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1 Introduction

This User Interface Guide explains how to register, log in, submit a document, create a
cover sheet, reset password, update profile and access Help in IA ACCESS.

2 How to Register for IA ACCESS

To register for IA ACCESS, go to the IA ACCESS website at http://iaaccess.trade.gov.

The IA ACCESS Home webpage will appear (Figure 1 below).

A. Click on the “Register” link located on the right side of the page under the IA
ACCESS menu. The IA Terms of Use Agreement webpage will appear. To accept
the Terms of Use, click the “Accept” button, to decline click the “Decline” button.
Accept the terms to go to Step B.
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Tares of Home | About ITA | FAQ | ITA Organization | Press & Publications | Help | Contact ITA

6/8/2010 10:37:37 AM

Welcome to IA ACCESS! You are currently not logged in.

1A ACCESS (Import Administration Antidumping - and Countervailing Duty -
Commerce Electronic Service System) is the repository for all documents
filed in relation to an AD/CVD Case conducted by the Department of
Commission/Import Administration (DOC/IA). IA ACCESS provides the
capability to file documents for an AD/CVD Case.

Login

Register

Home

Help

Password Reset

Promoting Trade and
Investment
Strengthening Industry
Competitiveness
Ensuring Fair Trads i _
To access the system, login using I& ACCESS username and password that
was created during the registration. After successful login, perform actions

U.5. Commercial
Service

Manufacturing snd Services

Market Access and
Compliance

Import Administration

such as submitting an electronic document, creating a cover sheet and
update profile within the 1A ACCESS system. If vou do not have a username
or password, please register via the link on the right. If vou are having
difficulty with vour IA ACCESS account, contact the 1A ACCESS Help Desk
at (202) 202-3150 or via email at IA_ACCESS@TRADE.GOV for assistance.

IA ACCESS Login

Username ®|

Password @ |

[ —
Security Code @ ZVZYFC

Con)o (Felo

If vou need an DRMS account: Register

Forgot your password? Password Reset

T TN

1A ACCESS User Guide
All 1A ACCESS Help Documents

June 28, 2010 1A ACCESS Release 1
will be in Pilot

The International Trade Administration, U.S. Department of Commerce, manages this global trade site to provide access to ITA
information on promoting trade and investment, strengthening the competitiveness of U.S. industry, and ensuring fair trade and
compliance with trade laws and agreements. External links to other Internet sites should not be construed as an endorsement of the
views or privacy policies contained therein. This site contains PDF documents. & PDF reader is available from Adobe Systems

Incorporated.

USA.gov | FOIA | Privacy Policy | Disclaimer | Information Quality Guidelines | Intranet

Figure 1: IA ACCESS Home Webpage
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B. After accepting the Terms of Use, the IA ACCESS User Registration form will
appear.

C. Type in the required information to complete the IA ACCESS User Registration form
(Figure 2 below).
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Home | About ITA | FAQ| ITA Organization | Press & Publications | Help| Contact TTA

:39:31 PM

IA ACCESS User Registration

Promoting Trade and |
Investment * Full Name @IJane Doe

Strengthening Industry
Competitiveness

Ensuring Fair Trade # Phone @!202_222_2222

* Title @ IAdvisor

. Firm/Organization ®| ILP Advisors LLC

Name

U.5. Commercial e )
Service * Username 2| Jane.Doe@3lpadvisors.com

M facturi ds i
Shis RS v posoward @!Il.lllllll.llll |

Market Access and
Compliance « Confirm
Password

®|lllllllllllllll |

Import Administration

* Security Question @!What is the last name of your favorite teacher? ,V|

* Answer ®|J0hn80n |

* Security Question @ | What was your first car? ,V.|

* Answer @ ITUyDta |

|LhLzTZ

* Security Code @ m

* Required

[ Submit ] [Reset] [ Cancel ]

The International Trade nistra . U5, Department of Commerce, manages this global trade site to provide access to ITA
information on promotlng trade and |nve tment, strengthening the competitiveness of U.S. industry, and ensuring fair trade and

compliance with trade laws and agreements. External links to other Internet sites should not be construed as an endorsement of the
views or privacy policies contained therein. This site contains PDF documents. A PDF reader is available from Adobe Systems
Incorporated.

USA.gov | FOIA | Privacy Policy | Disclaimer | Information Quality Guidelines | Intranet

Figure 2: IA ACCESS User Registration page

*Required Fields

D. When the form is complete, click “Submit”. If you need to re-enter the information,
click “Reset”. To cancel the action, click “Cancel”.

E. Once registration information is submitted, a confirmation page will appear stating
“Thank you for registering for IA ACCESS. We are in the process of reviewing your
registration. You will receive a confirmation email shortly with the registration details.
Upon approval you will receive an email confirmation from Import Administration’s
APO Unit. The approval process takes approximately 24-48 hours. If you have any
guestions please feel free to email us at IA_ AccEss@TRADE.Gov or call us at (202) 482-
3150 for assistance.”
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3 Login to IA ACCESS

Go to the IA ACCESS website at http://iaacess.trade.gov. The IA ACCESS Home
webpage will appear (Figure 1 above).

A. Click on the “Login” link located on the right side of the page under the IA ACCESS
menu. The IA ACCESS Login webpage will appear (Figure 1 above).

B. Type in Username, Password, and the Security Code shown. Click on the “Login”
button if everything is correct. To re-enter the information click on “Reset”.

C. Upon successful login, the user will be able to access the registered user sections of
the system (Figure 3 below).

INTERNATIONAL

TRADE

ADMINISTRATION

STares of ¥ ) Home | About ITA | FAQ| ITA Organization | Bress & Publications | Help | Contact ITA

Welcome to IA ACCESS! You are currently logged in as
- : Keshia

Promoting Trade and
e 1A ACCESS (Import Administration Antidumping - and Countervailing Duty -
Commerce Electronic Service System) is the repository for all documents E-File Document
filed in relation to an AD/CVD Case conducted by the Department of Updota piotile
_ - Commission/Import Administration (DOC/IA). IA ACCESS provides the Lagoir
Ensuring Fair Trade capability to file documents for an AD/CVD Case.

Strengthening Industry
Competitiveness

To access the system, login using IA ACCESS username and password that

was created during the registration. After successful login, perform actions
U.S. Commercial such as submitting an electronic document, creating a cover sheet and
Service update profile within the 1A ACCESS system. If you do not have a username
Manufacturing =nd Services or password, please register via the link on the right. If yvou are having
difficulty with your IA ACCESS account, contact the 1A ACCESS Help Desk
at (202) 202-3150 or via email at IA_ACCESS@TRADE.GOV for assistance.

[ we
June 28, 2010 1A ACCESS Release 1 IA ACCESS User Guide
will be in Pilot All IA ACCESS Help Documents

Market Access and
Compliance

Import Administration

The International Trade Administration, U.S. Department of Commerce, manages this global trade site to provide access to ITA
information on promoting trade and investment, strengthening the competitiveness of U.S. industry, and ensuring fair trade and
compliance with trade laws and agreements. External links to other Internet sites should not be construed a= an endorsement of the
views or privacy policies contained therein. This site contains PDF documents. A PDF reader is available from Adobe Systems
Incorporated.

USA.gov | FOIA | Privacy Policy | Disclaimer | Information Quality Guidelines | Intranet

Figure 3: IA ACCESS Home page
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4 E-File Document

Logged in users will be able to e-file documents or create cover sheets for manual
(paper) submissions for documents that cannot be filed electronically.

A. Click on the “E-File Document” link (Figure 4 below) from the IA ACCESS User
Homepage. The IA ACCESS Document Information webpage will appear.

Home

Help

E-File Document
Update Profile
Logout

w W W W W

Figure 4: IA ACCESS Menu “E-File Document” Link

B. Fill in the IA ACCESS Documentation Information fields in the form. (Figure 5
below).
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Home | About TTA | FAQ| ITA Organization | Press & Publications | Help | Contact ITA
6/8/2010 11:13:12 AM
3 Print This Page
IA ACCESS Document Information i

Promoting Trade and
Investment

Home

¥ Help
Strengthening Industry * Case Number ®|A—5?0-954 | E-File Document
- - Update Profile

* Segment ®| INV - Investigation V| Logaut

Segment Begin g |6/21/2010 |
Date

Segment End g |6/26/2010 | B
Date

Case & Segment Info:

Competitiveness

Ensuring Fair Trade

U.5. Commercial
Service

Manufacturing and Services
Market Access and Document Info:

Sopiante * Document Title @|Keshia Test Case |
Import Administration

s Securty @i BPI Document — May Be Released Under APO

Classification

* Document Type @!APO V|

* Subject @ | Amended APO Application v|

’ Forest Paper Products
. Filed On Behalf @
of

Manual 5
Submission 2

Bracketing Not @
Final

O
O

Comments @

Upload files with total volume less than 10 MB
Page

Upload File Cattht

|C:‘\Documents and Settings\l(eshiaTensley\My| Browse... ”10 |

|C:\D0cuments and Settings‘\KeshiaTensley‘tl’\«"ly| Browse... ]!10 |

* Required

Browse... ]|—|

(
[
[ Browse... ]:|
(
(

Browse... ”:|

[ Submit ] [ Reset] [ Cancel ]

The International Trade Administration, U.5. Department of Commerce, manages this global trade site to provide access to ITA
information on promoting trade and investment, strengthening the competitiveness of U.S. industry, and ensuring fair trade and
compliance with trade laws and agreements. External links to other Internet sites should not be construed as an endorsement of the
views or privacy policies contained therein. This site contains PDF documents. A PDF reader is available from Adobe Systems
Incorporated.

USA.gov | FOIA | Privacy Policy | Disclaimer | Information Quality Guidelines | Intranet

Figure 5: IA ACCESS Document Information page - Electronic Submission

C. To file a document(s) electronically (as shown above), click the “Browse” button and
upload the desired document(s). Although more than one document may be
uploaded at a time, the total size of all the uploaded documents may not exceed 10
mega bytes.
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D. To submit the selected document(s), click the “Submit” button. To re-enter the
information click the “Reset” button. To cancel the operation, click on the “Cancel”
button.

The IA ACCESS Confirmation of Electronic Submission screen will appear (Figure 6
below).
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Promoting Trade and
Investment

Strengthening Industry
Competitiveness

Ensuring Fair Trade

U.5. Commercial
Service

Manufacturing and Services

Market Access and
Compliance

Import Administration

Home | About TTA | FAQ| ITA Organization | Press & Publications | Help | Contact ITA

6/8/2010 11:23:51 AM
= i

Confirmation of Electronic Submission Screen

* 1 005 7 & 3 +

Home

Help

E-File Document
Update Profile
Logout

Case & Segment Info:

Case Number

Case Title

Case Segment
Segment Begin Date
Segment End Date
Document Info:
Document Title
Security Classification
Document Type
Subject

Filed On Behalf Of
Page Count

Manual Submission?

Document

Comments
Submitter Info:
Filed By

Firm/Organization
Name

Filed Date-Time Stamp

[Pint] @ [

A-100

Rubber From India
INV - Investigation
/21/2010
6/28/2010

Keshia Test Case

BPI Document — May Be Released Under APO
APO

Amended APO Application

Forest Paper Products

i0

No

1A ACCESS Guidelines for Creating PDF 06-03-10 Rev
A.doc
1A ACCESS Guidelines for Creating PDF 06-03-10 Rev
A.doc

Keshia.Tensley@trade.gov
Others

6/8/2010 11:23:44 AM

T

E-File Similar Document

|@

The International Trade Administration, U.S. Department of Commerce, manages this global trade site to provide access to ITA
information on promoting trade and investment, strengthening the competitiveness of U.S. industry, and ensuring fair trade and
compliance with trade laws and agreements. External links to other Internet sites should not be construed as an endorsement of the
views or privacy policies contained therein. This site contains PDF documents. & PDF reader is available from Adobe Systems

Incorporated.

USA.gov | FOIA | Privacy Policy | Disclaimer | Information Quality Guidelines | Intranet

Figure 6: IA ACCESS Confirmation of Electronic Submission

F. To print, click the “Print” button. If you want to e-file additional similar document(s)
click the “E-File Similar Document” button.

Version: 1.0

Page 7 of 13 Date: 06/09/2010



"_T" 2
gl
Targs of

INTERNATIONAL

TRADE

ADMINISTRATION

4.1

Manual Submission

il
‘Wu L

A. For documents that must be submitted manually in paper, check the “Manual
Submission” box in the form.
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Promoting Trade and
Investment

Strengthening Industry
Competitiveness

Ensuring Fair Trade

U.5. Commercial
Service

Manufacturing and Services

Market Access and
Compliance

Import Administration

Home | About TTA | FAQ| ITA Organization | Press & Publications | Help | Contact ITA

IA ACCESS Document Information

Case & Segment Info:

@ |A-100 |

* Case Number

* Segment

@ | INV - Investigation v
Segment Begin ;[
—ean @ |6/21/2010 |

Segment End
Date

Document Info:

@ |6/28/2010 |

* Document Title @ |Keshia Test Case |

& Security
Classification

@: BPI Document — May Be Released Under APO

* Document Type ®|APO V|
@ | Amended APO Application v|

* Subject

2 Forest Paper Products
. Filed On Behalf @

of

Manual 5
i v
Submission 9
Bracketing Not (.
Final @0

* Page Count @iEU

Comments here.
Comments @

* Required

[ Submit ] [ Reset] [ Cancel ]

6/8/2010 11

E-File Document
Updats Profile
Logout

The International Trade Administration, U.5. Department of Commerce, manages this global trade site to provide access to ITA
information on promoting trade and investment, strengthening the competitiveness of U.5. industry, and ensuring fair trade and
compliance with trade laws and agreements. External links to other Internet sites should not be construed as an endorsement of the
views or privacy policies contained therein. This site contains PDF documents. A PDF reader is available from Adobe Systems
Incorporated.

USA.gov | FOIA | Privacy Policy | Disclaimer | Information Quality Guidelines | Intranet

Figure 7: IA ACCESS Document Information page - Manual Submission

B. When the form is complete, click the “Submit” button. To clear the fields and re-
enter the information, click the “Reset” button. To cancel the operation, click on the
“Cancel” button. The IA ACCESS Confirmation of Cover Letter for Manual
Submission screen will appear. You must print this screen. Click on the “Print”

Version: 1.0

Page 8 of 13

Date: 06/09/2010



INTERNATIONAL

TRADE

ADMINISTRATION

0, T ¢
Stares of ¥

button to print. This copy must be placed on top of the paper document when it is
submitted to the APO/Dockets Unit. (Figure 8 below).
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Promoting Trade and
Investment

Strengthening Industry
Competitiveness

Ensuring Fair Trade

U.5. Commercial
Service

Manufacturing and Services

Market Access and
Compliance

Import Administration

Home | About TTA | FAQ| ITA Organization | Press & Publications | Help | Contact ITA

Confirmation of Cover Letter for Manual Submission

* 1. 005 7 & 5 &

Case & Segment Info:

Screen

Case Number

Case Title

Case Segment
Segment Begin Date
Segment End Date
Document Info:
Document Title
Security Classification
Document Type
Subject

Filed On Behalf Of
Page Count

Manual Submission?
Comments
Submitter Info:
Filed By

A-100

Rubber From India
INV - Investigation
6/21/2010
6/28/2010

Keshia Test Case

BPI Document — May Be Released Under APO
APO

Amended APO Application

Forest Paper Products

20

Yes

Comments here.

Keshia.Tensley@trade.gov

Firm/Organization Name Others

(Pint] @ |

E-File Similar Document ] @

6/8/2010 11:27:38 AM
= T

Home
E-Filz Document

Update Profile
Logout

The International Trade Administration, U.S. Department of Commerce, manages this global trade site to provide access to ITA
information on promoting trade and investment, strengthening the competitiveness of U.S. industry, and ensuring fair trade and
compliance with trade laws and agreements. External links to other Internet sites should not be construed as an endorsement of the
views or privacy policies contained therein. This site contains PDF documents. & PDF reader is available from Adobe Systems
Incorporated.

USA.gov | FOIA | Privacy Policy | Disclaimer | Information Quality Guidelines | Intranet

Figure 8: IA ACCESS Confirmation of Cover Letter for Manual Submission
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5 Reset Password
Follow the instructions below to recover a forgotten password.

A. Click on the “Password Reset” link from the IA ACCESS user homepage.
B. Fill in the IA ACCESS Password Reset fields (Figure 9 below).
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Home | About ITA | FAQ | ITA Organization | Press & Publications | Help| Contact ITA

6/6/2010 11:34:07 AM
Print This Fage

IA ACCESS Password Reset

Promaoting Trade and b Login
Investment Username ®| b Register
Strengthening Industry k. Home
Competitiveness | | B Help

b Password Reset

Ensuing Fair Trade Security Code @ EFE DZG

U.5. Commercial [ Email Mew Password ]

Service
Manufacturing and Services

Market Access and
Compliance

Import Administration

The International Trade Administration, U.S. Department of Commerce, manages this global trade site to provide access to ITA
information on promoting trade and investment, strengthening the competitiveness of U.5. industry, and ensuring fair trade and
compliance with trade laws and agreements. External links to other Internet sites should not be construed as an endorsement of the
views ar privacy policies contained therein. This site contains POF documents. & PDOF reader is available from Adobe Systems
Incorporated.

USA.gaw | FOIA | Privacy Paolicy | Disclaimer | Information Quality Guidelines | Intranet

Figure 9: IA ACCESS Password Reset Webpage

C. Click on the “Email New Password” Button. The resulting screen informs the user
that the password will be emailed to the registered email address.

Version: 1.0 Page 10 of 13 Date: 06/09/2010



il

TRADE

ADMINISTRATION

6 Update Profile

Certain information in the user profile may be updated by the registered user.

A. Click on the “Update Profile” link (Figure 10 below) from the IA ACCESS user
homepage. The IA ACCESS Update User Profile webpage will appear.

Home

Help

E-File Document
Update Profile
Logout

v Y vV w

Figure 10: IA ACCESS Menu “Update Profile” Link

B. The user can update the fields designated by question marks (Figure 11 below).

IA ACCESS Update User Profile

Full Name Sriniketh Narasimhan
Title @ ||I& ACCESS Project Manager
Phone @ |202-452-0863

Marne

Username ‘sriniketh.narasimhan@trade.gov
Password @I

Confirm Passwaord @ I

Security Question @ |What is the last narme of your favorite teacher? j
Lnswer 2 IJDhnSDn
Security Question @IWhat is your best friend's name? j
Answer @ IStEHE|

Submit | Reset | Cancel

Figure 11: IA ACCESS Update User Profile

Version: 1.0 Page 11 of 13 Date: 06/09/2010
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C. To submit the changes click the “Submit” button. To clear the entered information
click the “Reset” button. To cancel the operation click on the “Cancel” button.
D. The screen will display a message “User Profile updated successfully”.

7 Help

This section will be updated frequently. Figure 13 is a current snapshot of the Help
section. You will find an electronic copy of this User Guide, a FAQ for creating PDF
files, as well as a FAQ for general information about the system. You will also find an
interactive online demonstration illustrating the important functionality of the system.
This demo can be found under the topic “System Demonstration”.

A. Click on the “Help” link (Figure 12 below) from the IA ACCESS user homepage to
access the Help documentation.

Home
Help

Update Profile

]
p
P E-File Document
]
P Logout

Figure 12: IA ACCESS Menu “Help” Link

Version: 1.0 Page 12 of 13 Date: 06/09/2010
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Home | About ITA |FAQ| ITA Organization | Press & Publications | Heip| Contact ITA

6/8/2010 11:41:25 AM
Print This Page

IA ACCESS Help
Promoting Trade and This Page provides information on how to register, e-file documents and
Investment other important functions in I& ACCESS. If you have any guestions please

Strengthening Industry feel free to email us at IA_ACCESS@TRADE.GOV or call us at (202) 482-
Competitivensss 3150 for assistance.

Ensuring Fair Trade

View Help Documents

U.5. Commercial
Service

Manufacturing and Services

Market Access and
Compliance

Import Administration

System Demonstration

Registration

Login

E-File

View Notices

June 28, 2010 IA ACCESS Release 1 will be in Filot
View Policy Notes

Handbook on Electronic Filling Procedures
Featured Links:

Administrative Protective Orders

Current Regulations

Pilot Federal Register Notice (Coming Soon)

The International Trade Administration, U.5. Department of Commerce, manages this global trade site to provide access to ITA
information on promoting trade and investment, strengthening the competitiveness of U.S. industry, and ensuring fair trade and
compliance with trade laws and agreements, External links to other Internet sites should not be construed as an endorsement of the
views or privacy policies contained therein, This site contains POF documents., A POF reader is available from Adobe Systems
Incorporated.

USA.gov | FOIA | Privacy Policy | Disclaimer | Information Quality Guidelines | Intranet

Figure 13: IA ACCESS Help
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