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Online Certificate of Origin System User Guide

Login to essCert at www.esscert.com

Arrive at the Active Applications page, your center
for Chamber certification processing activity,

\uex.php?mode=review&unset=yes

Data
Library

Active

Applications Archive

Reporting Ac’g.lu‘(mt [# Log

Select a submission method

Create online Application allows you to complete an
online Certification of Origin template.

Upload completed PDF CO template allows you to
upload your own fully completed Certificate of Origin
template for Chamber certification.

Apply for a new document

Create online Zpplication ~
_Apply |
Upload completed PFDF CO template w
_Apply |

If you choose Create online Application
(if you are uploading your own Completed PDF CO
template, see page two for a guide to that process)

Attachment documents

Upload your export invoice and/or other attachments
your Chamber needs to verify your Application. If you
wish to have your Chamber certify your invoice or other
attachments, simply check the “Certify” box.

Attachments to application: Certify
(Preferred format is PDF)
+ Select Invoices... O

Invoice(s) upload only - other document types upload below.

#+ Select Files... L
Attachment is: | --Select Name-- hd

+ Select Files... L
Attachment is:  --Select Name-- b

Add invoice details and comments

Enter invoice reference details, and amount. Have a
purchase order for fees payable to the Chamber? Enter it
here. If you have any comments or special instructions for
the Chamber (optional), enter those here.

Invoice details:

Invoice number or other ref.

Invoice amount
usp |+

Purchase Order Number for fees
payable to Chamber

[ Tick box if you wish to use above PO for
future applications. (You may change the
PO at any time)

Comments/ Special Instructions

Scroll down, and complete online
template

A Glossary of Certificate of Origin terms on page two
of this document will help guide you in completing the
online template form.

Submit Application online to the
Chamber

Clicking [Submitd \\i| bring you to the pricing form

Click here for

i . .
Expeiter Print»DIY Chamber fees will be displayed

T S VS to you prior to submission.

Shipping/Handling = USD
Total Charges = USD

Clicking to submit your

YOU will print your document; . .
Application accepts these fees.

the Chamber will electronically
stamp and sign your document,
and return online to you for
printing using a color printer.

Chamber approval of your Application

On Approval by your Chamber, you will receive an email
confirming your Application has been approved. Simply
log back in to essCert (or, if you are still logged in, click
on “Active Applications” to refresh your screen) and click
the Issue link to print your completed and approved
Certificate of Origin.
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If you are uploading your own completed
PDF Certificate of Origin template

(if you are creating an online Application, see page one for a
guide to that process)

Click the Select PDF Template button to navigate to your
completed PDF template on your own computer, and upload it
to the system. Add in your reference number and select the
country of destination for this shipment.

1. Consignor (or Originator)* Consignor/Originator ref:*

Test Client | Anytown |v

Test Client
123 Any Street

Anytown, South Carolina, 11111
UNITED STATES OF AMERICA

# Select PDF Template

Upload Your US Certificate of Origin PDF Template

2 Country of Destination *

——— Select Country of Destination ——-|v

Attachment documents

Upload your export invoice and/or other attachments
your Chamber needs to verify your Application. If you
wish to have your Chamber certify your invoice or other
attachments, simply check the “Certify” box.

Attachments to application: Certify §

(Preferred format is PDF)

] =

Invoice(s) upload only - other document types upload below.

+ Select Files... L
Attachment is:  --Select Name-- =

+ Select Files... L
Attachment is: --Select Name-- >

Add invoice details and comments

Enter invoice reference details, and amount. Have a
purchase order for fees payable to the Chamber? Enter it
here. If you have any comments or special instructions for
the Chamber (optional), enter those here.

Invoice details:

Invoice number or other ref.

Invoice amount
uUsD |~

Purchase Order Number for fees
payable to Chamber

[ Tick box if you wish to use above PO for
future applications. (You may change the
PO at any time)

Comments/ Special Instructions

Submit Application online to the Chamber

Clicking [SubmitT \vil| bring you to the pricing form

Click here for
Exporter Prints/DIY

Chamber fees will be displayed

BT R e T to you prior to submission.

Shipping/Handling = USD
Total Charges = USD

Clicking to submit your
Application accepts these fees.

YOU will print your document;
the Chamber will electronically
stamp and sign your document,
and return online to you for
printing using a color printer.

Chamber approval of your Application

On Approval by your Chamber, you will receive an email
confirming your Application has been approved. Simply
log bag in to essCert (or, if you are still logged in, click on
“Active Applications” to refresh your screen) and click the
Issue link to print your completed and approved
Certificate of Origin.

Consignor - The export shipper; typically, the party who
is issuing the export invoice.

Consignee - Typically, the importer; the party to whom
the shipment is being sent.

Country of Origin — The country(ies) of manufacture of
the goods. It is very important that the exporter
understands rules of origin (manufacture or substantial
transformation) before declaring the origin of goods.

Transport Details — Air, ocean, rail, etc. as a means of
shipment. Optionally included on a Certificate of Origin.

Remarks — Optional notations on the Certificate of Origin
itself related to the shipment, most often Letter of Credit
numbers or import license numbers (provided by your
importer).

Item numbers, marks, number & kind of packages,
description of goods — A general description of the
goods is typically all that is required, and not full invoice
details, unless otherwise specified by your importer or in a
bank letter of credit.

Quantity — The gross and/or net weight or any measures
and quantities. Gross and or Net weight(s) must be
specified, as well as unit of measure (i.e., KG or LBS).

© 2019 Trade Cert Ltd, t/a essCert
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rGSS-ICert USING THE ATTACHMENT SECTION
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The Attachment section of the application allows you to upload up to 3 different types of
documents (10 files per type of document).

Attachments to application: e
{(Preferred format is PDF) Certify g
+ Select Invoices... [

Invoicel(s) upload only - other document types upload below.

+ Select Files... [
Attachment is: | --Select Name-- v

+ Select Files... [
Attachment is: | --Select Name-- v

To attach a file:

1) Click the green button
2) Select the file to upload from your computer
3) Once uploaded, repeat the process to upload the next file (if necessary)

The preferred and recommended format to use for the uploaded files is PDF. Other formats
can be used too.

To upload different types of documents, different sections can be used. The first upload
button is for Invoices and it is enabled by default. The second and third upload buttons
become enabled once you select the type of document from the “Select Name” dropdown.

If the document type you need is not listed, you can select the option “Other document”.

Chamber
If the document attached needs to be certified with a stamp by the Certify §

Chamber, tick the CHAMBER CERTIFY box.
O

e nnlnad halnw
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ass Cert USING THE ATTACHMENT SECTION
Scenarios

Uploading multiple attachments, some of them require certification — e.g.: you need to
attach 1 Commercial Invoice, 1 Packing List and 1 Supplier’s Invoice — the two invoices
require certification.

S PN -

)
)
)
)
)
)
)

~

Upload the Commercial Invoice using the first upload button

Tick the Chamber Certify box next to the first upload button

Select Packing List in the dropdown menu using the second upload button
Upload the Packing List

Select Supplier’s Invoice in the dropdown menu

Upload the Supplier’s Invoice using the third upload button

Tick the Chamber Certify box next to the third upload button

Uploading more than 3 different types of attachments — e.g.: you need to upload 1
Commercial Invoice, 1 Packing List, 1 Bill of Lading and 1 Supplier’s Invoice

B W N -

)
)
)
)
)

ul

Upload the Commercial Invoice using the first upload button

Select Packing List in the dropdown

Upload the Packing List using the second upload button

Select Other Document in the dropdown menu

Upload the other Bill of Lading and the Supplier’s Invoice using the third upload
button

Uploading 2 documents of the same type, only one require Chamber Certification — e.g.:
you need to upload 2 Commercial Invoices, but only one of them needs to be certified.

Upload the Commercial Invoice that needs to be certified using the first upload
button

Tick the Chamber Certify box next to the first upload button

Select Other Document in the dropdown menu

Upload the other Commercial Invoice using the second upload button

©essCert 2020
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1) Log in to your essCert.com account

2) Click on the ‘My Account’ tab.

Data
Library

Active

Tt Applications Reporting

Archive Account

‘ (% Logout ‘

3) Click the ‘Manage Users’ button. 4) Click the ‘Add New Client User’ button.

Client: Annmarie UK Client

View Client Profile [ Add New Client User ]
Client Name: Annmarie L

Type: Exporter

Formal Undertaking Form: View Formz n AEtiVE%l User's "ar“E%l
Formal Undertaking Expiration Date: 26 July 201

Address 1: 12 Shop St Ann-Marie Slevin

Address 2:

5) You can now enter the new user’s details.

- ADMIN users can process applications (create, edit, delete,
submit, issue)

- VIEW ONLY users can only view the Archive, but can't take
action on applications

There can be only one Super User per Client's profile, and Super
Users can also add, edit, activate/deactivate profiles for other
users. The permission to add other users can also be given to
other Admin users by enabling the option "Allow user to set up
new users".

6) When you have finished entering the details press the ‘Submit & Send Additional User
Email’ button at the bottom of the page.

7) To deactivate a user, check the tick box to the left hand side of their name, then go to
the Activate dropdown list at bottom of the table and select Deactivate and press Go.

[ Add New Client User ] 4 Active Users % Inactive Users
M
o
E v Ann-Marie Slevin Edit Change
O v Laura test Edit Change
O v Testing Test Edit Change
O v Ann-Marie Slevin Edit Change
O v test setup Edit Change
Activate R m

8) To edit an existing user, click the Edit link to the right hand side of their name,
when their profile opens make the necessary changes and then press Submit to save
the changes.

© essCert 2019
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ess Cert MANAGING CONSIGNORS
L AND CONSIGNEES

1) If you need to use a new Consignor or Consignee to your application it is very important you follow the
steps below:

2) In the Consignor box, open the dropdown menu and select, Add New Consignee

1. Consignor™ Ha.

-—— Select Consignor —-—-— ~
Reserved fc

Add New Consignor...

$ Annmarie UK Client | Galway EU F
AMD Demo Signapore | test

CEF
3) When the New Consignor box opens you can enter the necessary details. When you have finished, press

Submit to save the details. They will automatically be entered in the Consignor field and will also be
available in the dropdown list for future applications.

Add/ Update Consignor [ %]
Copy details from Client O
profile: |
Formal Undertaking: No Formal Undertaking on file.
Consignor Name:™
Member Id:
Address 1:*
Address 2:
Address 2:
City / Town:™
Cnty / St/ Prov:
Post Code:
Country:* Select «|F
Active :
Submit | Cancel

4) Use the same steps for adding a new Consignee.

5) It is extremely important that if you need to use a new Consignor or Consignee, you do not select and
existing Consignor or Consignee and then manually edit it in the box, this will result in false information
being sent to your Chamber and may result in your application being rejected.

6) To deactivate a Consignor or Consignee, go to the Data Library page, select Consignors or Consignees.

7) Identify the record you want to disable from the list. There will be a tick box to the left hand side of the
record, tick this box and then scroll to the end of the list. Here you will see a drop down list with the
options Active and Deactivate. Select the Deactivate option and press Go.

24 test test

25 Test Consignee Test

o oo

v

v
26 v TEST CONSIGNEE cy
v

27 UAE ADDRESS

K

Activate ~
Activate
Deactivate
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