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MEMORANDUM

TO ALL CUSTOMS, OFFICIALS AND EMPLOYEES

FROM :  REYLEONARDO B. GUERRERO %%% 000305678
Commissioner [ MAY 08 207} Ops

SUBJECT :  ENCOURAGING ALL EMPLOYEES TO ACCESS THE
CUSTOMS LEARNING & KNOWLEDGE COMMUNITY!
(CLIKC!),. A WORLD CUSTOMS ORGANIZATION (WCO)
TRAINING PORTAL

DATE : April 28,?0’20

The Bureau of Customs aims to provide learning & development opportunities to
all our employees despite restrictions brought by the COVID-19 pandemic. While
we understand that this is a difficult time for all of us, we believe that there are
ways to maximize this opportunity to better ourselves for continuous
improvement of our service.

In this regard, all customs personnel are encouraged to access World Customs
Organization (WCO) Customs Learning and Knowledge Community (CLIKC!)
Training Portal which prowdes more than 250 hours of courses on various
customs subjects that are available in English language.

WCO CLIKC! training portal aims to:

a. Provide access to the platform to collaborate, disseminate, share, and
communicate relevant customs knowledge;

b. Capitalize and standardize customs knowledge;

c. Promote blended . [earnlng and other innovative learning methods in
Customs organization; and

d. Strengthen the Customs Capacity Building and Training networks of
experts. - 4

CLIKC! training portal enables its users to:

a. View aII the training opportunities offered by the WCO Secretarlat such
as the “course catalogue,” which includes e- learning courses, global and
regional workshops, and other kinds of training events;

b. Register to onhne courses
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o] Request to be registered for classroom courses that are open to their
country/region, directly on the website (national coordinators will still
oversee managing users’ accounts, and users’ registration requests will

- need to be approved by them);

d. Ensure that they have the knowledge required to attend a classroom
course, by complefing the relevant e-learning courses in advance of the
classroom session; and

e.  Keep track of their achievements and obtain their certificates online, after
completing the feedback questionnaire.

5. To register, visit www.clikc.wcoomd.org/login/signup.php and provide
information such as email address, password, and other details.

6. In most e-learning courses, training certificates are issued to participants who
finished the module and got a minimum grade of 70-80% for training evaluation.

7. A Certificate of Achievement will be generated once a participant passed and
completed the course. This shall be considered creditable training hours. Kindly
submit all Certificate of Achievement to the Interim Training and Development
Division (ITDD) for validation and submission to the Human Resource
Management Division. All submitted and verified Certificate of Achievements
from WCO CLIKC! shall form part of employees’ 201 file.

8. For more information about the CLIKC! training portal, please refer to the
attached WCO CLiKC! Connection and Access Guide for Users.

9. For concerns and clarificéiions, kindly contact Ms. Nicole Headerre Alarcon,
Administrative Officer I, ITDD through alarconn@customs.gov.ph or cellphone
number +639568094668. -
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How to use this guide -

- _Thls manual is divided into chapters which introduce you to the various functionalities
' offered by CLlKC

You wrll fmd a detalled explanation of the functionalities. However, for fast-facts, just follow
the step by—step procedures set out in the blue boxes.

Examp!

_"_‘:"PiCti‘dn-:1-:.;;:-: e
s Adion2

There are many plctures in thls gurde Some of the pictures include small red ovals which
will draw your attentlon to necessary mformatlon
It is also worth notmg that paragraphs marked wﬁh a ' provude clarifications, tips and
advice on certam pomts -

With this assmtance you should soon feel conﬁdent abou ; ollowmg the training effectively
and using the various functionalities offered by the platform. However if you do encounter
any problems using our platform, please do not hesitate to contact us at

elearning@wcoomd.org.
Noté

 The platform you are going to use is cal[ed Moodle Itisa training management tool which
. __g._glves you access to the WCO e- Iearnmg programme CLIKC!

It wrll enable you to connect to the Iessons whlch your tutor has selected for you, and to
access the various statlstrcs about your Ieammg process.

You will also be able to commumcate wrth aII of the e-learning programme participants who
are followmg the same trammg paths as you and with your tutor.

:-For WCO Staff You W|II ﬂnd that the platform is designed as a teaching tool and
your permiss:ons wrli be called ‘student,’ ‘teacher etc. The various departments,
cataloglJes etc. are all called ‘courses.’ You must be enrolled in a course in
W satd courses forum and other details.
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2 What are the technical prerequisites?

'Your computer W|I[ need to have the followmg specifications:

. Hardware spemflcatlons

= You wr[l need the followmg hardware configuration as a minimum:

” -512 rMo RAM avhilable
= You wdl need a sound card to listen to the sound commentary, but if you don’'t have
- one you can stlil aCcess the modules without difficulty — just choose the “silent”
optlon
. Internet connectlon (mlnlmal speed of 1Mb/s)
= Screen resolutron mm 1024x768 pixels

° Software SpECIfICatIOnS

n Operatmg System !
Web browser
o Mozilla Flrefox (Version 15 or,-hlgher)

a4 Google Chrome (Versaon 12 or higher)

_Internet Explorer (Version 9 or hlgher)
Adobe Flash Player 10 or abcve .

- Acrobat Reader 8 or above :

L . - pp ted on mobile devices and MacOS-
~ based systems Espec:ally, you wn!l not be able to open some of the e-learning
- _'courses on these devnces whlle other features of the website should work properly.

! ' ‘ For problem—free operatlon tis also essential to deactivate all pop-up blocking
software. The way to do it will depend on the web browser you are using. The following link
will help you with detailed mstructlons depending on your web browser:
https: l/research utexas edu/ors/dlsable -popup-blocker/.

[ Open your browser L
* Go to http://get.adobe. com/f playet/

* Click "Install now" T

= Follow the mstructlons on the_screen

For Acrobat Reade‘r proceed as-f‘qllows:

. Open your bro_v__vser e

_:' " C ick "Download"

4/16



}347

0COM MemoNo. 100 - 2020
~ 3. What do | do during my first visit to CLIKC?

ASTER COPY

e _ Howdollogln my first time?

~ After you request a username and password from the national co-ordinator who is

~ responsible for this WCO programme in your Administration, you will receive an email
titled: CLIKC, the WCO Customs Learning and Knowledge Community: New user account.
Connect to CLlKC by the link provided within the email. The following screen will appear:

" WCPAD CUSTOMS ORFARZARON
DORGANISATION MONDIILE DES DOUAMES. &

% Custams Learning B
Knowledge Community |

Welcome to CLIKC! - The WCO Gustoms Learning and Knowlédge Community

© Listpassion

i “‘ 2 s oo i CLIKC! the Wix0r Tralning Portal gathers all rainng-ralaied 100is In a single portal This website offers fo the worlthy:de Customs Community
s 2 ; point for WCO [raming activities and a coliaboraiwe portal to share and foster Customs knowedge

Dissaminate Walning -
Through the WCG e-learning canrses, customs knowledge |5 a few clicks away #ora INaR 250 hotirs of Gourses on vanous customs subjar
in English; French. Arabic, Spanish and Portuguese. Take a damo Sourast

Al officess from WCO Member adminisirations can be registered and access the courses for free.

Froduge and siare teaching contants
The CLIKC! portal Is also used 10 capitalize and standardize WCO éxpertise, and manage knowledge created by both in-house experts and

Collzkatate to strangthien knowledge
This collaborative platform allows strengthening Customs training inliatives and networks by creatiag communities gathered around vifuat &
s comment and design ralving contents and strategles.

riews G o
Comméunicition: Evaluation

forTraining Ao

%EQEENEWS L S s

T Surveys

Logm usmg the personai‘gcodes (Username and temporary password) provided in the email
mentioned above . These two codes are‘-strictly personal.

 Lost password?
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You will be requested to choose a personal password the first time you log in. In
: order to do SO:

Change password
Username  hermes

Current password*  asssssesss

New _passwgrd * g sepacanens

New p’aséWorﬂ -{a-gain]* essnseesse

. -'ECllck on the "Current password" fteld : '
| = Keyin you're the temporary password rece:ved |n the reglstrat:on e~ mall
Click on the "New password”: field e
Key in your personal password e
'_ Cnckf on the "New password (agaln)" ﬂeld
| rm your personai_password

ontmua“

when the onftrma’uon message appears

is adv ab]_’ettt’j‘"_(_:(‘)py[ S_té_th p_assword given in the email because it will contain many

ecurity "p‘ﬂ'[poses_,':‘ha'sswarc;is must contain at least one capital letter and one

6/16
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You w1ll then need to accept the general conditions of the site’s policy.

COPY

i vmq?:gtam CEngEhw

 Dambabr b S pally ageeTeNt

Site policy agreement

ENGLISH

FRANCAIS

Your musl agree to s poicy 1o eotineé vsing the stie. Do you 3gree?

- Click on the Ianguage in whlch you wouid llke to read the site policy
= Read the conditions
|z Chck "YES" after finishing.

After you have accepted the polic'y:é'gi'eefneﬁt,-'you_\".vill':bé linked to your user profile.

| How "do I ed:t my user proﬂle?

" You can use this pag'_, _
communlcate W|th other users

Cl__lck on the menu Iocated at the tt)p rlght of the screen
Select the "Profile" item Eaad

 Click on the link "Edit my proflle" el

Edit the fields of your choice.
_ pdate proflle when y

| Preferences

| User account Blogs Badges

w Exfif prohie - » Biog preferences & Marage padges
- SEEFEE # EXRTH GBS w e prEhanIes
» Register g edetna] vlog » Bauhpach sullings

» Frelered mnguaye
o Porum paforences
= Edilo? prodoesiies
» WAy g

| You are strongly encouraged to lease include a photo of yourself.

! To reach your user profile from ny page, click your name at the very top nght and use
the drop-down menu. ¥ ST
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4. How do | login?

« Regular login procedure

= Open your web browser
" Type http://clikc.wcoomd.org in the address bar

You will then see this screen.

4 AWORD CUSTCME ORGRNIATCH R
CHBANEAIN MONCMLE DES DOURNES

B
Customs Learning & ™ !
R —
Knowledge Community B SeEs
x . MORE ABOUT CLIKC)
Welcome to CUKC! - The WSO Customs Learning and Knowisdge Communlty i 3
3 Wit
CLEKCH ths 200 Trafning Pontal gainars a4 iraining retzted 1005 in 3 sifighe portal Th3 websis ofers 1o the workinkie Cusioms Commnky a sagie éalry o §l}(l‘§ =
pout fos WED training a¢fVives ant a calaiarative oortal 1o shars and fastes Custan knowesge 3 L 3
Dissarhinats Taming i
ey

Thiough the SC0 e4aming COSEs, CUSIoTS knowedge = 3 few CikKS Fway. Mote than 250 NOUTS 6f COUSES on Tarlous CUSIOMS SUBECES are NG Bvalaie
in Enghsh. Freach, Asabic, Spanssh and Posluguese Take 3 dem courme!

AlloMeers fram VADO Merdat 30minsiEions ¢an be registened and aecess the aourses of free

Penduze snd 5w tarching notente
The CLKT! portal s 2lso used |o capilaios and slandardze WO erperise. and manage knoweage crealan by botn N-nouse Sxpests ana accredied expers

Cotancrate 1o strengtien kacwlsdpe
This Collaboratve Plarom atids SWEngihening Customs Liakning ilialives and retworks by creatng communifies gatherst armund virtual loo's 1o craate,

ey comment a5z lraling Contents ane steategies,
HEWS
S aton ﬁ,u} { nfmwm
ELKEE vews ! b
T ,
ok ettt

! Use Internet Explorer, Mozilla Firefox, or Google Chrome to access the CLIKC platform.
No other browsers are suitable fo'r the moment.

From this page, you may already access :mportant information about the WCO and CLIKC
: by c:hckmg on the links prowded

Cennect to CLIKC by‘usihg" your personal codes (Username and password). You will find
the Logm b[ock at the left hand side..

ClICk on the "Usemame

Key in your Username

Click on the _"Pas_sword " field:
- Key in your password
. C!fck “Log!n”

Thls wrll brmg you to the Welcome Page (also called the Dashboard).

8/16
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e Whatifl lose my password?

Due to strict security standards, it is not possible to recover an old password. However, if
you follow the “lost password?” link you will be provided with a new password in an email.
To receive this email:

= Click on "“lost password?”

= Key in either your username or email

= (Click “search”

= Check your email inbox

= Follow the process described in the message

! The process outlined in the email is similar to the one outlined in the section “how do |
login my first time?”

To reset your password submil your username of your emalt address belnw I1we can find you in the database, ar emaliwill be
sent to your emall address, with Insfrucfions how to get access agaln

Search by username

Username

Search by email address
Email address

This js thg screen you will be linked to after you click search:

It contains easy insiructions to confirm and complete this password change. If you conlinue lo have difliculty. please contact the site administralor.

. Contthue

( » Click on "Continue" to finalize the process W
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5. How do I use the main pages? ASTER COPY

¢ The Dashboard

Once you are connected to the platform, your Dashboard page will be displayed.

.vm.dm -u i“ﬁ:' 3
NBOMD CUSTOMS CAGRNZET! :
WNS’V'DN MONDIRLE DES b&ws e
B S 1
Ty
f!istﬂ'a"'i
gMEssnaEs [ nmcamon G : G | HELR
| ﬂcmsmw Sedethmvgdlon ypels : S ; “ 7y cotinku categorien 3
ey i 5 b : By VEIATIE 204030 ] A'“,s‘?
SR b . . " f h\f'l J‘
Find courses and categodes’ - - o Feanch
. it . 7 Hewd help?

Hava 2 look a1 CLIK! e
- rAtns o Al WA
You ey disa Auteh o
‘A OF Consull the sakp
T

Bescin d'aide?

L e

Wous pouverdg: i

diacd el b conssarter e Foum
dakhy

3 g ¥ A2 Akl
Edeaming i : Traiting Ressources Collaporaten ? B WOrKsHops -

ayuda?

! To reach the Dashboard from other pages, click the link located at the top left of the
screen or use the menu with your name at the top right and select the "Dashboard” option.

 How do I use the Dashboard?
From the Dashboard page, you will see by default pictures showing all the categories

containing courses that have been assigned to you. In each category, you will find sub-
categories or courses assigned to you.

There are two types of icons on the Dashboard:

lcons hke thls symbollze the course
- categories

Icons like this symbolize the courses
themselves :

:;; More pronmilion

¥ o ———————

-» Click on a category to access its contents
» Click on a course to access it
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It is also posmble to directly view the courses you have been assigned to (without
: 'nawgatmg through the categones) by clicking on the "My available courses"” link.

' . ?‘Cllok on "My available COUFS@S

oA V;Vlew only the courses you‘-'have not completed by clnckmg on the "Actlve courses"
~ button

* View the courses you have already completed by clicking on the “Completed courses"
~ button o _ _ :
NAVIGATION i
| Seiect navigation type: Ky course catedories

Foe : ] Iy available courses
Find courses and categories

Search

i1 Complated courses

Risk Managemant Rarmonized System

Traimng Rescumes %

e

3 Lot SRtk Fl)
de&_...;*.‘em.. EEEMNIR i

Mare irformation

R

| More information

~ ltis also posmble. to Search courses by their title using the search function located on the
- _Dashboard i e

Flnd courses and calegorles

Search

11/16
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On the courses icons, your progression within the course (where available) will be shown.

You can click on "More information" to get the detailed status of each of the activities in the
course.

§ : i e é/l Course title
: Risk Management %

Starug
Haot
ompleted
Moduls | - rhinductin o Rigk Hat
Sermend - Final Ouiz Campleted
i s et Hot
¥ Moduls 4 - Riskindi atars Completed
Kot
Completed
i Mndul- 5 - Analyzis Duidat Not
i=farration ard Ivelligance - Final Q.;x Completed

Advancement within the course

e Modiile 1 Risk Indiclers - Fael G

Click here to get more details
about your course progression

Ga drealy e courss

! Note that e-learning courses are sorted in specific categories per language.

6. How do | view the learning modules?
e Viewing the modules

In the previous section you learned how to find your course in your preferred language.

Once you have clicked on the course you will be linked to the course’s outline page. Here
is an example: ;

Your preqgrass G

Risk Management

OBJECTIVES
The aim of this programme is o agsist learners acquire Ihorouglt and compreheiisive knowledge of the Risk Management standard. pracilées, and application
with a view to enhane) ng the effeetives of Border Risk Management. Specﬂ‘calty he courss would ailzw tha learnsr to-

] Benchmark emnng prm:llr.es with the best prattices and rﬂ'hnb:iués In the WEO Risk Hanagement Compendiam
s Profile and fargel nék goods. passengers and fransporimeans’ ‘apd faciale Inat which is comypiant
. Adum and i Al structured and ic border risk ﬂsn:’ige.-mﬂﬂls

 |Risk Management

TS tacdurs 5 infrotuctah 1o Risk Managemant

m}dcﬁue 1. mlodurton Riax Managemant - Cinat iz
T wcoms e ;

;ﬁ .HL\LE(I“&IS - st

Y v 5 - Analisia Gtiieties Intomiaton andidetgencs ;P Dus gt

The individual modules and thel | gssons [ quizzes are listed in order of how the tralner has
- designed the course. If you havé completed a lesson, a tick will appear in the small box
next to the lesson name.

12/16



OCOM Hemolo, 100-2030 Fl{,’ %ASTER COPY

i | Make sure > all pop-Up blockers are disabled (see section “software spemf:oatlons")
: Now chck on the module of your choice to run it.
"'! A pop up will appear containing the lesson.

The modules all look different, but their interactive capacities are all the same. At the top of
the screen you will see a menu that displays chapter numbers and titles. You will also find
that the WCO logo is a button that, when clicked, shows a drop down menu that includes
optlons sueh as sound mutmg printing the slides, and a glossary. To view this menu:

(o Click_-th’e wco_ lo‘go‘ atthe top left _ B

P i

&

zf,

QWJW‘TIF'

g;on on International Trade in Endangerad Spacies of Wild Fauna and Flora, or CITES, s an
agraement betwesn States, whose purpase is to ensure that international trade in wild animal
: dmens does not lhrealen lhe survival of the species fo which they betong.

1 Convenlion of this kind may seem obvious given that nowadays we hear ss much sbout the
Elconlc species, such a3 the tiger and the elephant, becoming extinct. Howsver in the

M haidea of CITES was just beginning to take root, the international debats on regulating the
e T species for conservation purposes was inl its lnfancy With hmdc\rgm we tan see thai thers was

At the bottom you wil f:nd buttons which allow you to sklp forward to the next slide, go back
to prewous slides, quit the window and view addltlonal instructions.

< Hank chlﬂ“b

i After havmg wewed the module you can return to the course outline by closing the window
Lo by clicking “Qult” S s e

! Some modules W|ll include addltlonal options on the tool bar at the bottom of the pop-up.
ThlS is general[y for modules that mclude an introduction or video.

i Vlew:ng your results

" There are two ways to see your progressuon and results inside the courses.

The ﬁrst one can b ‘accessed from anywhere within the CLIiKC! portal.

= Click on the top menu.,
- '-"Select the "Grades" item.

~ You will get an overview of your.gredes for ali courses

Then click on the course for whlch you want to see the grades in details

13/16



-~ 00M MemaNo.JOO - 2026 prll STER COPY

The following images show how to find grades in the navigation pane below them is an
example of grades in an overview report:

H ,} Dashboarﬁ

4 Protie

| 7 Messages

£ Preferences

£ Logout

mn&*mr Lraith ey

WOMD CUSTOAS CRGANZATICN.
D‘HQWSWGHMDVDIB.‘E‘S BGUANES

Crsnlionm ¢ Grides
Courses | am taking

Coiirse nams - s Grade

< Pjskhlanngwm‘u[‘ 0.00
THE XIS r:vsmrx.
Gontan des dsoues : it ; &
TrARr E A
Form .
Worksnep
Gracla Item et 2 : Calculated welght Grade Range Percentage Feedback  Contribution fo toursa total
| 'm Risk Managemenl :
: .‘VE Maduls 1 - ntroduction to Risk Managsment 100 00 % 003 0-100 J00% 0.60 %
4 r-.iuéuin - Introduction ta Risk Menagefment < Final Quiz DO % a -1 e 000%
L i : i ['-ﬂwl'}) ¢
B Module 4 - Risk maicators . 2.60% - 00 - £.00%
iR Module & -Risk Indlcators - FinabQuis om ; e : 0.00 %
e : o (Empy) e
) Aoduls 3 - Analysis Giltalings, Intormation and Intelligence - Final Quiz 560 % - P T 0.00%..
2 b : i3 ; {Emply ) : :
':z.iéoﬂée;oﬁl B S 000 0.0 000% 4

If you are w thln a course and want to access your detailed grades for this partlcu}ar course
(same screen as shown above)

[« Click on the "Grades" item in the left menu,

14/16
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In most of the -e-learning courses, a certificate will be available when the course has been
successfully completed

'Completlon of the course means that all lessons should be completed and all
evaluatlons should be successfully passed with a minimum grade of 70%.

If the criteria are met, a link to the certificate will appear at the end of the course page,
under the "Certlfncate "sectlon

In order to dde’I’oa'd your certificéte in PDF format:

- Click the "Cemflcate" Imk
= Click on "Get my certlflcate“ button

8. Where do I get addltlonal help?

If you need further mformation or have a question on how CLrKC' works, you might use
one of the followmg possibilities:

»  Read our FAQs. :
« - Consult our Help forum, most of the time, your guestion might have already been
answered. If it is not the case, you might post a new message here.

e Send a message to elearning@wcoomd.ord.

9. Updates

Despite our best efforts, you may find minor errors in the modules and courses. Please be
so kind as to bring them to our attention so that we can put things right. Our modules are
- designed to be updated and rmproved on request, so don’t hesitate to send us your
comments. , L :

If you would-iiké more information, please send your questions or comments to us at the

~following address: elearning@wcoomd.org
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1 0 Personal notes

B USEERAIIDE oo iysnnnsed 55585 in s eemanarme st o st e s e £ e et €
T B L
& futoks -

o Name: ... CE4enn reas dea s rnennn e e a A saSh e e S e e e s e ee s e S et s nn et oot beensn

WORLD CUSTOMS ORGANIZANON
OAGANISATION MONDIALE DES DOUANES
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Customs Knowledge Management
and Networklng

A collaborative platform to enhance Customs training initiatives.

WCO Networks for Capacity Building Experts

= Global expertise: WCO Accredited Experts :

» Regional Capacity Building Structures: ROCBs and RTCs.

= National Capacity Building Relays and HR/Training professionals

Access the WCO globa! portal

Free online access for all Member Customs officers after the nomination of a national coordinator.

‘Members' Own Programme

Import, customize, complete and translate the WCO t;éining courses and tools on your national
Customs server (or LMS: Learning Management System) for free, after signing a license with the
WCO.

The structure of the programme makes it easy to be imported and adapted. With more than 25
Customs administrations already having installed the WCO course package at the national level,
experience makes it even easier.

More information

Visit the WCO website: http://clikc.wcoomd.org
Contact us: learning@wcoomd.org

CLIKC
Customs Learning £
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MASTER COPY
1st Indorsement
May 11, 2020

Respectfully forwarded to t'he MS. GLADYS C. CABUGAWAN, Chief, Central
Management Records Divisio'n',” the herein approved Memorandum encouraging all
employees and customs officials to access the Customs Learning & Knowledge Community
(CLIKC") Training Portal, WCO Training Portal and other documents for widest

dissemination to all employees of this Bureau.

Thank you for your prompt attention to this request.

#

LADY FATIMA TR RUZ
Acting Chief

Interim Training and Development Division

South Harbor, Gate 3, Port Area, Manila 1099
 Tel. Nos 527-4537, 527-1935
Website: www.customs.gov.ph Email: Boc.cares@customs. gov.ph

A Modernized and Credibf% Customs Administration That is Among the World’s Best



