EXIM Online (EOL) Guide for Exporters and Brokers:

Reporting Shipments and Overdue Receivables
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NOTE: This guide applies to Multi-Buyer policies (Express, ENB, ESC) and Single Buyer (ESS). There are some
minor differences in the data inputs for these policies. For example, you cannot add a new buyer in an
Express or ESS policy. Otherwise the general process is very similar.
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Shipment Reporting Requirements and Best Practices

® Check the Country Limitations Schedule (CLS) before shipping, and sign up for automatic
email notification of CLS changes
https://www.exim.gov/email-sign-up-cls

® Review Article 3 of the multi-buyer and single buyer insurance policies describing what
constitutes an insured transaction

e Review the definition of a “buyer obligation” in the Definitions section of the insurance
policy
® Check the insurance policy parameters to make sure the shipment is within the
authorized amounts (SBCL, DCL) and payment terms
» EOL will let you report certain shipments even if the shipment is not fully eligible
» The appearance of a buyer on your buyer list does not automatically mean a
shipment to that buyer will be eligible

® Record shipments as they are made
» You cannot report a shipment date in the future

® Submit shipment reports monthly but no later than the end of the month following the
month of shipment

» Shipments reported afterwards will be considered late and coverage for that
shipment could be denied

» You may submit shipment reports and pay premium each time you report
shipments. However, it may be more efficient to record the shipments as you
ship, but submit the shipment report and pay premium only once after the end
of the month

® [f there are no shipments for a month, affirmatively report no shipments in EOL; do not
skip reporting for that month

® You may bundle multiple invoices to the same buyer together
» You do not have to report and submit separately for each individual invoice to
the same buyer

® You can only add a new buyer to its buyer list when you first go to ship to that buyer
» You cannot add a buyer unless you immediately report a shipment after adding
the that buyer

® Enter the buyer’s full legal name and use it consistently

® Report overdues (if any) before you report shipments; EOL will automatically prompt
you to do this
» Only required to report overdues of $25,000 or more AND that are more than 90
days past due
» Update any previously-reported overdues before you report shipments
» Stop shipment clause in the insurance policy requires the exporter to stop
shipping if buyer is past due by $2,000 or more and more than 90 days past due

® You should open the link to the certification and read it before submitting the shipment
report

® Brokers can help the exporter complete shipment reporting in EOL, but the exporter
must make the final submission and pay the premium. Credit card and ACH is preferred.
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® This guide will show you how to report and update overdue receivables during the
shipment reporting process. But you can also report new overdues and update existing
overdues from the home landing page using any one of the following links (see the
landing page below):
» “Report Overdues”
» “Insurance In Force/Recently Expired Policies”
» “Search Portfolio”. See the section starting on page 20.

Where to Begin Reporting Shipments and Overdue Receivables

1. You can initiate a shipment report in one of two ways. The first way is to click on “Report
Shipments” from the landing page and select the applicable policy. You will then be taken
to a screen to report overdues information. The second way is to click on “Insurance in
Force/Recently Expired Policies”, and select the applicable policy. This second method will
then take you to the home page for that policy, which provides important details about the
policy (e.g. DCL limits, SBCLs, policy endorsements). We recommend you use this second
method so you have the benefit of this information before you start reporting shipments.

NOTE: The screen below is the exporter’s landing page view. There are a few minor
differences compared to the broker’s landing page view. However, those differences will
not affect shipment reporting.

Recommended

—===———
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Business Address: ‘Gompany Comac Poiicy Contact:
[Test Exporter - 477 Testing €510 Tilden Ln

sl 1020223 Policy Period: 09/01/2017 - 09/01/2018
Policy Payment Limit: $301,000.00
compny ot 47T e Insured % of Coverage: 95% —

Polcy ype: =

pole & e ) Deductible: $12,500.00

Assigned Ri Walter Kosciow (exo_dezdletter@exim gov)

Broker Test Broker Credit DCL: S0.00

Rssignes

et Ledger DCL: $20,000.00

Policy Period: 08/01/2017 - 09/01/2018
Palicy Peyment Limit 520100000 Premium Rate: $0.95
Insured % of Coverage: 95%
Dedudtible: $12,500.00 O LTIt ST
Credit DCL. 5000 Due Diliger
Ledger DCL: $20,000.00
Fremium Rate: HES

2 tems found, displaying sl tems,

i ems per page: 10 22 20 100
Desoripfion g2 Endorsement # E

DCL -Discetionary Cret Limit 1

Foreign Curengy 2

—
InForce SBCLs & IBCLs
Nothing foun to display.
Nathing foun o display.

Savedot Submitied Application

2 tams found, displaying sl tems.

il Htems per page: 10
. -
SBCL NEW Aruba Caribbesn Hotel, Lp ARUBA 10102017 clarijon
MULTI-BUYER POLICY AMENDMENT 301,000.00 100042017

How to Report Shipments and Overdue Receivables

Reporting and Updating Overdue Receivables
1. Begin reporting shipments by clicking on “Report/View Shipments”

Business Address: Company Cantact Policy Contact
est E)(pDrlEr -4TT TEstmg 6510 Tilden Ln Ed Coppola John Smith
Rodille, MD 20852:3745 (202) 5653129 (123) 4567890
ex0_desdletiergexim gov John smith@iitebrothercom

Palicy Type: ESC View Polioy Documents
Policy #: a4 $BCL Application
Assigned Ri Walter Kosciow (exo_deadlefter@exim gov) IECL Aplication
Braker Test Broker CancelWithdraw SECLIBCL
e —
Assignee:
Repor/View Orerdues
Policy Parameters p—
Amend Policy
Policy Peiod 0300112017 - 090112018 -
Asign Policy
Folicy Payment Limit $301,000.00 Folicy Histor
Insured % of Coverage: 5% View Claims
Deductble: 51250000 County Limitstion Schetiule
Credit DCL: 000 Due Diligence
Ledger DCL §20,000.00
Fremium Rete: 5095

2 items found, displaying sl items.

DCL - Discretionary Credit Limit

Foreign Gurency

InForce SBCLs & BCLs

Nething found to display

Pending Applications
Nathing found to display.

Savediiot Submitied Application

2 tems found, displaying sl tems.

i Hems per page: 102550 100

SBCL NEW Aruba Caribbesn Hotel, Lp ARUBA 1010/2017 clarijon
MULTI-BUYER POLICY AMENDMENT 301,000.00 10/04/2017
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2. Before viewing or reporting shipments, you must provide any information about overdues.
The screen below will always appear before you can begin reporting shipments. You must
report overdues for any buyer > 90 days past due (if more than one invoice for the buyer,
base this on the oldest invoice), and with a past due balance of > $25,000. You may, but are
not required to, report overdues that do not meet the above criteria. Keep in mind that,
except as otherwise provided for in the insurance policy, the policy requires the exporter to
stop shipping to a buyer if that buyer is overdue by > 90 days and > $2,000. In this example,
we will add overdue receivables, and then update existing overdue receivables.

Click “Add overdue receivables” and then click “Continue”

Policy Information

Policy Number: 664630 Policy Type: ESC

Policy Period: 09/01/2017 - 09/01/2018 Policy Status: Issued ( on 09/26/2017 )
Insured Name: Test Exporter - 477 Testing

Broker Name: Test Broker|

You must report any new overdue receivable that is > 90 days
past due and = $25,000. You may, but are not required to, report
other overdues. EOL will reject a shipment to a buyer if there is a
reported overdue on that buyer. Except as otherwise provided
for in the insurance policy, the insurance policy requires you to
? A el < — stop shipping to a buyer that is past due by > $2,000 and > 90

No overdues o report or update days. If you report a shipment when there is an overdue that
was not reported but breaches the stop-shipment threshold,
coverage for that shipment could be denied b ontinue |

Select an option below, then click 'Continue'.

Update overdue receivables

3. Enter the information about the buyer and the shipment month, and click “Get Results”

-—

4. The buyer will appear with a list of shipments you previously reported, including those
shipments for which you previously reported an overdue (if any), and a corresponding
overdue confirmation #. Click the “Add Overdue” link for the applicable shipment.
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Existing overdue

5. Enter the required information about the over due receivable and click “Continue”

OME Ho. 3043-0027, EIE 53-27, Exples 02332077
Transaction Information

Transaction Number: 8 Transaction Type: ESC
Policy Period: 00172017 - 08101/2018 Status: Issued { on 09/26/2017 )
Insured Name: Test Exporter - 477 Testing
510 Tikden Ln, Rockville, MD, 20852-3745, UNITED STATES
Eroker Name: Test Broker
108 Garcia Ln, Rockvills, Maryland, 20850-4741, UNITED STATES
Exporter Name: Test Exporter - 477 Testing
2510 Tilden Ln, Rockvile, Maryland, 20852-3745, UNITED STATES
Buyev/lssuing Bank Name: Geman Riviera Spa
GERMANY
Shipment Information
Shipment Gonfirmation #: 1805338
Shipment Date 8: 08/3/2017 Status: Acoaptad
DCL/IBGUSBCL Indicator: DGL Endorsement Number
G Type: COMPREHENSIVE Private
Tr n Typs: Open Account Payment Terms: 1-30 Days

Amount: $15,000.00

Overdue Information

Reported Date: 10/18/2017

* Actual Payment Terms (in days): {for Example: 45)

- Dus Date: BT (mmiddtyyyy)
55000
- Reason Code: Siow Pay Tygiea -
ke Ore-
Cash-Flow/Commercizl Problems
Reason Description Forsign Exchangs Problems
Insolvency
Dispute
Show Pay Typical
ayrment n =l Dt EEINT
Resoheduled Date: Natura! Disaster ;
Buyer Re-crganizing
Rescheduling
* Name of Freparer

" Phons

* Date Praparad:
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6. To add another overdue, click on “Add Another Overdue Receivable”. If you don’t want to
add another overdue receivable, skip to #8 below.

-

7. This will take you back to the shipment search screen, where the new overdue you reported
has been assigned an overdue receivable confirmation number in the “Add/Update
Overdue” column. From this screen you can report additional overdues on that buyer, or
search for, and report overdues on, other buyers, per the previous instructions.

>

8. If you don’t want to add another overdue receivable, click on “View/Update Overdues”

9. This will take you to a screen with a table of all reported overdues. From this screen you
can search for specific overdues using the filters at the top of the screen and “Get Results”

button, or update specific overdues by clicking on “Edit” next to the applicable overdue
entry.
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10. Update the past due information. If the entire overdue has been paid, enter “0” for the
“Overdue Amount”, and Click “Continue”.

Overdue Confirmation Number: 664630-20171018-426342
Transaction Number: EB4630 Transaction Type: ESC
Palicy Period: 08/01/2017 - 090172018 Status: Issued ( on 05/28/2017 )
Insured Name: Test Exporter - 477 Testing
B510 Tiden Ln, Rockville, MD, 208562-3745, UNITED STATES
Broker Name: Test Broker
108 Garcia Ln, Rockville, Maryland, 20850-4741, UNITED STATES
Excporter Name: Exporter - 477 Testing
ikden Ln, Rockville, Maryland, 20852-3745, UNITED STATES
Buyerilssuing Bank Name: German Riviers Spa
GERMANY
Shipment Information
Shipment Confirmation #: 1809553
Shipment Date #: 0873062017 Status: Acoepted
'SBCL Indicator: DCL
COMPREHENSIVE Privats
Open Account 1-30 Days
Amount: $15,000.00
Overdue Information
Reported Date: 10182017
yment Terms (in 5] {for Example: 45)
" 10152017 {mmiddiyyyy)
* Overdue Amount: $5.000.00 When the overdue is
st ST - completely paid off, enter “0”
N in for the “Overdue Amount”. If
a partial payment is made,
o P oo adjust this amount to show the
Reschedules Date revised balance due
Joe Smith
1234587850
= Date Prepared: 101182017 {mmiddiyyyy)
November 2017 EXPORT-IMPORT BANK OF THE UNITED STATES
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11. If you are done reporting and updating overdue receivables, click on the “New/Saved
Shipments” link to return to the Add Shipment screen.

Use the “New/Saved Shipments” link any time to ~
return to the Add Shipment screen below

12. The Add Shipment home screen is divided into four parts:

A. Alist of approved SBCL buyers and DCL buyers for which shipments were previously
reported. NOTE: this list does not indicate if a buyer has a current SBCL.

B. A search function that lets you search for a specific buyer in your buyer list in A above,

to add a new buyer, or update or remove a buyer. To search your existing buyer list for

a specific buyer, enter information in one or more of the filters (buyer name, city,

country), and click “Search Existing Buyer List”. The name of just that buyer will appear

in the buyer list.

Information required to report a specific shipment

D. Any shipments you have already reported and saved but have not yet submitted

0

Selecting the Buyer to Report Shipments

1. If the buyer for which you are going to report shipments is already on your buyer list, skip to
the next section Reporting the Shipments on page 12. If you are adding a new buyer, or
want to update buyer information, click “Add/Manage Buyers”.

November 2017 EXPORT-IMPORT BANK OF THE UNITED STATES
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-

2. To see if your new buyer is already in EXIM’s database, click “Search All EXIM”. You can also
view and remove any of your existing buyers by clicking on the “View” or “Remove” links
next to the buyer’s name on your buyer list. If you remove a buyer, it will be removed from
the buyer list and appear in a separate section at the bottom of the screen. You will have
the ability to view or restore the buyer to your buyer list.

-

3. Begin entering the buyer’s country and buyer’s name. If the buyer’s name appears in the
list that is generated below, select it, and click “Continue”. You are taken back to the
previous screen where the new buyer’s name will appear on your buyer list. Clicking “Back”
will return you to the Add Shipment screen (skip to the next section Reporting the
Shipments on page 12).

November 2017 EXPORT-IMPORT BANK OF THE UNITED STATES
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Disregard the
underlined
section

Make sure the
buyer’s name and
address match
your buyer.

e

4. If the buyer does not appear in EXIM’s database, click “Add New Buyer”, and enter the
required details about the buyer. Then click “Add Buyer”. This buyer will now appear in the
exporter’s buyer list for future shipment reports only if the exporter immediately reports
actual shipments for the buyer at this time. If you don’t report a shipment, the buyer will

disappear from the buyer list.

November 2017 EXPORT-IMPORT BANK OF THE UNITED STATES
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~

N

Disregard the
underlined
section

~

Reporting the Shipments

1. To report a shipment, select the buyer from the buyer list (1), enter the shipment details
(2), click “Add Shipment” (3), and the new shipment will appear in the list of saved
shipments at the bottom of the screen (4). Each shipment is assigned Confirmation #.
There are also links to update or remove the shipment (5).

“Aggregated” Content
Methodology refers to
the aggregation of
items on a single
invoice which together
meet the > 50% US

If reporting all
shipments at the end
of the month, the
“Month-end Date” is
the last day of the
shipping month. If
reporting as you ship,
this is the date of
shipment

content reauirement
(2)
—
-l
(4) (5)
— O

The “Amount” is the
total shipment
amount, less any
advances paid prior to
shipment. It can
include freight if listed
on the invoice

November 2017
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2. Clicking on the link to the confirmation number will produce a summary of the shipment
report. Click on “Back” to return to the Add Shipment screen.

November 2017 EXPORT-IMPORT BANK OF THE UNITED STATES
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3. If the shipment information is complete and accurate, click on “Validate Shipment”.

-

4. Review the Shipment Details at the bottom of the screen. Pay particular attention to any
“Validation Message” that may appear for a shipment, which will indicate if the shipment
was accepted (with any warnings, if applicable), or rejected. Each shipment is given a
Shipment Confirmation #. You can update or remove the shipment, or review the shipment
details by clicking on the respective links. Fill in the contact details at the top of the screen
for the person that prepared the shipment report, and open the “Display” link to read the
exporter’s certification. Click on “Submit Shipment Report” to submit the report to EXIM.
The shipments you submit will no longer appear as saved shipments on the Add Shipment

page.

>

< > /
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5. The shipment report will be assigned a Shipment Report Confirmation #. Any validation
messages will continue to appear. Click on “Pay Premium Due” to pay for the shipments.

Make a note of this
number. It will help
you locate the

4 @ shipment on the next

screen.

6. Select the shipment(s) for payment, then click “Continue”.

The following transactions are available for payment.

Please use the checkbox to select the transactions you wish to pay and then click the "Continue’ button.

17 items found, displaying all items.

1 Items per page: 10 25 50 100
Select Policy Type & Policy #5 Insured/Exporter Name % Date Submitted % Transactions % Confirmation# 3
O ESC 6564630 Test Exporter - 477 Testing 10/06/2017 Shipment Report 201710068686203 95.00)
Il ESC 664630 Test Exporter - 477 Testing 10/06/2017 Shipment Report 20171006686204 3,420.00
O ESC 664630 Test Exporter - 477 Testing 10/10/2017 Shipment Report 20171010686211 142.50
] ESC 664630 Test Exporter - 477 Testing 10/10/2017 Shipment Report 20171010686212 190.00)
[ ESC 664630 Test Exporter - 477 Testing 10/16/2017 Shipment Report 20171016686222 209.00
Continue

7. Select the payment method and click “Continue. Your shipment will not be insured until
payment is posted to your policy. Credit card payments are processed immediately. ACH
payments take 1-2 days. Payments by check are not applied until the check clears your
bank account.

Payments
If paying by credit card, and the card
)
Select payment method below then click the "Continue’ button. has both the company's name and a
person’s name, use the person’s name
P t Amount .y .
ayment Amoun $200.00 when providing the card details.
Payment Method: Paying by check will slow down the
processing of the payment _
Check/Wire Transfer Back || Centinue

November 2017 EXPORT-IMPORT BANK OF THE UNITED STATES
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8. Review the confirmation and click “Continue”

Payments

The payment you entered will be applied to the transaction(s) listed below. To modify transactions selected for payment click ‘Back’ button below. If
correct, click on the '‘Continue’ button.

Total Payment Amount 209 00
Received Date: 10/16/2017
Deposit Date The deposit date is set to the date that pay.gov provides as a collection date (the folllowing business day)

Transactions

Policy # Policy Type Insured Transaction Trans. Conf. # Date Submitted Amount Due Payment Message
664630 ESC Test Exporter - 477 Testing Shipment Report 20171016686222 10/16/2017 209.00 209.00
[ Back |[ Continue |

9. Click “Continue” to continue processing the payment. Enter the payment information for
the type of payment being made, and follow the instructions.

Payments

Please click continue to post the payment with Pay.Gov

Reporting No Shipments

1. Exporters should submit a “No Shipment” report for each month when applicable. This lets
EXIM Bank and the broker know that there were no shipments, and that the exporter did
not simply forget to submit a report. Failure to report actual shipments and pay premium
can jeopardize coverage. Each month EXIM Bank emails to brokers a list of any policies for
which no shipment activity has been reported for that month.

2. Toreport no shipments, after initiating the shipment reporting process, click on “Report No
Shipments”.

November 2017 EXPORT-IMPORT BANK OF THE UNITED STATES
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e

3. Enter the month and year and the contact information for the person that prepared the
report. Click on the “Display” link to review the exporter’s certification. Then click
“Continue”

4. You will receive a no shipment report confirmation #. You can also print the page.

November 2017 EXPORT-IMPORT BANK OF THE UNITED STATES
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Viewing Shipment Information
There are a few quick links on the right hand part of the screen that allow you to view specific

shipping information.

View Reports

1. Clicking on the “View Reports” link allows you to view shipment information for a specific
month and year. Enter the month and year to get the results for a specific month of the
year. Enter just the year to get a report for that entire year. Then click “Get Results”.

- [ ]

2. Click on the Shipment Report Confirmation # to review all the shipments in that specific

report.
— | Reminder:
Shipments are
not insured
until premium
is received.
November 2017 EXPORT-IMPORT BANK OF THE UNITED STATES

18




Exim Online (EOL) Guide for Exporters and Brokers: Reporting Shipments and Overdue Receivables

3. You can then click on a Shipment Confirmation # and view the details of a specific shipment.
Any shipment validation warnings associated with that shipment will also appear.

View Rejected Shipments

1. Clicking on “View Rejected Shipments” will display all shipments that were rejected.
Clicking on the Shipment Confirmation Link will show the details for that rejected shipment.

November 2017 EXPORT-IMPORT BANK OF THE UNITED STATES
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[ ]

>

View Pending Review Shipments and View Late Shipments

The “View Pending Review Shipments” and View Late Shipments” links allow you to view
shipments that were reported late or payments that were received late, and are being
reviewed by EXIM to determine if the shipments are eligible.

Search Portfolio

1. You can also find and search for shipments using the “Search Portfolio” function from the
home landing page. Click on “Search Portfolio”.

November 2017 EXPORT-IMPORT BANK OF THE UNITED STATES
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2. Move your cursor over the “Shipments” heading and select the shipment category you want
to review. You can narrow your search by using the filters at the top of the page.

> < —

3. “Saved Shipments” will appear as in the screen below. They are shipments that you
recorded but have not submitted or paid for. Note the footnote #1 in the “Shipment
Confirmation” column. This alerts you that there was a warning or error message
associated with that shipment.

4. “Accepted Shipments” will appear as in the screen below. They are shipments that you
have recorded and that were accepted when they were validated. You may or may not have
yet submitted the shipments and paid premium for them, as indicated by the “Paid”
column.

November 2017 EXPORT-IMPORT BANK OF THE UNITED STATES
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Test Exporter - 477

664630 ESC Toete MD 20171010686206 1609972 Coop Lechera De Antioquia COLOMBIA ~ Accepted  10/10/2017 ~ 10,000.00 Open Account 1-30 9500 DCL
664630 ESC 1©°t E.?ﬁ:l'i:egr 477 MD 2017101686222 16100177 Productos De Leche Sa  MEXICO  Accepted  09/30/2017 22,0000 Open Account 61-80 20900 DCL
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