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1. Login and Logout 
1.1 Login 

To login the system opens a web browser program enters the URL http://ecolao.gov.la in 

the browser’s address bar in order to access the system. 

1- Open web browser such as ( Google  Chrome, Firefox , Explorer IE ). 

 

 

2- Enter http://ecolao.gov.la in the address bar. 

 

3- Enter “username and password” to  login. Please note that your username is your 

email address. 

4- Click “Login”. 

Double click to open web 

browser program 

Enter http://ecolao.gov.la 

http://ecolao.gov.la/
http://157.119.182.156:8064/
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If you have not had your username and password, please check with your system administrator.  

In case you cannot remember your password, click Forget Password, enter your username in the 

Forget Password form and follow instruction sent to your email. 

Once logged in successfully, you will see the following screen. 

 

1.2 Logout 

To logout, simply click on Logout menu. 

  

Enter username, 

password and click Login 

button 

Click here to logout 
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1.3 Change Password 

  

 

1.4 Dashboard 

After a successful login, you will see the following dashboard which allows you to perform form 

operations. 

 

1- It shows the list of forms sent from approver 1. 

2- List the forms denied by approvers 2. 

3- List all the approved forms not paid 

4- List the paid forms 

5- List forms submitted for signatures 

6- List forms waiting for traders to collect 

7- List all the collected forms by traders 

8- List all the rejected forms 

9- List the communication history between Approver 2 – Trader , Approver 1 – Approver 2 

10- List a filter to allow the user to search a form. 

11- Show the statistics by criteria. 

 

  

1 2 3 

6 7 

4 5 

8 9 10 

11 

Enter your current 

password 

Enter your new password 
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2. Form-Related Operations 
2.1 Forms from Approver 1 

 

 

 

 

 

If there is no issue, click on “Approve”. 

Click to view the details 

and check the form 

Approve button 

Deny and comment back 

to document receiver 

Filter forms 

Number of forms shown 
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In the case of denying the form, the approver 2 have to give some reason and details to fix the 

issues. 

 

 

Once we click on “Send” the document receiver should see a status of denied and should inform 

the trader to follow the instructions. Approver 2 will wait the correct form from the Approver 1 

again. 

 

The number of form that have the status “Denied by Approver2” should be increased of 1 like 

the above picture. 

 

2.2 Forms Denied by Approver 2 

 

Write the comment to 

the document receiver 

explaining why we deny 

Click to approve the form 
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The user can see the list of denied forms by the approver 2 and can change the status after 

clicking on the “eye” button like the below picture: 

 

2.3 Approved Forms (not yet paid) 

 

 

Filter tools Number of forms shown. 

Reason and comment of the 

denied form by the approver 2 
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This page shows the forms approved but not paid yet by the traders. 

We can check the details by clicking on the eyes icons. 

 

 

 

 

After the form has been approved, we need the traders to pay the fee to the cashier (ref: Cashier 

Guide) 

2.4 Paid Forms 

After paid, the forms will be list in the “Paid Forms” box. 

 

  
 

 

The download button allows the user to download the form data to be printed on the paper form. 

Click to view 

the details 

Amount to be 

paid by trader 

Value of 

goods in USD 

Company’s 

name 

Form type 

Filter tools 

Download Form 

View Details 

form 

Date of approved 

form 

Filter tools 

Filter form by reference 

number or footer 
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2.5 Forms Submitted for Signature 

 

This box list all the forms submitted for a signature. 

 

2.6 Forms Ready for Collection 
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2.7 Forms Collected 

 

 

 

 

2.8 Forms Denied (Rejected Forms) 

 

This page shows only the rejected form by the document receiver. 

2.9 Cancelled Forms 

 

This page shows the cancelled forms by the traders. 

 

2.10 View Alerts 
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This page shows the list of alerts or massage sent via the system between the Approver 2 and 

others. 

 

Inbox shows message from others to the approver 2. 

 

“Sent message” shows the message that the approver sends to others. 

2.11 Details of Forms 

This page allows the user to search the details of goods of all the collected forms and then export 

to excel if needed. 

 

  

Status of the 

form 

Hscode to search or 

filter the results 

List of goods found 

Button to submit 

the search 
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2.12 Statistics 

 

This page allows the user to check the statistics. Below are the types of statistics available: 

 

a. Statistics:  Product-Importing country 
 

 

b. Statistics:  Company-Product 
 

 
 

c. Statistics:  Product-Company 
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d. Statistics:  Importing Country-Company 
 

 

 

e. Statistics:  Company-Importing country 
 

 

  



eCO – Document Approver 2 Guide 

Cyberia Co., Ltd.  Page 13 

f. Statistics:  Company 
 

 

g. Statistics:  Importing country 
 

 

h.  Statistics:  Product 
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i. Statistics with filter criteria 
 

 

 

 


