Export Control Create and Submit a Request
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In this video, we'll walk through the process of creating and submitting an export control request.
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Let's get started.
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To create the request, first log in and navigate to your dashboard.
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Select Create, and then choose Create Export Control.
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Alternatively, you can go to the Export Control tab and click Create Export Control.
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This will open the Create Export Control form.
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First, you'll select the employee responsible for this request.
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This will default to your own name.
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If you need to assign someone else, simply select the three dots next to your name, choose the correct employee and select OK.
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If you need to remove a name, just select the X next to it.
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Next, choose the type of request.
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Options include Visa, International Guest, Shipment, purchasing, and more.
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Depending on the different type of request you choose, different smart form pages will populate.
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For example, if we select International Guest and enter a quick name and click Continue, we will see that the Visit and Visitor information pages populate.
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Let's go back and see what happens if we choose a different type of request, such as shipment.
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Here you can see that different pages have populated the Smart form.
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Let's stick with shipment for now.
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You'll go through and fill out each of the pages on the form.
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Provide information for all companies, vendors, and products exported by clicking Add.
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For the sake of time, I am briefly filling this out.
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You'll fill out the rest of this form and then click OK Provide any additional information by typing this here.
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Then click Continue, attach any supporting documents and then click Finish to complete the request.
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Your export control request has been created and is now in the pre submission state as seen here.
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The final step is to officially submit it.

2:35
From the submission workspace.
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Click Submit, check that you agree with the above statement, enter any comments or supporting documents if needed, and if everything looks good, click OK.

2:59
Congratulations, your export control request has been successfully submitted and it's now in the pre review state.

3:06
For additional information, please check out the training site.
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Thanks for watching.
