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Overview

1. Overview

This manual aims to provide importers and local manufacturers with:

1. An overview of the Kingdom of Bahrain's excise rules and procedures in regard to the Digital
Stamps Scheme.

2. The necessary guidance needed to navigate the Digital Stamps Scheme online portal and
the process of ordering and tracking digital stamps from the perspective of an importer of
excise products.

This manual is intended to provide general information only and does not represent exhaustive
or legally binding guidelines.

For additional information, kindly contact National Bureau for Revenue (NBR) via email
ds@nbr.gov.bh
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2. Digital Stamps Scheme

The Digital Stamps Scheme is a supervisory system to track excise goods from the
manufacturing stage to the point of consumption to limit smuggling instances within the
Kingdom of Bahrain, thereby reducing the possibility of Excise evasion.

According to this scheme, a digital stamp is placed to contain security features and codes to
prevent the circulation of inauthentic excise goods, as the digital stamps will be scanned at
the Kingdom of Bahrain entry points to ensure the authenticity of these goods, as well as the
efficient and timely collection of due government revenues.

Moreover, digital stamps will also enable consumers to identify product data by scanning
stamps and ensuring the authenticity of such products.

The Digital Stamps Scheme will initially be applied to cigarette products. Later, its applicability
will be extended to include Shisha and other tobacco products, such as E-cigarette
consumabiles.

Registration for the Digital Stamps Scheme is required by excise payers and their relevant
supply chain organizations who import or locally produce tobacco products from production or
point of import to the release of products in the local market of the Kingdom of Bahrain.

Importers and local producers who are required to register for the scheme will receive access
to the digital stamp’s online portal upon completion of the training sessions required to use the
portal.

21. Implementation of key milestones
In accordance with Decision No. (3) for the year 2022 regarding the implementing key

milestones of the Digital Stamps Scheme on excise products (cigarette), the implementation
key milestones will be as follows:

o Receiving Digital Stamps orders milestone (11" March 2022):

The system started to receive the digital stamps orders from excise payers registered with the
National Bureau for Revenue through an electronic system, while allowing the trade of
products that do not contain stamps in the local markets.

o Imported cigarette products implementation milestone (17" July 2022):

All cigarette products arriving at the Kingdom of Bahrain Customs Affairs for clearance must
have the digital stamps placed.

o Local markets implementation milestone (16" October 2022):
All cigarette products available for sale in the local market must be placed with digital stamps.

At this stage, no cigarette products can be sold in the local market without the digital stamps
placed.

© Kingdom of Bahrain | National Bureau for Revenue
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Also, any cigarette products that do not have digital stamps placed must be returned through
the relevant supply chain to be destroyed or moved for sale outside the territory of the Kingdom
of Bahrain.

2.2. Treatment of products imported to the Kingdom of Bahrain

Taking into consideration the above implementation key milestones, importers are required to
follow the below guidelines of digital stamps requirements on imported products to ensure
effective implementation of the Digital Stamps Scheme:

2.2.1. Cases that require digital stamps to be placed on cigarette
products

e Imported cigarette products from the 17" of July 2022.

o Cigarette products are placed for sale at duty-free shops and later sold with the
intention of circulating the products in the Kingdom of Bahrain markets for commercial
purposes.

2.2.2. Cases that do not require digital stamps to be placed on cigarette
products

e Imported products not intended to be circulated in the Kingdom of Bahrain markets
and are placed in a Customs warehouse under a suspension regime to be re-exported
are not required to place a digital stamp.

e Cigarette products are placed for sale at duty-free shops and later sold for personal
use.

2.2.3. Procedures that will not be impacted by the implementation of
the Digital Stamps Scheme

o Loss and destruction of excisable products under Customs suspension regime.
o Transportation of excisable products from duty-free and warehouse without the
intention of circulating the products in the Kingdom of Bahrain market.

2.3. Errors, Deactivation and Cancellation of digital stamps

There are specific cases in which digital stamps can be deactivated/canceled. As stated in
Decision No. (1) for the year 2022 under Article No. (7) regarding digital stamps for excise
products, digital stamps are to be invalid or cancelled in the following cases:

Deactivated

o Digital stamps are obtained in a manner that is not in accordance with provision of this
decision.
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o Digital stamps are not placed on products or activated within 12 months from the digital
stamps purchase date.
e Other situations are determined by the NBR.

Cancelled

e For the cases mentioned above.

e For cases where an error is incurred during the process of activating the digital stamp.

o Digital stamps are damaged in the production process.

¢ The excisable products on which the digital stamp is placed are exported.

e The excisable products on which the digital stamp is placed are destroyed prior to
being traded in Kingdom of Bahrain markets.

e Other situations are determined by the NBR.

To deactivate/ cancel digital stamps, a request must be submitted for the NBR’s approval
through the following email: excise@nbr.gov.bh. Further information might be requested to
approve the request.

Error detected while scanning the digital stamps:

For cases where an error arises while scanning the digital stamps that are placed on imported
excisable products at the point of entry, the importer/local manufacturer will be responsible for
contacting the NBR via email to ds@nbr.gov.bh and the NBR will investigate the issue and
revert with the necessary action.

24. Registration of importers and local manufacturers

Importers and local manufacturers that are required to be registered for the Digital Stamps
Scheme are requested to fill the Digital Stamps Scheme registration form available on the
NBR website and share the filled form via email to ds@nbr.gov.bh.

The request will be reviewed by NBR to ensure correctness of the provided information.
Importers and local manufacturers will be contacted through contact details provided in the
form to provide further information (if required) and to schedule the training on the Digital
Stamps System functions.

User ID and full access to the Digital Stamps System will be granted after the completion of
the training.

© Kingdom of Bahrain | National Bureau for Revenue
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3. Digital Stamps System Functions
3.1. Creating an Order

It is the responsibility of the importer to order digital stamps on behalf of international
manufacturers to apply to the excisable products. In this process of creating an order for digital
stamps, the importer must select the manufacturer and manufacturer’s site that will apply the
digital stamps to the excisable products the importer has ordered.

Once an order has been placed, NBR will review the order, once the order is approved, it will
be processed and dispatched to the manufacturer.

Please note that when ordering digital stamps for cigarette products this will automatically
order the digital codes for the same quantity. Digital codes are unique identifying codes that
are printed directly to the cigarette packs by the manufacturer during production.

3.1.1. Steps of Creating an Order

Importers and local manufacturers should access the Digital Stamps System using the
following link: ds.nbr.gov.bh

Once the training has been completed, login details will be shared. Importers and local
manufacturers should log into the Digital Stamps System using their User ID and password.

Usermame ISEMAMS
Isamanme
Password

Please do not leave this inactive for longer than 60 minutes as this
will resull in you being logged oul and any data may be lost

© Kingdom of Bahrain | National Bureau for Revenue
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Importers and local manufactures should click on “Manage Orders” to initiate the ordering
process

I'.lui.-z-i.lu.-.'
Manage Orders = Supply Chain = Reparts = FProguct Catalogue Organisation Wiew Seltangs =

Manage Onders Use this secfion for dafa enfry

Caganisation view Uise thiz sachon for viewnyg Oganissbon and Sifes dafavs

SaHings L Modfy sppicahon selimgs

After that, click on “Customer Orders”

Then click on “Create Order”

@

De I.-;-R.u.-.'

Reparts = FPrioducl Calalogus Crganisalean View Seltangs -
Enter a mew order

Edit Crder CON & eXIshng onder

Rejescied Onder - Review Rejecled Ordara

Canced Ondier - Cancei an groer

Importers and local manufactures will be required to fill out the order details such as
manufacturing site, product type and other details. Once the details are filled in, click on
“Submit” to proceed to the next step.

© Kingdom of Bahrain | National Bureau for Revenue
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Cig Importer Training Home Logout

DeLaRue Lastlogin  09/03/2022 11:49 AM UTC

Manage Orders ~ DTP ~ Supply Chain ~ Reports ~ Qrganisation View Settings =

Create Order - Select Order Type

Orderis for  Licensee

Licensee -- Choose Licensee -- v
Site
Market BH
Product Type
Deliver To  Llcensee

Delivery Site

¢ Back Submit »

Govit Admin Training Home Logout

DeLaRue Last login 2 11:50 AM UTC

Manage Orders ~ DTP » Reports ~ Administration ~ Setlings ~

Create Order - Products

Part Code - Country - SKU Type - Product - Order Multiple - Colour * Multiples Required *

BHA1 - Bahrain-DP-Tobacco Import Bundles - Green (Inland Sales)-70000-GREEN 4

Product* 98765432201-Regression Product A1 ~

=+ Add New Line
Customer Order Reference * Deliver To  Licensee

Organisation Name Manufacturer 1 Dispatch Address  Manufacturer 1 Site 1 Address
Organisation Reference MAN1 Country  United Kingdom
Market  Bahrain
Site Short Name MANU1-1
Site Contact  John Manufacturer
Site Contact Telephone 01915551265

Order Date  25/03/2022

© Kingdom of Bahrain | National Bureau for Revenue
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Order details will be displayed for importers and local manufactures to review, Importers and
local manufactures can click on “Back” to amend order details if it is incorrect. If order details
are correct, then click on “Confirm”.

Govt Admin Training Home Logout

DeLaRue Last login  28/03/2022 11:50 AM UTC

Manage Orders -  DTP ~  Reports ~  Administration ~  Settings ~

Create Order - Order Confirmation

Details below have not yet been saved. Please ensure they are comrect before proceeding

Part  SKU Product Details ImportiLocal Dispatch Multiples Order Total Original
Code Format  Required Multiple Stamps Customer
Order
Reference
BHA1 Bahrain-DP-Tobacco Import 98765432201 - Regression Local Bundles 4 70,000 280,000 Not
Bundles - Green (Inland Product A1 Applicable

Sales)-70000-GREEN

Customer Order Reference  TO1234 Deliver To  Licensee
Organisation Name  Manufacturer 1 Dispatch Address  Manufaciurer 1 Site 1 Address
Organisation Reference  MAN1 Country  United Kingdom

Market Bahrain
Site Short Name MANU1-1
Site Contact  John Manufacturer
Site Contact Telephone 01915551265

Order Date  28/03/2022

Once the order is submitted, importers and local manufactures will be redirected to a page
confirming the order with a summary of the order. To place a new order, click on “Create
Another Order”. To return to the homepage, click on “Return to Menu”

© Kingdom of Bahrain | National Bureau for Revenue
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Govt Admin Training Home Logout

DeLaRue

Last login  28/03/2022 11:50 AMUTC

Manage Orders = DTP ~ Reports ¥ Administration ~  Settings ~

Create Order - Order Creation Complete

Customer order reference TO1234 has been submitted successfully

Part  SKU Product Details ImportiLocal Dispatch Multiples Order Total QOriginal
Code Format  Required Multiple Stamps Customer
Order
Reference
BHA1 Bahrain-DP-Tobacco Import 98765432201 - Regression Local Bundles 4 70,000 280,000 Not

Bundles - Green (Inland Product A1
Sales)-70000-GREEN

Customer Order Reference TO1234 Deliver To
Organisation Name Manufacturer 1 Dispatch Address

Organisation Reference IMAN1
Country

Market

Site Short Name

Site Contact

Site Contact Telephone

Order Date

<€ Return to Menu

3.2. Edit Order

Applicable

Licensee
Manufacturer 1 Site 1 Address

United Kingdom
Bahrain

MANU1-1

John Manufacturer
01915551265

28/03/2022

Create Another Order ¥

The following process will show how to edit an order for digital stamps through Digital Stamps
System. Orders placed by the Importers and local manufactures can only be edited up until

they are approved by NBR.

3.2.1. Steps of Editing an Order

Importers and local manufactures should access the Digital Stamps System using the

following link: ds.nbr.gov.bh

Importers and local manufactures should log into the Digital Stamps System using their User

ID and password.

© Kingdom of Bahrain | National Bureau for Revenue
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Ta kogin, enter your username and password, and then click the Go bution

Usemame

Password |

Please do not leave this system inactive for longer than 60 minutes as this

will result in you being logged aul and any data may be jost

Product Catalogue  Crganisation Wisw Seflings =
an fior data aniry
n for Suppdy Ghain Management

i Ior e g reparTs

- U'se fhis sechon for wewing e Product Catalogue

Uise s sechon for wewing Organisafion and Sdes details

Sefings Moaifly application seit L

After that, click on “Customer Orders”

@

I]\-.':I-:Ftuu
IManage Cndars = Supphy Chain = Reports = Product Catakompue Crgamnesadion Wiew Seflings =

Cusiomer Orders Order aniry and managemant
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Then click on “Edit Order”

Manape Oidérs =  Suppl Chain ~  Repos =  Product Catalogue Organesation View  Seflings =

Entar @ new ordar

- Fevew Repacted Orders

Cancel Order - Cancel an onder

“Edit Order — Select Order” page will be displayed. This page will show all orders placed by
the importers and local manufactures that are currently awaiting approval.

Importers and local manufactures should click on “Select” button next to the order they wish
to edit.

Govt Admin Training Home Logout

Last login 2 022 11:50 AM UTC

DeLaRue
Manage Orders ~  DTP ~  Reports -  Administration ~  Seftings ~

Edit Order - Select Order

Search Orders: | Customer Order Reference v Q Search

Please select an order to edit. To sort orders please click the heading of the column that you wish to sort by.

Customer Order Organisation Organisation Site Short  Site Contact Country Order Date  Edit

Reference Short Name Reference Name Telephone v

TO1234 MANU1 MAN1 MANU1-1 01915551265 United 28/03/2022 Select ¥
Kingdom

“Edit Order — Products” page will be displayed. Order details will be available for importers
and local manufactures to edit, once the edit is complete, click on “Submit” button to proceed
to the next step.

© Kingdom of Bahrain | National Bureau for Revenue
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Govt Admin Training Home Logout

DeLaRue Last login  28/03/2022 11:50 AM UTC

Manage Orders ~  DTP -~ Reports ~  Administration ~  Settings ~

Edit Order - Products

Part Code - Country - SKU Type - Product - Order Multiple - Colour * Multiples Required *
BHA1 - Bahrain-DP-Tobacco Import Bundies - Green (Inland Sales)-70000-GREEN w 3
Product * 98765432201-Regression Product A1 hd

=+ Add New Li

Customer Order Reference * TO1234 Deliver To  Licensee
Organisation Name Manufacturer 1 Dispatch Address Manufacturer 1 Site 1 Address
Organisation Reference MAN1 Country  United Kingdom

Market Bahrain
Site Short Name MANU1-1
Site Contact  John Manufacturer
Site Contact Telephone 01915551265

Order Date  28/03/2022

Order details will be displayed for importers and local manufactures to review, who can click
on “Back” to amend order details if it is incorrect. If order details are correct, proceed by clicking
on “Confirm”.

© Kingdom of Bahrain | National Bureau for Revenue
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Govt Admin Training Logout

DeLaRue Last login 2 11:50 AM UTC

Manage Orders ~  DTP ~  Reporis ~  Administration ~  Settings ~

Edit Order - Order Confirmation

Details below have not yet been saved. Please ensure they are correct before proceeding

Part  SKU Product Details ImpertiLocal Dispatch Multiples Order Total Original
Code Format  Required Multiple Stamps Customer
Order
Reference
BHA1  Bahrain-DP-Tobacco Import 98765432201 - Regression Local Bundles 3 70,000 210,000 Not
Bundles - Green (Inland Product A1 Applicable

Sales)-70000-GREEN

Customer Order Reference ~ T0O1234 Deliver To  Licensee
Organisation Name  Manufacturer 1 Dispatch Address  Manufacturer 1 Site 1 Address
Organisation Reference  MAN1 Country  United Kingdom

Market Bahrain
Site Short Name MANU1-1
Site Contact John Manufacturer
Site Contact Telephone 01915551265

Order Date  28/03/2022

Importers and local manufactures will be redirected to a page confirming the order showing a
summary of the order. To edit another order, importers and local manufactures should click
on “Edit Another Order”. To return to the homepage, click on “Return to Menu”

Govt Admin Training Home Logout

Last login 2 11:50 AM

DeLaRue

Manage Orders ~ DTP ~ Reports ~ Administration ~ Settings ~

Edit Order - Order Amendment Complete

Customer order reference TO1234 has been submitted successfully

Part SKU Product Details Impert/Local Dispatch Multiples Order Total Original
Code Format  Required Multiple Stamps Customer
Order
Reference
BHA1 Banhrain-DP-Tobacco Import 98765432201 - Regression Local Bundies 3 70,000 210,000 Not
Bundles - Green (Inland Product A1 Applicable

Sales)-70000-GREEN

Customer Order Reference TO1234 Deliver To Licensee
Organisation Name Manufacturer 1 Dispatch Address | 1anufacturer 1 Site 1 Address

O isation Refi MAN1
rganisation Reference Country United Kingdom

Market Bahrain
Site ShortName IMANU1-1
Site Contact John Manufacturer
Site Contact Telephone 01915551265

Order Date  28/03/2022

<€ Return to Menu Edit Another Order ¥

© Kingdom of Bahrain | National Bureau for Revenue
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3.3. Cancel Order

The following process will show how to cancel an order for digital stamps through Digital
Stamps System. Orders placed by importers and local manufactures can only be canceled up
until they are approved by NBR.

3.3.1. Steps of Canceling an Order

Importers and local manufactures should access the Digital Stamps System using the
following link: ds.nbr.gov.bh

Importers and local manufactures should log into the Digital Stamps System using their User
ID and password.

To login, enter your USErmame and password, and then click the Go bution
Usermame
Password

orgotien your ASSWond?

Please do not leave this system inactive for longer than 60 minutes as this
will resull in you being logged oul and any data may be lost

Click on “Manage Orders”

Manage Orders = Supply Chain ~  Reports - Product Catalogue  Organisation View  Seltings =

Manage Ordars ¥ Lisg dhis sachion for dafs enfn

' - - & Chae Aiaes ]
Ulss this saction for Supply Chain Mar Seramenl

o ieTang reponis
for wvio the Produst Calsiogue
& anisadan ang Sies defails

i & e - -
wody SppICEhon Sellifgs
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After that, click on “Customer Orders”

Manage Orders = Supply Chain =  Reports = Product Catalogue  Crganisation View  Seflings =

m Seidar ety iRt g

Then click on “Cancel Order”

Manage Orders ~  Supply Chain »  Reporls = Product Calalogue  Organisalion View  Sellings -

- Rewiesy Reyecled Orolars

Cancel an order

“Cancel Order — Select Order” page will be displayed. This page will show all the orders placed
by the importers and local manufactures that are currently awaiting approval from NBR.

Importers and local manufactures should click on the “Select” button next to the order they
wish to cancel

Govt Admin Training Home Logout

DeLaRue Last login 22 11:50 AM UTC

Manage Orders ~ DTP - Reporis ~ Administration ~ Settings ~

Cancel Order - Select Order

Search Orders:  Customer Order Reference v Q Search

Please select an order to cancel. To sort orders please click the heading of the column that you wish to sort by.

Customer Order Organisation Short Site Short Country Government Order Order Date

Reference Name Name Reference v

TO1234 MANU1 MANU1-1 United N/A 28/03/2022 Select ¥
Kingdom

© Kingdom of Bahrain | National Bureau for Revenue
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“Cancel Order — Review Order” page will be displayed showing order details. Importers and
local manufactures to enter the reason the order is being cancelled into the “cancellation
reason” free text box. Click “Cancel Order” to proceed with cancelling the order.

Govt Admin Training Home Logout

DeLaRue Last login  28/03/2022 11:50 AM UTC

Manage Orders ~ DTP ~  Reports -  Administration ~  Settings ~

Cancel Order - Review Order

Customer Order Organisation Short  Site Short Site Contact Country Dispatch Address Order Date

Reference Name Name Telephone

TO1234 MANU1 MANU1-1 01915551265 United Manufacturer 1 Site 1 28/03/2022 12:18
Kingdom Address PMUTC

Part SKU ImpertiLocal  Dispatch Order Order

Code Format Quantity Multiple

BHA1 Bahrain-DP-Tobacco Import Bundles - Green (Inland Local Bundles 210,000 70,000

Sales)-70000-GREEN

Cancellation Reason* | No Longer Required

4

<€ Back X Cancel Order

A message will appear to confirm canceling the order.

Confirm Cancel

Afe ol Sure voil want i cance! thig ondei?

Canoel O

Importers and local manufactures will be redirected to a page confirming the cancelation of
the order with a summary of the order canceled. To cancel another order, click on “Cancel
Another Order”. To return to the homepage, click on “Return to Menu”.

© Kingdom of Bahrain | National Bureau for Revenue
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Govt Admin Training Home Logout

DeLaRue Last login 28/03/2022 11:50 AM UTC

Manage Orders - DTP -~ Reporls ~  Administration ~  Settings -

Cancel Order - Order Cancellation Complete

Customer order reference TO1234 cancelled and notification email sent successfully

Customer Order Organisation Short Site Short Site Contact Country Dispatch Address Order
Reference Name Name Telephone Date
TO1234 MANU1 MANU1-1 01915551265 United Manufacturer 1 Site 1 28/03/2022
Kingdom Address

Part SKU ImportiLocal Dispatch Order Order

Code Format Quantity Multiple
BHA1 Bahrain-DP-Tobacco Import Bundles - Green (Inland Local Bundles 210,000 210,000

Sales)-70000-GREEN
< Return to Menu iE Cancel Another Order

3.4. Edit and Resubmit a Rejected Order

The following process will show how to edit and resubmit a rejected order by the NBR for
digital stamps through Digital Stamps System.

The NBR may reject orders placed for digital stamps if an error is noticed within the order or it
does not meet the approval criteria. Upon rejection of the order notification will be sent to notify
the importers and local manufactures that the placed order has been rejected. To proceed
with the order, the importers and local manufactures may resubmit the order by amending the
reason it was rejected, or doing nothing, and the order will remain rejected and will not
progress.

3.4.1. Steps to Edit and Resubmit a Rejected Order

Importers and local manufactures should access the Digital Stamps System using the
following link: ds.nbr.gov.bh

Importers and local manufactures should log into the Digital Stamps System using their User
ID and password.

© Kingdom of Bahrain | National Bureau for Revenue




Importers and Local Manufacturers Manual — Version 1.0 W
A

Digital Stamps System Functions

To kogin, enter your username and password, and then click the Go bution

Usermame

Password

Please do not leave this system inactive for longer than 60 minutes as this
will result in you being logged out and any data may be jost

Manage Orders = Supply Chain =  Reports =~ Product Catalogue  Organisalion View  Seltings =

Uise this secfron far dafa eniny

i b P B Sein SR
LS8 IME SOCon o UL LIS =hes Tl

- Lise thiz section fiar wewing the Produc! Calelogue

w gngd Sifes dalfais

Setlings Modify sppiicabon selings

After that, click on “Customer Orders”.

Manage Orders = Supply Chain = Repors =  Product Catalogue  Organisation View  Settings =

COrglar gniry and management

Then, click on “Rejected Order”.

© Kingdom of Bahrain | National Bureau for Revenue
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| Zh*l-.'u-ﬁlm
Manage Ondeds - Supphyf Chaan - F-'IEPH‘IE- - Product Caalogue Organisation WView Saflings -

“Rejected Order — Select Order” page will be displayed. This page will show all orders rejected
by NBR and have not yet been resubmitted.

Rejection reason will appear in the “Rejected Reason” column. Importers and local
manufactures should view the reason and take note of the reason as it will have to be corrected
while editing the order in the next steps. If the Importers and local manufactures are certain
that they wish to resubmit the rejected order, they should click “Resubmit” button available
next to the order details.

@

DeLaRue
Manage Orders ~ DTP~  SupplyChain+  Reporfs'~  Organisation View  Seffings =

Rejected Order - Select

Display 10 v | records per page Search

Customer Order Sits Short
Reference “ Organisation Short Name Organisation Referance : Name " Site Contact Telephone = Country Order Date 2 Rejectsd Reason = Select

12345 MANUH MANT MANUA-1 01915551265 United Kingdom 2022.03-3105195212 | Rejected Resubmit 3

Showing 1o 1 of 1 records

< Back

A confirmation message will appear to confirm proceeding with the resubmission of the order.

|

Confirm

M

AR YO SUrE YOou wanl 10 resuberil the ordes?

A message will be displayed confirming that the order has been resubmitted and sent to the
edit order page. Importers and local manufactures should click “Close”.

© Kingdom of Bahrain | National Bureau for Revenue
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Order with customer reference no: "12345" has been Resubmitted successfully and
sent for Approval

“Edit Order - Select Order” page will automatically be displayed. This page will show all orders
placed by the importers and local manufactures that are currently awaiting approval including

resubmitted rejected orders. Importers and local manufactures should click on “Select” button
available next to the order they wish to edit.

Edit Order - Select Order

Search Orders: Customer Order Reference v

Q Search

Please select an order to edit. To sort orders please click the heading of the column that you wish to sort by.

Customer Order Organisation Short Organisation Site Short Site Contact Country Order Edit

Reference Name Reference Name Telephone Date

12345 MANU1 MAN1 MANU1-1 01915551265 United 31/03/2022 Select »
Kingdom

€ Back

“Edit Order — Products” page will be displayed. Order details will be available for importers
and local manufactures to edit, importers and local manufactures should ensure rejection

reason is corrected. Once the edit is complete, importers and local manufactures to click on
“Submit” button to proceed to the next step.
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Cig Importer Training

Home Logout

31/03/2022 05:17 AM UTC

DeLaRue

Manage Orders ~  DTP =

Supply Chain =

Reports = Organisation View

Edit Order - Products

Part Code - Country - SKU Type - Product - Order Multiple - Colour *

BHA1 - Bahrain-DP-Tobacco Import Bundles - Green (Inland Sales)-70000-GREEN

Product *

=+ Add New Line

Customer Order Reference *
Organisation Name

Organisation Reference

€ Back

98765432201-Regression Product A1 ~

12345 Deliver To

Manufacturer 1 Dispatch Address
IMAN1 Country
Market

Site Short Name
Site Contact

Site Contact Telephone

Order Date

Settings -

Last login

Multiples Required *

il Delete

Licensee

Manufacturer 1 Site 1 Address
United Kingdom

Bahrain

WANUA1-1

John Manufacturer
01915551265

31/02/2022

Order details will be displayed for importers and local manufacturers to review, where they
can click on “Back” to amend order details if it is incorrect. If order details are correct, importers
and local manufactures should click on “Confirm”.
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DeLaRue

Cig Importer Training

[

National Bureau for Revenue

Home Logout

Last login 03/2022 05:17 AM UTC

Manage Orders ~  DTP -

Supply Chain ~

Reports ~

Edit Order - Order Confirmation

Details below have not yet been saved. Please ensure they are comect before proceeding

Part SKU
Code
BHA1 Bahrain-DP-Tobacco Import

Bundles - Green (Inkand
Sales)-70000-GREEN

Customer Order Reference

Organisation Name

Organisation Reference

4 Back

Product Details

98769432201 - Regression

Product A1

12345

Manufacturer 1

MAN1

Organisation View

Seftings ~
Import/Local Dispatch Multiples Order Total Original
Format Required Multiple Stamps Customer
Order
Reference
Local Bundles 2 70,000 140,000  Not
Applicable
Deliver To  Licensee

Dispatch Address

Country

Market

Site Short Name

Site Contact

Site Contact Telephone

Order Date

Manufacturer 1 Site 1 Address
United Kingdom

Bahrain

MANU1-1

John Manufacturer
01915551265

31/03/2022

Importers and local manufactures will be redirected to a page confirming the order with a
summary of the order. To edit another order, importers and local manufactures should click
on “Edit Another Order”. To return to the homepage, click on “Return to Menu”.

DeLaRue

Home

Cig Importer Training

Logout

ast login 17 AMUTC

Manage Orders *

DTP ~

Supply Chain ~ Reporis »

Organisation View

Settings ~

Edit Order - Order Amendment Complete

Customer order reference 12345 has been submitted successfully

SKU
Code

BHA1

Bahrain-DP-Tobacco Import

Bundles - Green (Inland
Sales)-70000-GREEN

Customer Order Reference
Organisation Name

Organisation Reference

< Return to Menu

Product Details

98765432201 - Regression
Product A1

12345
Manufacturer 1

MAN1

© Kingdom of Bahrain | National Bureau for Revenue

Import/lLocal Dispatch Multiples Order Total Original
Format Required Multiple Stamps Customer
Order
Reference
Local Bundles 2 70,000 140,000 Not
Applicable
Deliver To  Licensee

Dispatch Address

Country

Market

Site Short Name

Site Contact

Site Contact Telephone

Order Date

Manufacturer 1 Site 1 Address
United Kingdom

Bahrain

MANU1-1

John Manufacturer
01915551265

31/03/2022

Edit Another Order
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3.5. Receive Product

The following process will show how to receive products through Digital Stamps System.
Importers are responsible to use the Digital Stamps certified system to receive finished
products from manufacturers.

3.5.1. Steps to Receive a Product
Importers should access the Digital Stamps System using the following link: ds.nbr.gov.bh

Importers should log into the Digital Stamps System using their User ID and password.

To logim, enter your usermame and password, and then click the Go bution

Username Jsemame

Password

orgatien your Lisemame/Passw

Please do not leave this system inactive for longer than 60 minutes as this
will result in you being logged oul and any data may be jost

i e e s —— N

Product Catalogue

Organisabon View

Seffings
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After that, click on “Receive Product”.

@

De LaRiuse

Manage Orders « Supply Cham « Reports = Product Catelogue  Organsabion View  Setfings «

importer Dedaraton

echon fo manage importer Declaration

I

Pack Product " 1D pack o &f 5 ote
Creals Shipment PR - (st et 1O Créeale & Ehupenerd
Recave Produdc Uise this section fo recene products af a sie

Prnt Aggregation Label L - Liz= this section to Prnt Aggregation Labe)

Reprint Aggragalion |abed LI - Ligs this section fo Repnnt 4pgragshon [Labs!

Prnt Shapment Label

v
-
&
4
2
A
3
1
X
4

Prind Sh rt | abel
nt Shipment Labe

Repnnt Shipment Labed PN - Lizs this secton o Reonme Shipment Labe

Sand Shipmean| Nolification = Uigs this S0t 10 380 Spment Rolilicaten

“Supply Chain - Receive Product” page will be displayed. Importers may enter codes of
products being received and click “Add” to add the product to the list of products to be received.
To remove products from being received, Importers should click on “Delete” next to the product
code they wish to remove from being received. Once all codes have been added, click on
“Submit” to proceed to the next step.

@

DelaRue

Manage Orders ~ DIP » Supply Chain = Reports = Organisation View Settings ~

Supply Chain - Receive Product
Organlsatnon e mporter 1 w
Site Name * mporter 1 Site 1 w

Retum * & No Yes @
o =
AGGROBJ73160101.00001 000F61SCOB3 1748493 m

A message will be displayed to confirm proceeding with the process. If all details are correct,
Importers should click on “Proceed”.
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Confirm Receipt

il informiation

A confirmation message will be displayed.

© Kingdom of Bahrain | National Bureau for Revenue




Importers and Local Manufacturers Manual — Version 1.0 w
A

Digital Stamps System Reports

4, Digital Stamps System Reports
41. Report - Customer Orders

This report enables users to view orders for stamps and the history of the order journey,
including the packing history and other process events. It also enables users to view the box
details showing the stamps sheets/reels used to fulfil the order.

This report can be run once an order has been placed for stamps and can be run continuously
throughout the order journey and will show the status and history of placed orders. The status
refers to the stage within the order journey the order is at for example, approved by NBR or
received by manufacturer.

4.1.1. Steps to View Customer Orders Report

Importers and local manufactures should access the Digital Stamps System using the
following link: ds.nbr.gov.bh

Importers and local manufactures should log into the Digital Stamps System using their User
ID and password.

@

DelaRue

To login, enter your username and passwond, and then click the Go bution

Usermame Jsemame

Please do not leave this system inactive for longer than &0 minutes as this
will resull in you being logged oul and any data may be jost

i e e —— e

Manage Coders =  Suppy Ohain = Feport = Produdt Catsiopue  (hganiation Vs Bafings -
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Then click on “Customer Orders”.

E:‘-':_ I iﬁ_ﬂln‘-l IEJJ“I'I" |1".|'1_rl'| .-

“Report - Customer Orders” page will be displayed. Importers and local manufactures can
enter a search criteria in the relevant fields to bring back results of desired reports. Part Codes
and customer order reference can be used to bring back a specific result. Once the desired
search criteria is entered, importers and local manufactures should click “Submit”.

Report - Customer Orders

Mot every field displayed needs to be completed to retrigve order reports

Please click on Submit with no figlds complete to retrieve all reports

Order Date
From: o Country: Please Select v
Part Code- Country - SKU Type - Product - Order Multiple - Colour
To B Part Code BHA1 - Bahrain-DP-Tobacco Import Bundles - Green (Inland Sales)-70000-GREEN
o BHAZ - Bahrain-DP-Tobacco Import Sheets - Green (Inland Sales)-280-GREEN
BHA3 - Bahrain-DP-Tobacco Import Reels - Green (Inland Sales)-25000-GREEN
BHB1 - Bahrain-PT-Other Tobacco Import Bundles - Brown (Inland Sales)-70000-BROWN
BHB2 - Bahrain-PT-Other Tobacco Import Sheets - Brown (Inland Sales)-280-BROWN
BHB3 - Bahrain-PT-Other Tobacco Import Reels - Brown (Inland Sales)-25000-BROWN ~ w
Crapaich Dale
F T B AT
(=]
B T el
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- -
i
Cliactid Dxw
"
]
Asceipt Date
L] il N
L

“Report - Customer Orders” page will be displayed to view all results that meet the search
criteria. The report can be exported as a word document, excel sheet or to be printed by
selecting the relevant button at the bottom of the page.

inanage Croens - DR~ Fupgy Chan - Repans - Cgansaion ew Setings =
Report - Customer Orders

oLR
Organisaticn Organisation s Custemer

ol DLR Finance
Product  Ordered By Organisabon  Ovcerd For  Organlsaficn  Short  Ordar Covemment Do La Rua Order stamps Frocessad  Approved  Fuifiment  Dispatch
Tvpe RN Ordared By TRM OrderadFor  Nama  Reforance Ordar Refarence  Refarence Country  Orcersd  Order Date  Approved Dats  Dato Dats Tyoe
Ggareliss  TRNGU2000 Unied
Hingdo
gare g N MANURICIUNET 1 WANUY-  Arsiamens DLROOONZEZ e 1 1 e N
) Hingdam
TAN - v Unied
Hingda
cigantes  TRN 1 ampener 1 3 AT 1 AN inten 1 N
1 ngdas Do
arel 1 Manutacturer 1 WANUT 4 o Unte o 110520 il ul
1 Hangdos
¢ 4 Wo L Esi & P
i k . &

“Report - Customer Orders — Order Details” page will be displayed. This page shows the full
history of the selected order. Importers and local manufactures can print “Report - Customer

Orders — Order Details” page by clicking print at the bottom of the page and return to the
“Report - Customer Orders” page by clicking “Back”.
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el ke
ManageOnters = DTP = SupphChan = Repors = Orgenisaion View  Setings =

Report - Customer Orders - Order Details

Product  Organisation  Orgamisation  Organisation st Customer DelaRue Country Order Orcersd  Approved  Approved DLR DLR Fulfiiment Despatch  Status
Type Ordered By OréersdBy  OrderedFor  Ordersd For  Short  Address Crder order Order Date By Date By Processed  Fmance  Type e
TN TRH HName Reforence  Referance  Raference Cate Apgroves
Date
Cigaremes  TRMEOZIO0T  Impaner 3 [ MANUIBCIUIEr | AN Manufacioer 1245 Unked BN CR . ot Licénses  Sutminier
1 Site 1 Addess Kingdom Impan Cecided o
Tisinng Aggeonal
PartCode  SKU Order Quartity CroerMulbgle Volded Quantey FroductlD  Product Order Line Detalls
BHAT Baniain-0P-ToBACo IMgor BUNQKEs - Grean (INMnd Sales)-TO0-GREEN 140,000 H 0 WETES4IZE0  REQESSIUN PrODUCL AT
€ Back o Print

TG IEEAIT 15 W02 - YU May WIS LD USE 1aNG5Cape MOGE 107 prnng)

4.2. Report - Delivery Advice Note

This report enables users to view the advice of shipping invoices for the product that has been
shipped to the manufacturer, showing the invoice date and shipment contents.

This report can only be run once the digital stamps have been shipped to the manufacturer by
the fulfiller.

4.2.1. Steps to View Delivery Advice Note Report

Importers and local manufactures should access the Digital Stamps System using the
following link: ds.nbr.gov.bh

Importers and local manufactures should log into the Digital Stamps System using their User
ID and password.

To login, enter your username and password, and then click the Go bution
Username
Password

Please do not leave this system inactive for longer than 60 minutes as this
will result in you being logged oul and any data may be jost

Click on “Reports”.
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Wanage Cirders « Supply Chain « Hapon « Frodud Catalogon  Cepanisstion Vies Sefings «

anages Crsem, ¥ B R mecion for e @ nfry

¥ RN Jugiedy Ot Waiaa et

Fooduct Calaloges

L]
1T s e WHE ¥

R 1T AR E CVSRARST B0 SO0 DAY

@)

e |-_-| -I-'.m'

DPC Enfitiement Summary Fepart ¥ IRt S g S e el i e e e e

"Report - Delivery Advice Note" page will be displayed. Importers and local manufactures can
enter a search criteria in the relevant fields to bring back results of desired reports. Once the
desired search criteria is entered, click “Submit”.
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Horma

Masogy Tiois . OTF = Supnly Chais = Rapons « Frooud Calziogeer  Safings »

Report - Delivery Advice Note

Kok swery S dispipsed neede: §o ba compislad fo eirew order mports. Pleoss ciick on Subed with no felds comgiste o reirierss ol e
Froduct Type by il
AWE ML

Sl s Redfiranece

o Dl
From W 3G
Ta Daie [ TR e
Baryer's. Reference
Consigrse

o Coine» |

"Report - Delivery Advice Note" page will be displayed to view all results that met the search
criteria. The report can be exported as a word document, excel sheet or printed by selecting
the relevant button at the bottom of the page.

Cig Importer Training Home Logout

DeLaRue Last login  31/03/2022 05:17 AM UTC

Manage Orders ~  DTP~  SupplyChain ~  Reports ~  Organisation View  Settings ~

Report - Delivery Advice Note

Delivery Advice Note

01-Mar-2021 To 31-Mar-2022

AWB No.  Seller's Invoice Buyer's Consignee Dispatched To Fulfiller
Reference Date Reference
REG REGGP13  17-Dec- reg13gpdid  Importer 1 Licensee IMPO1-1, Importer 1 Site Stamp
TEST FOR 2021 1712 21 IMPO1 1 Address John Importer Perso
PLA 01915551242 Centre
<€ Back

& word & Excel & Print

“Dispatch - Advice of Shipping” Invoice will be displayed. It will show the shipment details,
including delivery address, invoice date, sellers’ reference, buyer’s reference item description

© Kingdom of Bahrain | National Bureau for Revenue




RS,

Importers and Local Manufacturers Manual — Version 1.0 ew
h)
Digital Stamps System Reports SIS

National Bureau for Revenue

and quantity. Importers and local manufactures can print the invoice by clicking “Print” at the
bottom of the page and return to the “Report - Delivery Advice Note” page by clicking “Back”.

Cig Imporier Training Home Logout

DeLaRue Last login  31/03/2022 05:17 AM UTC

Manage Orders ~ DTP Supply Chain = Reporis = Organisation View Settings

Dispatch - Advice of Shipping Invoice

Delivery Advice Note

Consignee Commercial Invoice Invoice date (tax point)
Importer 1, IMPO1 Refaranca 17.12.2021

Customs
Dispatch To Seller's reference  Buyer's reference
Licensee REG GP 13 reg 13 gp did 17.12.21

IMPG1-1, Importer 1 Site 1 Address

John Importer
019155651242

Transport information/notify party No. and kind of packages; description of

REG TEST FOR PLA goods

1 Case @390.0x220.0x420.0

Item/packages Description Quantity
Printed Matter

reg 13 gp did 17.12.21
1U21-BHA2-0003-1 BHA2210000030815 - BHAZ210000033603 280
REG TEST FOR PLA

Total Quantity: 280

€ Back & Print

The report is wide - you may wish to use landscape mode for printing
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4.3. Report - Goods In

This report enables users to view the stock they have received within a selected period.

This report can be run once the user has completed the Receive Product Process (the process
of using the Digital Stamps System to record their receipt of the product shipment).

4.3.1. Steps to View Goods in Report

Importers and local manufactures should access the Digital Stamps System using the
following link: ds.nbr.gov.bh

Importers and local manufactures should log into the Digital Stamps System using their User
ID and password.

@

DelLaRue

To kogin, enter your usemanms and password, and then click the Go bution
Usermame Jsemame

Password Go »
OQotEn your Lisemame/Passwond?

Please do not leave this system inactive for longer than &0 minutes as this
will resull in you being logged oul and any data may be lost

T ks ™ e
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Then click on “Goods In”.

'.h-l.'ui-‘.ur

Manage Orders =+  Supply Chain =  Reporiz = Produci Calalogue  Organisation View  Seflings -

Customer Orders LI - Search proers o wiew thar covrend stalus and oo lads
Defivery Advice Note d it & Dedvery Sovice Nods

LiCode Authensication = Enfer 8 UCode fo viow 1 guihamnbcsy

1 o search for vosded slsmpe willwn & apacified dafa rang

DFC Entitement Summary Heport » ISR e R e el ST o et e e

“Report - Goods In” page will be displayed. Importers and local manufactures can enter a
search criteria in the relevant fields to show results of desired reports. Once the desired search
criteria is entered, click “Submit”.

Wanage Omiers = Supply Chan - Ropons = Produc Caalogee (egansalion Vesw  Snngs -

Report - Goods In

Receig Date

From

Ta m
Praduss Typs -
Asdress

Conuaener (0 4 w

“‘Report - Goods In” page will be displayed to view all results that met the search criteria. The
report can be exported as a word document, excel sheet or printed by selecting the relevant
button at the bottom of the page.
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Importers and local manufactures can view the box details of products received by clicking the
Number/Serial Range link for the order.

Report - Goods In

Box details will be displayed, in a pop-out window. Importers and local manufactures can
generate a box label or print the information by selecting the relevant button and return to the
“Goods In report” page by clicking “Close”.

Box Number

AB0000046
Total Quantity 70,000
Total available gquantity 69,999
Total voided quantity 0

Total voided in PLA by the manufacturer

Available Ranges
Quantity Start Serial Number End Serial Number

70,000 BHA1210017500012 BHA1210018200007

Box/Sheets Contents Details

Reel/Sheet Label Starting Stamp Ending Stamp Manufacture Date Available Quantity
AB0000045 BHA1210017500012 BHA1210013200007 19-Sep-2021 59,999
% Close & Generate Box Labe! & Print
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