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Welcome to the future

Congratulations on choosing the most sophisticated online certification
delivery system available. e-Cert means an end to frustrating delays of days
or weeks caused by inaccurate documentation.

With almost two-thirds of export certification now carried out electronically,
e-Cert is the smart way to streamline your overseas operations, saving both
time and money. With more than 150,000 documents processed using e-Cert
so far, some companies have saved thousands of pounds.

Businesses are in no doubt at all about its indisputable benefits.

“Had | known how much time and money could be saved, | would have
started using it earlier,” said Robin Finnis, managing director of Keighley-
based SNG Logistics (UK) Ltd. “Chamber International gave me special
training to use the system and | haven't looked back. It's completely changed

my business.”

“It was cumbersome and time consuming,” says International Director Sarah
Dixon. “The e-Cert system has enabled swifter lines of communication than

previously existed.

“The most significant improvement to our operation is the ability for shipments
to be exported more instantaneously. The process being more interactive has

enabled Austin Reed to meet international requirements more effectively.

“This is a ‘must-have’ for any company seeking to export. The e-Cert system

has proved a successful advancement for the Austin Reed Group.”

Welcome to the future.



Introduction

Thank you for choosing e-Cert the worlds most advanced online certification
delivery system that allows you to create:-

European Community Certificates of Origin
Arab-British Certificates of Origin

EURZ1’s

ATR’s

Commercial Invoices

This guide is designed to help you get the best from the system.
If you experience any difficulties when using this product please contact

Joseph Baker

International Account Executive

Telephone: 00 44 (0)1274 230092

Mobile: 00 44 (0)7827 318 687

Email: josephb@chamber-international.com

e-Cert incorporates a database which allows you to store a range of
information to overcome the need to re-key transaction details when making
repeat applications.

The system offers two services as follows:-

STANDARD — Returned by 1 class post the same day or available for
collection 2 hours after receipt. Cut off time 3.00pm

EXPRESS — Returned online within the hour. Cut off time 4.00pm
For urgent applications after this time please call the
office on 0845 034 7200

Address: Devere House
Vicar Lane
Little Germany
Bradford, BD1 5AH
Email: info@chamber-international.com

Applications can be filed 24/7 and are processed between 8.00am and
4.00pm Monday - Friday



| Open your internet browser and enter http://www.e-cert.org.uk.

If you are using this system for the very first time you will need to register your
company please follow ‘REGISTRATION PROCEDURE’

If you are a returning e-Cert World user and your company is already
registered please skip to ‘GETTING STARTED’ section of this guide on page
8.

REGISTRATION PROCEDURE

Click on the ‘register’ button located on the left hand side of the screen



Complete the blank fields and then select “Register”.

You will then see a welcome message which states an email has been sent to
you for verification. To complete the user registration process, you must click
on the link in the verification email which will then open a new e-Cert World
page. Select the login link at the top right hand side and type in your email
address and your chosen password.



You will see the following screen

You then need to select the “Exporter Account” option to setup the company
registration.

The User who creates a new account will automatically become the
Administrator for the account and therefore will have access to the account
settings.



After selecting “Exporter Account”, you will then be offered two options;

1. Create a new e-Cert account - select this option if your company is
not already using e-Cert.
2. Join an existing account — select this option to add a new user to an

existing e-Cert account.



CREATE A NEW ACCOUNT

Selecting “Create a new e-Cert account” will prompt the necessary fields to be
completed that includes selecting the correct Chamber to use (Chamber
International) and your company information.

You must read the terms and conditions of the use of e-Cert before you can
submit the company details.

An email will then be sent to you confirming that a new e-Cert account has
been created. You will then need to complete a Formal Undertaking and file
this with Chamber International before you can access your e-Cert account.



JOIN AN EXISTING ACCOUNT

After selecting this option, you will be prompted fill in the company name of
the account you want to join and the Administrator's email address.

Click Submit

An email is sent to the Administrator with your request to be added as a user
to the e-Cert account.

The Administrator adds a new user by selecting “My e-Cert” from the grey tab
and then “e-Cert Settings” > “Account Settings”.

Highlight the option to select add users and click Submit. The new User
details are then added.



GETTING STARTED

If you have your login details, sign in by entering your email address and
password on the left hand side.



You will then see the e-Cert World home page.

To access your e-Cert account, click the blue “Go To e-Cert” button.

You will then see the screen below.
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Now click the NEW Application button.

You are now looking at the above screen.
Selecting an application (Document Type)

Certificate of Origin — All boxes show ‘No’ as the default setting so you need
to select either EC (European Community) or Arab (Arab-British) depending
on what you want the system to produce.

Invoice — Selecting this will produce a standard SITPRO aligned document for
certification. Click ‘Backup Only’ to tell Chamber International that the invoice
is for reference only and is not to be stamped/certified.

Uploaded Documents — This option notifies the Chamber of Commerce that
there is anuploaded PDF document(s)that requires stamping/certifying
and/or is for reference only against the application (the instruction to upload a
document is explained on pages 11 and 12).

EUR1 and ATR documents — As above all boxes show ‘No’ as the default

setting so you need to select ‘Yes’ if you wish to create one of these
documents.
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Quantity Selection

Whatever you select in this section is what the system will create and
ultimately what you will be charged for.

For example for a standard three part European Community (EC) Certificate
of Origin you would put ‘1’ in the ‘3 part set (specify number of certified
originals) box’. If you require any additional copies (over and above the
standard set) then specify in the ‘specify total number of certified yellow (EC)
or white (Arab) copies’.

If you complete the Certified and Legalised documents fields, you are

requesting that your documents be sent to the relevant Embassy. The
‘eXpress’ method does not support Legalised documents.

Now click Next

You are now looking at the above screen.

Use this screen to send documents that need to be certified by the Chamber
of Commerce or as backup to the application.
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Stamp Uploaded Document — This option allows you to upload PDF files of
documents you require stamping/certifying eg your commercial invoice. Click
on the Browse button to find the scanned PDF document. Select the file and
click Upload to attach the document to the application.

Applicants must ensure that the uploaded document is signed by an
authorised signatory and bears a country of destination.

Uploaded Document (for backup only)  — This option allows you to upload
PDF files of documents for back-up to your application eg proof of origin.
Click on the Browse button to find the scanned PDF document. Select the
file and click Upload to attach the document to the application.

One application can include both options; for example upload a document to
support a foreign origin claim and upload an invoice that requires certifying by
the Chamber of Commerce.

Up to 10 documents can be uploaded to an application with a total size limit of
10mb.

Now click Next
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You are now looking at the above screen.

You must enter a reference number, e.g. shipment reference or invoice
number.

Then select a signatory from the drop down list (the user log in name and
signatory must match).
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To add a new signature — Click on the link and then type in the signatory’s
name and job title in the relevant fields.

You will need to scan the signature in the following format:-
Signature images must be:

black and white

300 dots per inch (DPI)

Maximum of 2 inches wide by 1/2 an inch high.

BMP file type.

Click on Browse to find the scanned signature you wish to add to the system
and click on Create Signatory .

If the signature fails to upload, follow the link to the Signature Wizard to
convert image types into the required format for e-Cert.

Now click Next

You are now looking at the above screen.
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Commercial Invoice sent by — This tells Chamber International how you will
be sending your invoice, please select from the drop down list. ‘Part of
application’ implies that you selected an invoice earlier on in the wizard and
so you are applying for a combined Certificate of Origin and/or an EUR1 or
ATR document together with a system generated invoice.

Proof Sent By — You only need to select from the drop down list if your
Certificate of Origin is showing goods of foreign origin (not UK) in the country
of the origin field (box 3 on the front of the Certificate of Origin).

Certificate Despatch Method — This allows you to choose how you would
like Chamber International to return your certified documents.

Selecting ‘eXpress’ implies that later on in the application process you will
submit the document to Chamber International via the eXpress method
allowing you to print the signed and stamped/certified document in your own
office.

Click Close

You are now looking at the above screen.

This shows the front of a European Community Certificate of Origin (or other
chosen document e.g. EUR1, ATR, Arab-British Certificate of Origin) and on
the right hand side of the screen a prompt box for Mandatory Help which will
tick off each required field as you complete it so you know you haven't missed
anything.
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If you are unsure of which field to populate with certain information e.g.
‘Country of Origin’, the headings in the mandatory help box are links that you
can click on to populate the correct field(s)

Now click within Box 1 (Consignor)

The above window now appears on screen, you can see it has two tabs.

The first tab called Exporter Details allows you to populate the Consignor
box of the Certificate of Origin. You just need to complete the relevant fields,
you must include the country within the address.

If you select Save this exporter for later use the information is stored in a
database and can be used at a later date by using the Search Exporter field.

Alternatively if your exporter information is already saved to your database
you can search for it by clicking on the Search Exporter bar and typing in the
exporter's name. The system will then present you with the exporters details,
you then need to click on the Copy Data button and this will automatically
populate the fields.

The second tab called Applicant/Forwarder Details populates the applicant
box of the Certificate of Origin (box 9 on the pink application copy) normally
completed by freight forwarders or if somebody is applying for the
document(s) on behalf of the exporter.
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Once the address has been entered click Update, you are then returned to
the front view of the document and the consignor box has been completed.

Now click on the Consignee field (box 2)

The above window appears.

Enter the consignees name and address, you MUST include the country
within the address field and then again enter the country in the Country of
Destination field .

As before you can use the Search Consignee function if you have previously
entered data.

Click Update and you are returned to the document again and now the
Consignee field is also completed.
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Now click on the Country of Origin box (box 3)

The above window appears, you can see it has four tabs.

The ‘Countries’ field allows you to select one or more from the menu by
selecting the country of choice and then click the grey ‘Add’ button.

If you have chosen a European Community country the system will
automatically add the correct designation for you, e.g. if you select United
Kingdom and France then the origin box will read, European Community-
United Kingdom, France.
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The first tab, called Application Header Details, allows you to populate three
different fields on your Certificate of Origin ‘Reference’, ‘Number and kind of
packages and description of your goods’ and the ‘Remarks’

20



The second tab called Application Header Extra allows you to complete the
weights (Gross weight is a minimum requirement, other weight fields are
optional extras), ‘Transport Details’ and ‘Marks and Numbers’

When completing the weights fields remember a metric unit of measure must
be used, e.g. Kgs

The third tab Letter of Credit (free text field) is used to add additional
information that does not fit in other specified fields.

Once all information has been entered click Update, you are then returned to
the front view of the document again with all the remaining fields completed.

Now click the tab called C of O (Certificate of Origin) Back at the top of the
screen which will allow you to complete the reverse of the ‘pink’ application

page.
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If you already have the manufacturer’'s details saved to your database you
can use the link by clicking on the green plus icon ‘Add Existing’

You will then see the screen below, choose the relevant manufacturer by
ticking the correct box
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Alternatively you can manually add the manufactures details by typing in the
blank field.

If you are using a European Community Certificate of Origin destined for an
Arab state you can use the simple Arab Disclaimer by clicking on grey ‘Add
Arab Declaration’ button

Click Update and you are returned to the back of the Certificate of Origin

Now click in the area of the three tick boxes.

Select the appropriate declaration by clicking one or more of the boxes and
click update.
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You are now ready to submit the document to Chamber International, resting
your mouse over the submit button in the top right hand corner of the screen
allows you to choose between Standard and eXpress applications.

The above window appears on your screen.

Click Send Standard and the above window appears confirming that your
document has been sent to Chamber International.

At this point you can choose to send an e-mail attachment, if necessary, e.g.
your back-up invoice and/or proof of foreign origin.
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Click Send eXpress and you will see the above screen in which you must
enter the number of the blank Certificate of Origin you intend to print on, e.qg.
FJ142625. You must also click to agree to the terms and conditions.

You can only print onto the Certificate of Origin specified. If for any reason
you encounter a print error please call the Chamber for advice.

Click Browse to attach your uploaded document(s), e.g. your back-up invoice
and/or proof of foreign origin.

The Confirm Application Send button can now be clicked.

For first time printing, it is advisable to print onto blank paper to ensure that
your print settings are correct.

They can be altered by opening ‘Print’ whilst the document is open, select the
i2i document viewer option and then click on the ‘Settings’ option

For eXpress applications the i2i document viewer will need to be downloaded
from the e-Cert World portal — for further help on this contact the Chamber
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Confirmation appears in the window to advise that your document has been
sent to Chamber International.

This completes the application process for a European Community Certificate
of Origin.

If you are applying for other documents, e.g. Arab-British Certificate of Origin,
EURL1 or ATR, the process is very similar.
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Contact Details

Alison J Holmes, International Trade Procedures Manager
Telephone: 00 44 1274 230073
Email: alisonh@chamber-international.com

Kate Flanagan, Senior International Trade Procedures Executive
Telephone: 00 44 1274 230062
Email: katef@chamber-international.com

User’s Notes

Your may wish to log your e-Cert registration details for future reference
e-Cert registration details
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