, or initiate Product Cefification

Ganeral imormation | How R works | FAQs| Priacy Pollcy | Disciaimer | Contact Us | Home

©2017 Daparimant of Petroleum Resources

Figure 2

There are 4 user categories of the system. These are the Admin (DPR), Importers, Depot Owners
and Banks. However depending on the user’s category the above login screen will always be the

same during login session.

Note that is only the importers need to register one time only prior to using the application.

The other 3 user categories require a user with admin access to create their login credentials but

upon first time login they are required to change their login password from their profile page.
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3. Banks Section

This section handles the bank module and their roles in the application.

There are 2 user levels for the bank module. These are the Admin and Regular user. The
Admin is created by the main System administrator (DPR) whilst the rest users within the
bank are created by the admin of each bank.

The banks are supposed to handle payment for applications, notifications and recertification
stages of the application on behalf of the importer.

To access this system is similar to the login screen for the importer. See Getting Started
(Figure 2) section in the manual for details on how to logon to the portal.

For login details, contact customer care of DPR on how to enroll your bank, if not presently
profiled on the portal.

Upon successful login, the user can change its password from the default password sent or
given to a desired one. This is done via the user profile which is display at the topmost corner
of the home page of the application. See below window of the default home page for bank
login.

DASHEOARD

User Profile

29

Import Applications

Latest Messages
Request Support

Message Event Date Received

elect Category Activation Link Request 1010972015

— Select Request Category —
= o New User 03/07/2015

Enter Message :

Offline - Leave a message

Figure 3

3.1 Account Area Navigation - Bank Admin User

A Dashboard This menu item is used to display the dashboard icons as shown
above in figure 25. This is the default landing page of the
application.

B  Applications This option is used to view/upload payment documents by the
bank on behalf of the applicant (importers)

C Application Queue It displays the list of applications posted by their customers
(importers)

D  Application History This option is used to view list of processed applications by the
bank users

E My Account This provides the bank with options to create or edit branches

& users information within the branches
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F  Request Support This option is used to send any inquiry to the support team via
email. This can be any challenges encountered during the use
of the application.

G Latest Messages This displays the list of current emails sent to the bank by the
portal

DASHBOARD
. GTUser

User Profile

Dashboard

29

Applications Import Applications

Appiicafion History

Latest Messages
Request Support

Message Event Date Received
Select Category : Acgount Confirmation 130172016

Hew User 3012016

i Send Message

Figure 4

3.2 Account Area Navigation - Bank User

Menu Item Description |
A Dashboard This menu item is used to display the dashboard icons as shown
above in figure 4. This is the default landing page of the
application.
B  Applications This option is used to view/upload payment documents by the

bank on behalf of the applicant (importer).
C Applications History  This is used to view list of applications that has been processed
by the bank on behalf of the applicant.

D Request Support This option is used to send any inquiry to the support team via
email. This can be any challenges encountered during the use
of the application.

E Latest Messages This displays the list of current emails sent to the bank by the
portal

Figure 5
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3.3  Applications

This menu option is use to either view applications on queue or history of applications available in
the portal. This will only show the admin user the applications that its banks have sponsored.

Clicking on Applications menu from the main menu system will display a drop down sub-menu
options. These are Application queue and Application History as show in the window below.

. s Bl DASHBOARD

Arifalo -

Dashboard

Applications ank Users
sub-menu
Motifications
CoRE] Request Support

Help

Selert Catennns «

Figure 5
3.3.1 Application Queue

Date Received

This is used to view application that on currently been processes by the bank’s clerk.

This option is used to display the list of all pending applications, waiting for approval by

DPR. See table 6

. vt : APPLICATIONS

Arifalo ~

Dashboard
items per Page search:

Applications [+] 0 EI

. Payment
Application Queue > ~

Application History 1 AINC New Coastal Importation

MNotifications.

My Account

Help

Figure 6
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3.3.2 Application History

This option is used to display the list of applications that has been processed and approved on the
portal.

Arifalo ~
. st : APPLICATION HISTORY
Dashboard
Items per Page Search:
Applications. [+] 10 B
SM ~ PaymentReference Company Estimated Quantity(MT) Estimated Value(§) Date Applied Status Action
1 0124351228 CINC 21,000 285,000.00 31/08/2016 Appruv
2 N123753400 BINC 44,000 360,000.00 29i08/2016 Rejected
HOHIESanS 3 V123609223 AINC 28,000 285,000.00 29/08/2016 Approved View
My Account O] 4 7123037971 Constant Petroleum Limited 12,000 285,000.00 27/0812016 Approved
Help 350128441939 Ghost Importers 10,000 285,000.00 14i09/2016 Paid
6 1125466611 Ghost Importers 60,000 360,000.00 08/08/2016 Approved
7 X125383784 NINC 43,000 360,000.00 07i09/2016 Approved
8 1125143551 DINC 30,000 285,000.00 06/09/2016 Approved
9 1124769279 CINC 55,000 360,000.00 03/08/2016 Approved
Figure 7

4, My Account

This option is used to profile branches/other bank’s user of the system on the portal.

This menu option is only available to the bank admin user.

Prior to login as described in Getting started section of this manual, all users of the system

must have valid login details.

The admin user of the bank has already been profiled in the system by the system admin

(DPR).

Click on My Account menu option from the main menu area of the portal to run.

4.1. My Account - Branches

This option enables the bank admin to profile all the branches under his domain.

Click on the My Account - Branches sub-menu option to lunch this option.

MAXFRONT TECHNOLOGIES LTD
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NOTE: The online User manual could be more up-to-date than the printed version.

Page 8113



Department of Petroleum Resources - DPR

BRANCHES

Search for branch

SN~ Branch

1 lkota

Figure 8
4.2 Add Branches

ltems per Page Search:
s g

Bulk Upload

Bulk upload Add a Branch
of branches previess 1 Hext Last

Adding of branches to the portal can be done by single upload or bulk upload via the
portal. For multiple branches, the bank admin can do bulk upload to the portal. This saves

valuable data entry time.

Click on the My Account - Branches sub-menu option to lunch this option.

Click on Single entry icon on the window above to add a single branch, click on the add

button when done to save changes.

BRANCHES

Add Bank Branch

Branch NHame *

Branch Code *

Figure 9

4.3 Edit Branch details

Bulk Upload @ Single Entry

Action

<4

This option is used to view/edit branch details. Select the desired bank branch from the
list of branches displayed in figure 10 and click on the Edit icon to view/edit branch

details.

Click on the Update button when done to save changes.
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BRANCHES

Items per Page

4.4

10

SiN

1

Branch

lkota

Update Bank Branch Information

Branch Name *
Ikota
Branch Code *

004578

Arifalo ~

Figure 10

My Account - Users

This option is used to profile other bank users on the portal.

Bulk Upload (®) Single Entry

Action

4

From the list of users, the admin can either add/edit or update any user details.

To search for a user on the portal for a branch, enter value to search for in the Search

area.

. GTAdmin

Dashboard

Applicafions
My Account

Branches

q users

Help

MAXFRONT TECHNOLOGIES LTD

USERS

GTAdmin ~

Search

Next

Last Name

Search for bank user

First Name

GTUser

Last

Page10of1 | Total of 1 Records

I

Email

gtbUser@mailinatorcom

(@ Add User

MNumber of records per page

4

Phone Number Status

234809656343 True

How it Works |Disclaimer |General information |Privacy Policy | FAQs | Contact Us

® 2016 Department of Petroleum Resources

Figure 11
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4.4.1 My Account - Add Users

To register a new bank user, click on the Single entry icon as indicated in the window
above. The below window will be display in which the admin can submit the details of the
user. An email is sent for confirmation to the new bank user for activation on the portal.

Once logon to the portal, it is advisable for the user to change his/her password via the
user profile link.

Arifalo -

Create User

Last Name * Other Hame(s) *

Items per Page

10 R R — Bulk Upload @ Single Entry
SN Last Hame

Phone Number Status Action

1 Olusola User Branch* User Role*

07065278341 Active ES
Active ES

— Select Branch — - — Select Role —

First Previous 1 Next Last

Figure 12

4.4.2 My Account - Edit Users

Arifalo ~

Update User Information

Last Hame * Other Hame(s) *
ltems per Page
10 Email* PhoneNumber * Bulk Uplaad Single Entry
SiN Last Name Phone Number Status Action
1 Olusola User Branch* User Rale* 07068278341 Active Efa
e stz Update
First Previous | 1 Next  Last

To edit any bank user, click on the User menu from My Account main menu to edit the
desired user.

The above window will be display in which the admin can change any of the values

previously submitted for the user. An email is sent for confirmation to the new bank user
for activation on the portal.

Once logon to the portal, it is advisable for the user to change his/her password via the
user profile link.
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5. Help

This option is used to view the online help manual available to the bank users.

To access this help file, click on Help menu and then select branches from the drop
down menu option.

Arifalo ~

DASHBOARD

Dashbeard

1))

Appiications

MNotifications.

Import Applications

Wy Account

Latest Messages
Request Support

Message Event Date Received

Select Category : Activation Link Request 10/09/2015

— Select Request Category — T New User 03/07/2015

Enter Message :

Figure 14

6. Request Support

This option is used for sending issues as regards their challenges via the portal to the
support team.

To this select the support category from the drop down list of pre-defined categories and
select the desired one. Enter the issues/inquiry in the message area directly located under
the category section.

See the window below

DASHBOARD

30

Import Applications

Select message category

Latest Messages
Request Support
Wassage Evant Dats Recsived
aiect Category : Actiation Link Request 10092015
— Seict Request Category —
ew User Ga0mrs
Entsr Massage

Message area

Send message

Questions?

Ghat with us live

Figure 15
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6.1 Latest Messages

This menu option is used to view latest notifications sent to the bank users by the portal.

Such messages like user creation notifications and all system notifications relating the
bank.

DASHBOARD

30 2

Import Applications Bank Users

Request Support

Message Event Date Received
Select Category Activation Link Request 10/08/20156
— Select Request Category — h New User 02/07/2015

Enter Message

Click on message to view

Figure 16

Click on any of the message displayed on the message area to view details.
The below window is displayed when the message itself if clicked.

Click on the close button to close the view windows.

DASHBOARD

Activation Link Request

DFR/DS/ERI10032015/884

PPIPS raceived a request for a frash activation link for your Account an the portal
Click the link below {or copy and paste the URL into your browser] toactivate your sccount

This activation link sxpirss in 48 haurs.

Yours faithfully,
CFR FRIFS Team

S Request Support pRips@dprganng

( Close > Date Received
10/09/2015

- Select Request Categary - -
. Hew |fer AANTIAA1E

Select Category

Figure 17
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