
Use the calendar to select the shipment date. 

Enter your reference number for your shipment. 
This may be any number/word as long as you have 
not used it before. This will ensure your certificate 
can be saved as a template.

Importer/Exporter – either select from an existing 
company or click ‘create new’ and type in the 
company name. When selecting ‘create new’, 
you then have the option to save the company for 
future use by ticking the box which appears.

Select the appropriate currency and type the 
invoice amount, duty value and/or freight expenses 
if applicable.

Add any additional values (if required) in the 
relevant boxes. If the CIF Markup is not required, 
remove the 10.00. The Total Sum Insured box will 
populate automatically.

Select the appropriate Subject Matter, Shipment 
Method, Coverage Option and Conveyance*  
by choosing one of the options from the drop  
down menus.

Start by typing in the country name (the country 
where the shipment begins) and selecting from  
the drop down menu. The town/city of origin is 
also required.

You may start typing in the port of loading  
box and select from the drop down menu.   
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*  If the conveyance is sea, an additional box will 
pop up. You may search for the vessel by typing 
in the vessel name or by searching for the vessel 
with the IMO number.

A helpful currency 
converter if required.



Fill in the details of the country and town/city  
of final destination.

Complete the country of final discharge (where the 
shipment ends) and the discharge facility name. 
i.e. airport/port.

Claims settling agent – if possible, select the 
closest agent to the final destination.

Enter the description of the goods being shipped.

These boxes can be typed in if required.
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A helpful currency 
converter if required.

Verify coverage to confirm shipment 
is insurable prior to booking.

By selecting save, you are able to 
save the certificate and come back 
to it if required.
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This message will pop up to if your certificate is 
ready to: print (confirm booking), save, request  
a quote, save as a template or edit the shipment  
if required.

If you need to request a quote, you may type in 
your reason in this box and click request quote  
at the bottom of the page.

Your quote which has been calculated for  
this shipment.

   

Confirm the booking if 
you would like to print 
your certificate.

Select if you need to  
request a quote.

You may select this 
option if you want to 
save this as a template 
for future use. This 
is useful if you do a 
couple of certificates 
which are similar.

Select if you need  
to save to return to  
the certificate.

Select if you need  
to print a draft 
certificate.

You may make changes 
to your certificate with 
this option.


