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境外出口商或代理商备案系统              Registration system for exporters or agents overseas
用户手册Manual V1.0
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1 浏览器兼容性视图设置Setup IE browser

访问本系统时，请使用IE(Internet Explorer)6、7、8、9、10和11版本的浏览器。IE10和IE11版本需使用兼容模式。
Please use IE 6.7.8.9.10 and 11 to access the system, if using IE 10 and 11, the compatible mode of browser should be setup. 

1.1 IE10设置兼容模式 
Setup compatible mode for IE 10 
方式一：Manner 1: 
1、访问进口食品进出口商备案系统。Open the system 
2、在浏览器地址栏右侧点击兼容性设置图标。如图：
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Click icon of compatible mode which located on the right side of browser address bar 

方式二：Manner 2: 
1、访问进口食品进出口商备案系统。Open the system
2、点击浏览器右上角的工具（齿轮图标），如图：
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Click the icon of tools on the right side of browser 

3、在弹出的下拉菜单中选择“Internet选项”，Internet选项页面。如图
Select “internet选项´from the pull-down menu, 
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Select “security”, “trusted website” website, open the page of “trusted website”, 

4、在Internet选项页面中依次选择“安全”-“受信任的站点”-“站点”，打开“受信任的站点”页面。如图：
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5、点击“添加”按钮，添加当前网站的地址。Click add button and to add current website 
1.2 IE11设置兼容模式 
Setup compatible mode for IE11
1、访问进口食品进出口商备案系统。Access the system 
2、点击浏览器右上角的工具（齿轮图标），如图：Click tools icon on the right corner of browser 
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3、在弹出的下拉菜单中选择“兼容性视图设置”，打开兼容性视图设置页面。如图：Select “compatible setup” from pull-down menu, open the page of setup, like below
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4、点击添加按钮，将该网站添加到兼容性视图中。Click add button, to add the website to compatible. 
2 访问境外出口商或代理商备案系统

第一步：启动IE6.0或以上版本的浏览器。登录进口食品进出口商备案系统：First, start browser IE 6.0 or the version which higher than 6.0 to login the system


Click login 

第二步：点击境外出口商或代理商备案系统图片下的【系统登陆】连接，进入境外出口商或代理商备案系统：click login to enter the page of Registration system for exporters or agents outside borders. 

Click initial registration for first time registration, and then fill detailed information of your company. 
3 境外出口商或代理商备案Information recording of overseas exporters or agents 
3.1 初次申请 Initial registration 
3.1.1 功能说明
在出口商或代理商企业端，申请提交备案信息。
3.1.2 注意事项
无。
3.1.3 操作步骤

第一步：启动IE6.0或以上版本的浏览器。登录进口食品进出口商备案系统：First, start browser IE 6.0 or the version which higher than 6.0 to login the system
第二步：点击境外出口商或代理商备案系统图片下的【系统登陆】连接，进入境外出口商或代理商备案系统： 
第三步：在上面的页面中点击【初次申请】按钮，进入境外出口商或代理商备案信息初次备案页面：
[image: image5.jpg]2 K niial Fling
Information marked with an * must be submitted

SR~ — RIS Section 1 - Applicant's Information

“ieibERR (D I

‘Name(in English):

AbEHR (3 [

‘Name(in Chinese):

pialelge-ss) I

Address(in English):

frale IR0 e) I

‘Address(in Chinese):

p=les:d] : o :

i (IE Acent OO IR Exporter or Agent

CERME  — ] HFERE I

Country Region: Posal Code:
]

BRALE (IR B RRS) )

‘Contact Telephone(Tnciude Area Country Region Code):

BERARE (BIERMRABREEE) I

‘Contact . (laclude Area Country Region Code):

BRAFHN (EEIET HEABREEE)

‘Contact Cell Phone (Include Area/Couniry Region Code):

PR [ | #TmESemabihomaliA! Plesse donotall out the Geal and Hotmail mailbox!

BN —EERRRIRRHE (FHR) Section 2—Food and Cosmetic Category of Operation

CIrg2 meat CIERHIR cee and ege products

=R aquatc products and preserved aquatic products [ ehZ5#2 traditional Chinese medicinal materials of animal and plant origin

C4pAR#IR erains and grain products CssE skt oil and oil seeds.

Otz soft drinks and drinking water Ol sugar

CI#SERHIR2 vegetable and vegetable products B4 processed favorings o plant crigin

U282 dried fruits and nuts iR B2t other plant origin food.

Ik canned foods ISR dairy products

45782 bee products 2 alooholic beverage

4T 2% pastey biscuits and crackers [l candied (preserved) fuits

DI#8 cigarette I8 tea

I3RS processed flavorings I Efin T &k other processed foods.

Cl4g3ra et foods for special dietary ses [CseBg7=22% bird nest products

O pm2efAtR Skin care products 1B A2, Hair products

O£B2AS: Beauty cosmetics D&t Perfume

I ORs2efio@: Oral care products [CIH$BIREMARR The special function products

OISttt Other cosmetic products
3EIR— —PEERRRFHSE Section 3-Information of the Chinese Trade Partner to be contracted with.

“ikER (430 AL (30 ERA [ [T s
‘Name(in Chinese) |Address(in Chinese) (Contact person | Telephone Fax. |E-mail
[ [ ——
! : ! Tossom
SE0— — GARHS Section.—leterof commitment
AR PR P EE S, EL. Ihereby commits: The information we submit is authentic, and accurate.
__ESges) | AESEOsares)

ERARE EDRIE)
Name Of The Submitter (The Person Submitting This Form) (In Printing Versi |
on:

WEAGE I
Submiter's Offce Telphone:

WEARE I
Submiter's Offce Fax:

WEAFH I
Submiter's Offce Cell Phone:

RERABTFHIHETE I
‘Submitter's E-mail Address:





第四步：填写完企业备案信息，点击承诺书【同意】，再点击【暂存】按钮，保存信息。此时信息被暂存，可以下次登录时进行提交；或者直接点击【提交】按钮。提交成功后，在局端的出口商或代理商备案审核页面可以查看到提交的信息，可以进行备案审核。fill detailed information of establishment, Click agree (【同意】), and then click temp save (【暂存】), the information can be saved temporary, it can be submitted【提交】 next time, or committed 【提交】immediately. Then the information of overseas exporters or agents can be found and check. 
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Click here to confirm the information which filled are correct, and then the record number and query number will be displayed.  

第五步：在上面的提交确认页面,点击【确定】按钮.提示“提交成功”，弹出结果提示信息，提示信息记录号与查询号。
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打印：在提示信息页面点击打印链接，可以打印结果信息。

注意attention：
1、 联系人电子邮件邮箱：一定要牢记本邮箱地址，以便于后续进行查询号找回；同时，在输入邮箱地址时，注意不要输入gmail和hotmail邮箱；
The email address of contact person should be remembered, in order to find back the query number in the future. When you fill the email address, the Gmail and Hotmail cannot use. 
2、 一定要记录下生成企业信息记录号与查询号,以便于登录出口商或代理商企业端系统时使用；
The record number and query number should be recorded, in order to login the system of exporter and agent. 
3、 在初次备案时，如果点击的是【暂存】，那么在出口商或代理商企业端系统主界面登陆时，输入企业备案号、查询号和附加码后，点击【初次备案】按钮进行登陆；
For initial registration, if you click temporary save (【暂存】), you could fill record number, query number and extra code in the system for exporter and agent, and click initial registration (【初次备案】) to login. 
4、 在初次备案时，如果点击的是【提交】，那么在出口商或代理商企业端系统主界面登陆时，输入企业备案号、查询号和附加码后，点击【登陆】按钮进行登陆；登陆，可以查看备案信息、备案进度和查询号维护；
For initial registration, if you click commit (【提交】), you could fill record number, query number and extra code on the screen of the system of exporter and agent, and click login (【登陆】) to login. After you login, the record information and record progress can be checked, the record number can be maintained. 
5、 暂存或者提交之前，请阅读企业承诺书，并点击【同意】按钮，才可以完成数据暂存或提交。
Please read the letter of commitment before tempo save and commit, and then click agree (【同意】), then the data can be temporary save or committed. 
3.2 变更提交submit changes
3.2.1 功能说明
在出口商或代理商企业端，进行登陆操作后，用户可以进行备案信息修改。

3.2.2 注意事项
无。
3.2.3 操作步骤
当下面操作中一种情况出现时可以登录企业端，进行备案变更操作。

1、局端备案审核不通过

2、局端备案抽查不通过

3、总局备案信息发布

4、备案信息暂存

第一步：启动IE6.0或以上版本的浏览器。登录进口食品进出口商备案系统：First, start browser IE 6.0 or the version which higher than 6.0 to login the system
第二步：点击境外出口商或代理商备案系统图片下的【系统登陆】连接，进入境外出口商或代理商备案系统：
Click login to enter the page of Registration system for exporters or agents outside borders.
第三步：分别输入企业备案号、查询号以及附加码，然后点击【登录】按钮，进入备案信息维护页面。
Third, Fill the record number, query number and extra code, and click login (【登录】)

注：如果企业状态是“备案信息暂存”，且是初次申请，那么此处点击【初次申请】登录境外出口商或代理商备案系统。
Reminder, if the status of company is “ tempo save of record information” and it is first time registration, then click initial registration (【初次申请】) to login in the system. 
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第四步：在上面的页面修改信息内容（如果不是在暂存状态下进行变更，其中企业名称（英文），企业地址（英文）与国家/地区无法修改），点击企业承诺书的同意按钮，点击　【提交】按钮。提示“企业端备案提交成功，请等待局端审批” 
Fourth, the information can be changed in above page (if the status is not temporary save, the company name, address and country/region can be changed), click agree button to agree the letter of commitment, and then click submit. The reminder “company record application submitted successful, and waiting for approval” will pop-up. 
如果是在初次暂存下变更提交后，备案信息流程状态变为：备案申请，待审核。当在其它情况下，备案信息流程状态变为：备案变更，待审核。
It the application of changes had been submitted under the status of temporary save, the status of record information will be changed as: record application, to be audited. If in other situation, the status of record application will be changed as: record changes, to be audited. 
3.3 取消备案Cancel record 
3.3.1 功能说明
在出口商或代理商企业端，进行登陆操作后，在企业端删除备案信息。

3.3.2 注意事项
无

3.3.3 操作步骤
当下面操作中一种情况出现时可以登录企业端，进行备案删除操作。

1、局端备案审核不通过

2、局端备案抽查不通过

3、总局备案信息发布

4、备案信息暂存

第一步：启动IE6.0或以上版本的浏览器。登录进口食品进出口商备案系统：First, start browser IE 6.0 or the version which higher than 6.0 to login the system
第二步：点击境外出口商或代理商备案系统图片下的【系统登陆】连接，进入境外出口商或代理商备案系统：
Second, login the system 
第三步：分别输入企业备案号、查询号以及附加码，然后点击【登录】按钮，进入备案信息维护页面
Fill the record number, query number and extra code, and click login 【登录】, to enter the record information maintenance page. 
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在上面的页面修改信息内容点击　【取消备案】按钮。提示页面如下
And click cancel record 【取消备案】, the reminder will be as following:
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点击【确定】按钮。提示“取消备案成功等待审核”。
Click confirm (【确定】), and waiting for the verification of cancel record. 
3.4 信息进度查询Information progress query
3.4.1 功能说明
可以在企业端查看备案信息进度
3.4.2 注意事项
 无

3.4.3 操作步骤
    第一步：启动IE6.0或以上版本的浏览器。登录进口食品进出口商备案系统：start the browser IE 6.0 or the version which higher than 6.0 to login the system
第二步：点击境外出口商或代理商备案系统图片下的【系统登陆】连接，进入境外出口商或代理商备案系统：click the login on the page of oversea exporter or agent.
第三步：分别输入企业备案号、查询号以及附加码，然后点击【登录】按钮，进入备案信息维护页面，点击信息【进度信息查询】项，可以看到在备案信息提交的每个操作过程。备案状态显示为当前最新状态。如备案发布：审核通过已发布。Input the record number, query number and extra code, and click login, entering the maintenance page of record information, and click “information progress query” 【进度信息查询】, then you could see all steps about submit record information. The record status is displayed as the current state, such as the record release: the audit has been approved and released.
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所有的备案状态分别为，可参见如下：all record status can reference as following: 

备案暂存，待提交；record temporary save, to be submitted 
备案提交，待处理；record submission, to be treated 

备案申请，待审核； record application, to be audited 
审核不通过，待修改；audit didn’t pass, to be modified 
审核通过，待发布；approval, to be released 

审核通过，已发布；approval, has been published 

抽查不通过，待修改；checks didn’t pass, to be modified 
备案变更，待审核；record change, to be audited 

备案删除，已归档；record delete, to be archived 
取消备案申请，待审核record cancel application, to be audited 

备案申请删除，已归档；record application delete, to be archived 

备案变更暂存，待提交;record changes temporary save, to be submitted 
备案变更提交，待处理；record changes submit, to be treated 

3.5 查询号管理Management of query number 
3.5.1 功能说明
可以在企业端修改查询号
3.5.2 注意事项
 无

3.5.3 操作步骤
第一步：启动IE6.0或以上版本的浏览器。登录进口食品进出口商备案系统：Start browser IE 6.0 or the version which higher than 6.0 to login the system 
第二步：点击境外出口商或代理商备案系统图片下的【系统登陆】连接，进入境外出口商或代理商备案系统：click the login on Registration system for exporter and agents overseas. 
第三步：分别输入企业备案号、查询号以及附加码，然后点击【登录】按钮，进入备案信息维护页面，点击信息【查询号修改】项，输入正确的旧查询号，输入要修改的新查询号，点击提交完成查询号的修改。
Input the record number, query number and extra number, and click login, entering the maintenance page of record information, and click “query number maintenance” 【查询号维护】, input correct previous query number, and new query number, and click finish the changes of query number. 

查询号修改要求：requirements for modify query no. 

原查询号必须正确；the original query no must be correct 

新查询号长度必须大于6位；the new query number must be longer than 6

新查询号不能与原查询号相同；the new query number can’t be same with original query number 
两次输入的新查询号必须一致；input two times new query number, two times input must be same. 
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4 备案名单查询Information record check
4.1 备案名单查询
4.1.1 功能说明
查询备案名单信息

4.1.2 注意事项
无

4.1.3 操作步骤
点击进口食品进出口商备案系统首页-境外出口商或代理商备案系统下的【备案名单查询】，如图所示：open the system, open the record list query, the list of registered exporters or agents can be found as following:
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打开进口食品境外出口商或代理商备案信息查询页面，可以进行备案名单查询。
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查询：
在页面上输入企业备案号、企业名称(英文)、国家/地区，可以查询到要找的企业备案信息。
5 找回查询号Find back inquiry number
5.1.1 功能说明
找回查询号与备案号。
5.1.2 注意事项
无。
5.1.3 操作步骤
第一步：启动IE6.0或以上版本的浏览器。登录进口食品进出口商备案系统：
Start browser IE 6.0 or the version which higher than 6.0 to login the system 
第二步：点击境外出口商或代理商备案系统图片下的【系统登陆】连接，进入境外出口商或代理商备案系统：click the login on Registration system for exporter and agents overseas.
第三步： 在页面上点击【找回查询号】按钮Click find back query no. 
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在上面的找回查询号页面，分别输入企业名称（英文）、国家/地区，然后点击【确定】按钮，提示“成功取回查询号信息(Successfully recover the query code information)！”。用户可以在备案信息初次审请时填写的联系人电子邮件邮箱中收到找回查询号邮件。邮件返回客户：查询号、备案号。
Input record number, country/region and click ok 【确定】, it will be reminder “成功取回查询号信息 (Successfully recover the query code information) ！ The query code also can be found back by email which filled in initial registration. 
6 咨询Consultation
6.1.1 功能说明
当出口商或代理商企业端提交备案申请时，如果系统中已存在相同企业名称（英文）与国家/地区的境外出口商时可以进行咨询。

6.1.2 注意事项
 无

6.1.3 操作步骤
在初次申请时，如果填写信息中企业名称、国家/地区已存在，点击【提交】按钮，会弹出提示框提示企业已备案：For the initial registration, if the system remind that the company name, country/region which you filled are already exist, below page will pop-up  
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点击【确定】按钮，将打开咨询页面。Click confirm button 【确定】, below page will pop-up.
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在上面的页面中，填写咨询信息，点击【提交】按钮，提示“提交成功”。咨询成功后总局用户就可以在咨询管理页面中看到企业的咨询信息。
Fill consult information in above page, and click submit, the consultation information can be found in the page of consultation management in the system. 
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