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GENERAL INFORMATION 

DOCUMENT HISTORY 
Version Date Modified by Remarks 

0.1 20.06.25 Maarten Vanooteghem Initial version 

    

 

INTRODUCTION 
This document describes how to use the new IDMS application. It outlines a number of possible actions 

within the IDMS application. As new features are implemented, this document will be updated 

accordingly. 

ABBREVIATIONS AND ACRONYMS 
For better clarity and understanding of this manual, below is a list of the main abbreviations and 

acronyms used throughout. 

Name Meaning 

IDMS Import Declaration Management System 

MRN Master Reference Number 

LRN Local Reference Number 

CRN Customs Reference Number 

EORI Economic Operators Registration and Identification 

  

 

  



  

3/18 

LOGIN PROCEDURE FOR THE IDMS APPLICATION 

To log in to the IDMS application, first open your internet browser. Then enter the correct URL: 

Test environment: https://idms.acc.minfin.be/  

Production environment: https://idms.minfin.fgov.be/  

The general FPS Finance authentication screen will appear in your browser. Here you can choose 

between different authentication methods: 

 

Once logged in, you can choose to perform actions either as an individual or as a company. Select your 

company.  

 

https://idms.acc.minfin.be/
https://idms.minfin.fgov.be/
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NAVIGATING IDMS 

After logging into IDMS, the following screen will appear.  

 

LANGUAGE SETTING 
In the IDMS web application, the screens are available in Dutch, French, English, and German. 

Select the desired language at the top left: 

• NL: Dutch 

• FR: French 

• EN: English 

• DE: German 
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TOOLBAR 
The toolbar includes the functionalities available in IDMS. These are discussed in more detail in the 

following chapters: 

• New Declaration: this tab allows the user to submit a declaration 

• Declaration follow-up: this tab allows the user to consult and/or search a declaration 

 

 

 

INFORMATION BUTTONS 
On all screens, you will find various information buttons. When you hover your mouse over an 

information button, the text appears. 

 

DROP DOWN LISTS 
A downward arrow indicates that a dropdown menu is available. You can click the arrow to view and 

select one of the predefined options. 

 

As soon as you click on your selection, it is entered into the field. 
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NEW DECLARATION 

To create a declaration, you select the purpose of the declaration and the corresponding dataset: H1 to 

H7 and I1. 

 

After that, you will see the following screen in which you can create a declaration. 
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The new declaration is divided into multiple sections. 

- Declaration Information 

o General Information 

o Parties 

- Shipment Information 

o General Information 

o Parties 

o Option to add items 

 

 

ADDING ADDITIONAL INFORMATION TO THE DECLARATION 
When filling out the declaration, some elements are not immediately fully visible. You can choose 

whether or not to provide them yourself, for example in the 'Guarantee' section. 
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By ticking the checkbox, the fields to enter the guarantee information become visible. 

 

ADDING OR REMOVING ELEMENTS 
When you click on the data fields where multiple elements can be added, you will see the + symbol. 
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Once an additional item has been added, you can always remove it by clicking the trash bin icon. 

 

 

MANDATORY FIELDS 
Mandatory fields must be completed in order to proceed with the declaration. These fields are marked 

with an asterisk (*)  
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CONSULTING A DECLARATION 

Upon choosing ‘Declaration follow-up’, you will enter the declaration consultation page.  

 

With ‘Simple Search’, you can search a declaration based on a MRN, CRN, LRN or Correlation ID. 

 

With ‘Consultation’, you can search a declaration based on specific data, such as Acceptance date 

range, Declarant EORI, …  
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You can also search on registration date by pressing ‘Search on registration date’ 

 

Under ‘Status’, you can indicate the status of the declaration. Press ‘See more’ in order to see more 

options.  
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To clear all data, press ‘Clear all’ 

 

If all correct data was introduced, press ‘Search’. IDMS will then give you all the search results. 

 

To export to CSV, press: 

 

To select a declaration, click anywhere in the box 
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To select more specific actions, press the 3 points 

 

Once you found your declaration, click it, and the following screen will appear: 
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To consult the status of the declaration, press the colored button 

 

To print the declaration, press the following icon: 

 

 

In the left menu, you can find 

- Declaration Information 

o General Information 

o Parties 

- Shipment Information 

o General Information 

o Parties 

o Goods Items 

- Financial Information 
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o General Information 

o Goods Items 

 

In the Goods items menus, you can filter by adding text 
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AMENDMENT OF A DECLARATION 

Currently not yet available. Will be updated as soon as possible.  
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INVALIDATION OF A DECLARATION 

To invalidate a declaration, press the 3 points, and choose ‘Request for invalidation’: 

 

A pop-up screen will appear. Add a reason for the invalidation, and press submit 

 


