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e On the Active Applications page under Apply for a new
document select a document from the Apply for
dropdown list e.g. Certificate of Origin.

Apply for a new document Search Active Applications

O Awalt Approval (All)

O E Drafts (All)

O EP  rejected (Last 50 days)

0D Other Documents
Certificate of Origin

[l client Ref Includes:

_Search |

e The Certificate of Origin application page will then open.
Here you will complete all the required fields for your
application (see pages 2 & 3 of guide).

e Scroll down the page and you will see the Attachments to
Application, here you can attach any supporting
documents to your application. If you need your
documents certified by the Chamber you need to tick the
Certify box to the right hand side of the attachment.

Certify § Documents

Attachments to application: g
Required ¢

(Preferred format is PDF)

:

+ upload Packing List g

Add another type:

--Select Name-- >

e To the right hand side of the Attachments to Application
you will see the Invoice Details section. Here you can
enter:

» Invoice number

» The invoice amount (value of the shipment, if
entered it may be used for statistical purposes by
the Chamber)

» Enter any Comments/Special Instructions for the
Chamber

APPLYING FOR A CERTIFICATE
OF ORIGIN

Invoice details:

Invoice number

Invoice amount
EUER |~

U Tick box if you wish to use above PO for

future applications. (You may change the PO
at any time)

Comments/ Special Instructions

e Above the Invoice Details section you will see
four action buttons:

» Save - saves the application and allows
you to keep working on the application

» Save Draft — saves & closes the
application (you will need to enter a
minimum amount of information to use
this, the system will prompt you)

> Delete — will delete the application and
all entered information

» Submit — this will bring you to the
processing options page in order to
submit the application to your Chamber.

Status:
E Draft
Save | Delete |

Save Draft | Submit |
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CERTIFICATE OF ORIGIN APPLICATION SCREEN

1. Consignor - Expéditeur® Ho .

——— Select Consignor ——— "
Reserved for Agent Ref Conaignor reix

Select Consignor from drop—down listc
abowe or select "Add Hew Consignor" if

meT EiEEsSy enm faeE CERTIFICATE OF ORIGIN
CERTIFICAT D'ORIGINE

2. Consignees - Destinataire™ 3. Country of Origin - Pays d’origine=
——— Select Consignes ——— " P = - -
Click a ——— SBelect Countryl(iss) ———
ntry . T
Select Consignee from drop—down list ;Z':Ll;ctk Hgld CRNARDR
abowe or select "Add Hew Consigneese" if e C(‘::ntr‘ol UNITED STATES OF AMERICH
not already on list. 5 THITED EINGDOCM
key and click
multiple LFGHARNISTAN
comntries to LALAND ISLAMNDS
indicate e LMIR
multiple LGERTIR
e of AMERICAN SLMOR
2l Lr AR L ANDORRD -
Click "Select
putton to _Select |
connfirm
choices >
4. Transport details (Optional) 5. Remarks - Remargues
Informations relatives au transport {mention facultative)
—— Select Transport Detcails ——— "
Insert Repetitive Text below (optional):
——— Select Repetciciwve Text ———
Hdd Hew BRepetcitive Text...
5. Item number; marks, number and kind of packages, description of goods 7. Quantity & Gross weight
Mo. dordre; margues, numéeros, nombre et nature des colis; désignation des Quantité & Poids Brut =
marchandises *
Describe goods by commercial description; indicate specific nature of goods - e.g. instead SPECIFY 'Gross Weight' or 'MNet
of 'spare parts’ indicate "motor vehicle spare parts’ etc. Trade Mames are not sufficient. weight'. Other measures or
Shipping marks REQUIRED. May show "Addressed’, 'In Bulk' or "Mo Marks’ if relevant. quantities may be used if relevant.

[] Imsert weight tool
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APPLYING FOR A CERTIFICATE
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1. Consignor — Here you will select a consignor or
if it’s your first time using the system you will add
a new Consignor. Click Add New Consignor &
complete the required fields, the system will then
save this Consignor to your TradeCert database.

2. Consignee — Here you will select the consignee
or if it’s your first time using the system you will
add a new Consignee. Click Add New Consignee
and complete the required fields, the system will
then save this Consignee to your TradeCert
database.

3. Country of Origin — Select the country of
origin from the list and hit the Select button. To
choose multiple Countries of Origin press the Ctrl
button on your keyboard & use your mouse to
select the countries then press the Select button.

4. Transport Details — Select your transport
details. (Optional)

5. Remarks — Include any special remarks.
(Optional)

6. Items number, marks, number & kind of
packages, description of goods — You can type
the descriptions directly into box 6 or if you ship
the same goods repeatedly you can select the

‘Add New Repetitive Text’, complete the required
fields and then press submit. The system will then
save this Description to your TradeCert database.

7. Quantity — Here you will enter the gross or
net weight or any measures and quantities.

When you have completed all of the required
fields (the system will prompt you if you have
forgotten a compulsory field).

When you have completed the application, scroll
to the top of the page and press the yellow
Submit button. This will bring you to the
Processing Options page.

You will be given two options:

» Chamber Prints — the application will be
sent electronically to the Chamber & they
will print, manually stamp and sign & post it
back to you.

> Exporter Prints — the application will be
sent electronically to the Chamber, they will
electronically stamp & sign it and it will be
sent back to you via the system for you to
print.

Processing Options

We provide you two different options to process
your Application . .

Choose how you want to pay: O Invoice Me @ Credit Card

Click here for
EXPORTER/FORWARDER
PRINTS

Click here for
CHAMBER PRINTS

Certification Fee = GBP 39.04
Shipping/Handling = GBP 6.10
Total Charges = GBP 45.14

Certification Fee = GBP 36.60
Shipping/Handling = GBP 0.00
Total Charges = GBP 36.60

Your Chamber will print your
Document, hand stamp,
manually sign and return it
back to you by post.

Once approved, you can print this
document at your desk fully
certified!

Please note you will need a blank
certificate to avail of this service.

Cancel
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