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ABSTRACT

Welcome to the Pakistan Tobacco Board User Manual!

The Pakistan Single Window (PSW) - Pakistan Tobacco Board User Manual is your step-
by-step guide on how to request for Export Quota and Export Permit from PTB using the

PSW portal. This user manual also provides background of the PSW system while
describing its key features.



1. INTRODUCTION

The Pakistan Single Window (PSW) is an electronic portal that allows parties involved in
cross border trade and transport to lodge standardized information and documents using
a single- entry point to fulfil all import, export, and transit related regulatory requirements.
The information is transmitted electronically and individual data elements for clearance
and regulatory approval need only to be submitted once. Use of the PSW portal is allowed
to authorize users who have completed the subscription process (in cases where a
subscription has expired, users must initiate and complete the renewal process). Once
subscribed and registered with PSW, you can access the portal to engage in cross border

trade and transit related activities, including online payment of taxes and OGA fees.

The PSW aims to simplify your cross-border trade and transport experience. This module
will facilitate the trader/customs agent to apply online for Export Quota and to obtain
Export permits from the Pakistan Tobacco Board. The application for the same shall be
received and processed through the PSW portal. Similarly, PSW enables the sharing of

documents required for processing regulatory approval requests.

Presently, many OGAs engaged in cross-border trade rely on manual processes. Even
those using electronic methods lack integration with the customs clearance system.
Internal communication among users primarily involves emails, phone calls, and messages,
contributing to delays in operational processes and approvals. This new platform will
automate all trade-related business processes of the Pakistan Tobacco Board, including

the processes for approval and rejection of Export Quota and Export Permit.

With the PSW system going live, there will be no Pakistan Tobacco Board office visits and
manual submission of applications for the approval of permits, quota and payments. The
processing of application will be done online, where you can have clear visibility of the
action being performed on the same. Moreover, communication between you and the
PTB officer will be visible, robust, and transparent. For more to know about PSW please

visit our website www.psw.gov.pk.
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2. BACKGROUND

As a signatory to the WTQ's Trade Facilitation Agreement (2015), Pakistan has notified

the establishment of a ‘National Single Window’ (NSW) as a ‘Category C' commitment
with effect from 22nd February 2017. To implement NSW, the Government of Pakistan
has promulgated the Pakistan Single Window Act, 2021 while declaring Pakistan Customs
as the Lead Agency. Pakistan Customs has established a dedicated PSW Company
(PSWC), as a not-for-profit Company under Companies Act, 2017, to implement the PSW
program. The PSWC has been designated as the Operating Entity under the PSW Act for
developing and maintaining the PSW portal in collaboration with 77 different public
sector entities involved in regulation of cross border trade in Pakistan. The PSWC will
digitize the processes of public sector entities related to regulation of cross-border trade.
This will not only reduce the time and costs but also increase compliance and immensely
benefit economic operators like importers, exporters, freight forwarders, clearing agents,
shipping companies, transporters etc. The implementation of the PSW program will also
enhance government controls and transparency. By creating a national electronic trade
and logistics platform the PSW will help Pakistan integrate better into the regional and
global single window systems. It will facilitate integration into global value chains and

enable Pakistan to become hub for regional and international transit and trade.



3. SALIENT FEATURES OF PTB LPCO MODULE

o An all-in-one online solution for submitting, processing, and managing approvals

and rejections of Export Permits and Quotas from the Pakistan Tobacco Board.

o Provides a comprehensive solution for all Pakistan Tobacco Board requirements

related to Permit and Quota processing.

o A detailed activity log for the trader’s online requests for Export Permit and Quota

allocation will be accessible to the trader or customs agent within the system.

o Communication between the officers and traders/custom agents will be done

through the PSW system.

o Electronic applications and processing help save time and costs.

o Facilitates compliance of trade regulations through the PSW system.

4. SYSTEM REQUIREMENTS

o To use PSW Portal on Windows®, the subscriber will require:

a.
b.

C.

Google Chrome Browser.

Windows Edge.

Firefox.

Opera.

Windows 7, Windows 8, Windows 8.1, Windows 10. Window 11 or later.

To use PSW Portal on Mac®, the subscriber will need:
Google Chrome Browser
Safari

OS X El Capitan 10.11 or later.
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6. STEP BY STEP PROCESS
5.1. USER LOGIN

i. Please visit “www.psw.gov.pk” and click on the ‘Login’ option.

o
oxo PS‘AI Home  Vision & Mission ~ Values  Objectives  Resources ¥

WELCOME TO PAKISTAN SINGLE WINDOW

Pakistan Single Window (PSW) is an ICT based National Single Window (NSW) System in Pakistan.

0 _Click here to view subscription guidelines

Figure 1

ii. After clicking on the login button, the user will be redirected to the login
interface. Here, you will be required to enter your login credentials.

Login to your account

Figure 2
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5.2. PROCESS FOR EXPORT QUOTA REQUEST:

i Upon successful log-in, a dashboard will appear. At the Home Screen, click on
the ‘Export Quota’ button.

i

Figure 3

Click the 'Create Export Quota' button to submit a new quota allocation

request. A list of all Export Quotas (Approved/Rejected/Draft) will also be
available under this tab.

u 00 W 3 racuomauy pstay percare ured +
Uit of fport Ouota

Figure 4
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iii. Enter your business details under the 'Basic Info' tab, then click 'Save and
Proceed.

Add Export Quota

Step1ot3

:
i

Figure 5

iv. Under the 'Commodity Details for Export Quota' tab, click the 'Add
Commodity' button to add a new commaodity, then click 'Save and Proceed.' A

list of previously added commodities will also be displayed under this tab

Create New Export Quota

Step20of 3

© Save

Basic Info
Listo nmodities
Commodity Detalls For Export Quota I
SN HS Code
8501.4090

2 8501.4090

Cigrattes with tobacco

Tobacco Leaf

KG

KG

100u

Lorem Ipsum

Lorem Ipsum

Figure 6



v. After selecting 'Add Commodity', a new screen will appear. Enter the relevant
H.S. code and other details, then press 'Add' button to proceed further.

<  Back to commodity list

HS Code Product Code Product Description
5 0o In sl v l
Tarrif Description
WALKING STICKS AND SEAT STICKS
Lo Export quantity Type of Tobacco
- Enter : Selec! ¥

Declared Description

Lorem Ipsurn

Add

Figure 7

vi.  Under the Document Information tab, select the relevant documents, upload
them by clicking on the ‘Select files’ and press the ‘Submit’ button.

Step3of 3 ©Save  © Cance

Basic Info Document Type

Upload Flle

Figure 8
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Your export quota request has been successfully submitted.

Request Submitted

Your request has been submitted
successfully

Return to Home

Figure 9

Your request for export quota has been assigned to the relevant PTB officer for

further processing.

5321 ?‘ & KHAWAJA SPINNING MILLS LIMITED ~

- [

siness Registration Number ~ §  TypeofBusiness i  Required Year i Submitted On i Status i Adion

T
]

1-4of ditems

Figure 10

11




iX. You can also view the submitted details of the export quota request by clicking
on the relevant request from the above list.

View Export Quota

Home [ LPCO / Ex

Request Document No
PTB-EQ-000223

Applicant Details

Dealer
0923130000000

12412asddas.

Business Details
BSS/DEA/12/2024

2025-2026

Place of Businesses in Pakistan

5.No Address

Place of GLT's

S.No Address

Commeodity Details

HS Code + ... Declared De.,

Product Name (L

Status Business Regrstered
Assigned to Officer M/S KHAWAJA SPINNING MILLS
LTD,

0225900 3520038164777

khawajaspinning@hotmail.com +926546576886

M/S KHAWAJA SPINNING MILLS LTD, 10-L GULBERG |1l MAIN FEROZEPUR ROAD LAHORE

Figure 11

Province

Sindh

District Province

LXC Sindh

Quantity Re... Quantity Ap...

ROQTED CUTTINGS AND SLIPS KG

I
47
?‘ & KHAWAJA SPINNING MILLS LIMITED ~

KH.MUHAMMAD SALEH

Type of Tob...

Sta...

Figure 12
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Back

Validity \

Officer Remarks

5.3. EXPORT QUOTA AMENDMENT REQUEST

Figure 13

i. After logging into PSW portal click on the ‘Export Quota’ button on the

dashboard.

List of Export Quota

=
=

.
Seed Enlistments ’):.‘ Catch Certificate

Electronic Certificate of i
Origin y REX Registration Amendment
Export Permits Export Certificates

BEOE

U
Import Licenses

REX Registration
Endorsement

5321 @' & KHAWAJA SPINNING MILLS LIMITED ~

Figure 14

13




iil Under the Export Quota tab, select the request you want to amend from the
list, and click the Edit icon in the Action column,

@ 5321 "B"v & KHAWAJA SPINNING MILLS LIMITED ~

List of Export Quota
Home / LPCO / Export Quota
Amendment Request
Amendment Request = Q
Business Name Business Registration Number i TypeofBusiness i Required Year :  Submitted On i Status i Action
BSS/DEA/12/2024 Grower 024-202. 5-09-2024 jected &)
BSS/DEA/12/2024 Grower 2 14-09-2024 jected &
BSS/DEA/12/2024 Grower 024-202: )4-09-2024 jected @)
BSS/DEA/12/2024 Growe 4 024
BSS/DEA/12/2024 Grower )4-09-2024 jected @)
4
15 7 items perpage 1-12of 2items
Figure 15
iii. You can edit the export quantity here. As per PTB regulations, you are only

allowed to edit the export quantity.

Subsretted On

27-08-2024

Agency Naera
Pakistan Tobacco Board

. Request Document No
PTB-EQ-000160
Applicant Details

Company

0092313234880

adsd

Business Details

BSS/COM/28/2024
2019
Commodity Details

0602.1000 1000

Validity

-UNROOTED CUTTINGS AND SUIPS

0453600

asad Strustshoes.net

TRUST SHOES INTERNATIONAL (PRIVATE) LIMITED

ASD

3520214773560

+923142831275

47-B, HBFE Housing Sodety, Lahore, Lahare Cantonement

KG 2000

NARGIS AYUB KHAN

ASD

Manufacturer

Figure 16
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iv. Provide the remarks against the amendment request and click on the 'Submit'
button to proceed further.

Upload Documents

Amendment Remarks

Figure 17

X. Your export quota amendment request has been successfully submitted.

Request Submitted

Your request has been submitted
successfully

Return to Home

Figure 18

15



V. Your request for export quota amendment has been assigned to the relevant
PTB officer for further processing.

IE eI @s32 . & KHAWAJA SPINNING MILLS LIMITED ~

List of Export Quota
ome  LPCO / Export Quota

I ment Reques
Export Quota Search Q #+ Create Export Quota
Business Name ¢ | Certificate No i Business Registration Number ¢ Type of Business i Required Year ¢ Submitted On i Status i Action

0 2024-2025 4 4 1 9
° SFINING 2024-2025 g @
_______ i Z 2

Figure 19
5.4. EXPORT PERMIT
i. Upon successfully logging in, a dashboard will appear. On the Home Screen,
click the ‘Export Permit’ button.
E Search anything @532' * & KHAWAJA SPINNING MILLS LIMITED ~
List of Export Quota
Home /EPCO

L

A nport Licenses
Import Licenses

.

'3::' Export Quota

D Export Certificates

Export Permits

Figure 20
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ii. Click the 'Create Export Permit' button to submit a new export permit request.
A list of all Export Permits (Approved/Rejected/Expired) will also be available

under this tab.

E Search anything T - M
Export Permits
Home / LPCO / Export Permit /
All
List of Export Permits Search Q
Trader Name/Agent Name Request Document No. | Certificate No. ‘Quota Request Docu... Submitted On Status Activation S...  Actions
M/S KHAWAJA SPINNING MILLS LTD, EP-2FAG67 MNC-CS-104/2024 27-08-2024 Approved Active =)
M/S KHAWAJA SPINNING MILLS LTD, PTB-EP-000155 PTB/EP/072/2024 24-05-2024 Expired =
M/S KHAWAJA SPINNING MILLS LTD, EP-11F2F6 MNC-CS-103/2024 24-08-2024 Approved Active =)
M/S KHAWAJA SPINNING MILLS LTD, EP-07F92C MNC-CS-102/2024 23-08-2024 Approved Active =}
M/S KHAWAJA SPINNING MILLS LTD, PTB-EP-000143 PTB/EP/063/2024 22-05-2024 Expired -
M/S KHAWAJA SPINNING MILLS LTD, EP-D3F4C8 MNC-CS-101/2024 22-08-2024 Approved Active =)
M/S KHAWAJA SPINNING MILLS LTD, PTB-EP-000134 PTB/EP/059/2024 21-05-2024 Expired -
M/S KHAWAJA SPINNING MILLS LTD, EP-9BAE92 MNC-CS-100/2024 21-08-2024 Approved Active =)
M/S KHAWAJA SPINNING MILLS LTD, PTB-EP-000031 PTB/EP/022/2024 09-05-2024 Expired -
o« 6 7 8 n 10 > 15 ¥ items per page 121 - 135 of 433 items
Figure 21
iii. A pop-up window will appear. Select ‘Pakistan Tobacco Board’ as the agency

for the export permit request, then click the ‘Submit’ button to proceed

further.

C Please select agency io create Export Permit

Agency Nars

Pakirtan Tobacco Bowd

Confirm

Figure 22
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iv.

In the Basic Info tab, choose the request type for the export permit, either

'With Export Quota' or 'Without Export Quota.' Provide your business
details, and then click the 'Save and Proceed' button.

0 Year Range

V.

Figure 23

In the Commodities tab, click the 'Add Commodity' button.

Create Export Permit

Step20f3

o=

Os2 ¥-

& KHAWAJA SPINNING MILLS LIMITED ~

; OBack  © Save and Proceed
arked as Optional
&g List Commodities
S.No. HS Code Product Code Product Name UOM Export Quantity Type of Tobacco Action
----------- o |
»
Figure 24
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Creale E

Step20f3

xport Permil

Vi.

Fill in the commodity details, then click the ‘Add’ button to proceed

=1

Daclated Deseriphion

Sebact Currency

Figure 25

Note: If 'With Quota' is selected, only commodities with available quota balance will be displayed for selection.

Vii. After adding the commodities, click the ‘Save and Proceed’ button.
E ] @ 5321 li?v : KHAWAJA SPINNING MILLS LIMITED ~
Create Export Permit
+ Add Commodity
S.No. HS Code Product Code Product Name UOM Export Quantity

Type of Tobacco Action

Z W

Figure 26
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viii. In the Documents tab, choose the document type, upload the mandatory
documents by clicking the ‘Select Files’ button, and then click the ‘Submit’
button to proceed.

Create Export Permit

Stop3of} OBxy  OSumt

Documert Type

Upioad Fee

Figure 27

iX. Your export permit request has been successfully submitted.

Request Submitted

Your request has been submitted
successfully

Return to Home

Figure 28
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X. Your request for Export Permit has been assigned to the relevant PTB officer
for further processing.

List of Export Permils Q

Trader Name/Agent Name Request Document No. Certificate No. Quots Request Document .. Submitted On Status Activation Status  Actions

Figure 29

Xi. You can also view the submitted details of the export permit request by
clicking on the relevant request from the above list.

FRequest Document No A sats £ Busness Typo Payment &
. PT8-EP-000250 5‘ Payment Awaited Company E 15,450.00 2 L)

Applicant Details

Company 0453600 3520214773560 NARGIS AYUB KHAN

00923132348894 asad Gtrustshoes net

Busmess Detallz

TRUST SHOES INTERNATIONAL (PRIVATE) LIMITED 47-B, HBFC Mousing Soclety, Lahore, Lahore Cantonement Manufacturer n

Export Permit Details

1232024 United Arab Emirates

Comeodity Information

HS Cade + Produdt Code Declared Descripion Product Name M Quartity Requested Quantity Approved Type of Yobacco P Uit Vol i USD

Figure 30

Note: In the case of a previous year's crop, a PSID will be generated for the permit. The CESS amount also
needs to be paid. Upon successful payment, the request will be automatically assigned to the relevant
officer.
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6. CONTACT INFORMATION NEED ANY ASSISTANCE?

Please feel free to contact us as:

Email: support@psw.gov.pk
Phone: 021-111-111-779
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