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1 e-Cert World

The e-Cert World web site is a fully interactive web service which includes many resources to
assist you with your certified documents. The site includes;

Easy access to e-Cert for Certified documents

‘Community Support’ User forums and Knowledge Base

Multiple account management

Chamber of Commerce information & online Formal Undertaking

eI wrid =

Certificates of Origin 5 Friday, November 15, 2010
E—
Certified Documents  @eesorionn
ot o e Lol Pastonn

609525 « Secure Online Service Email Address
« Signature Verification for any Document
= Same Day Service

e-Cert Tips

Did you know that you
dont need to put line item
detail on your Certificates

of Origin?
eCertls now len years old! e-Cert World Events =
ImportiExport Solutions Welcome to the new e-Cert World
Online We are celebrating with 10 new features
Export e-Cert World has Changed!
Documents 10th Year Anniversary Updates - Release 2, four new features
Live Now!

-
Cert?

wr Celebration - Update 1 Now Live

Figure 1: e-Cert World
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1.1 e-Cert World Site Map

The following site map will help you navigate the web site.

y e-Cert World - Site Map I
n {Home)
<@ e @ W]
—<g> a-Cart Saitings '—[‘:g) Setup New Accounl
(!>m' @ Edit Account Detalls j
] Edit'View Users t
I T )| —zre—
g
— Page)
—<g> Community <g> Suppaort
[@@
¢ W T
O
(OO e
—<;> Chamber Directory
K KOs ]
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e-Cert

1.2

To use
register

World Web Application — Users Guide

Registration

features of the web site and use e-Cert for your certified documents, you're required to
as a user by completing the form displayed below. Once you submit your data a

verification email will be sent to your registered email address to confirm your details.

To com
the link

plete the registration process and gain access to the e-Cert World web site, you must click
in the verification email and log into the web site.

"

Homs Downioads ‘Coamaminity Abowt

Mye-Car > My Erofle

Step T of 4

1. User Registration H 2. Account Selection

3. Account Setup 4. Formal Undertaking

Registration Help

Step by Step Guide
. ¥ou must follow these
[=. ¢, Register an e-Cert User steps in order to start
Join us today and starting using online Certificates of using e-Cert

Origin.

REgIStEF Step 1 - User
User User Guideg Registration

Register as an e-Cert
User to access the
cemmunity and participate

Emall Address/ L ssrnams:- in user forums.

Confirm Emall Aodress:-

comamma zez vz fd. A e fetan smal il be wen i B Step 2 - Account
— Selection
Users mustjoin an e-
Confinm Pessword: Cert Company
Account from which to
First Name:- apply for
certified documents,
Last Nams:-
P — You can choose to join an
iy Hama: existing Company Account
OR setup a new Company
wolld Mo to recsiva s B ke e b b o e £ s e Account.
reguiar satter from the m
w-Cart containing
the txbest Industry news: Step 3 - Account
Setup

Verfication Cote:-
Tao setup a new Company

K Account you must add
account information here,

Step 4 - Formal
Undertaking

4R temtwall sutzmata by Shamge i lowes cxaz “You must have a Formal
Undertaking setup with

Accept Terms &
Conditions?:» O wour Chamber in order to
Tems & Congitions . .
obtain certified documents

Figure 1.1: User Registration

Required Data;

Email Address: Enter a valid email address, email validation is required

Password: Enter a secure password; the system suggests the strength of your chosen
password

First Name: Your given name

Last Name: Your surname

Display Name: Your chosen display name, used in user forums etc.

Validation Code: Confirm the validation code displayed on screen

Terms & Conditions: Please confirm you have read and accepted the web site terms &
conditions

i2i (Innovate to Integrate) Confidential
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1.3 Manage e-Cert Company Accounts

Once you have registered as a user and have successfully logged in, you will be offered the
chance to setup or join an e-Cert Company Account. Before you can create and submit
applications for certified documents you will need to belong to an e-Cert Company Account.

eLIW&rid =

Certificates of Origin B Fiday, No

Downloads Community I

w My eCert » Account Sstup £ Adam g Logout

2. Account Selection .m 3. Account Setup m 4. Formal Undertaking m"ﬁ_":'

Step 2 of 4
1. User Registration

e ;
Chamber Accounts Exporter Accounts
Chamber Staff ONLY Use e-Cert Today!
Select the above option to sign-up your chamber to use Select the above button to setup a NEW e-Cert Account OR
e-Cert for certified documents, or you can request access to if your company has already setup an e-Cert Account, then
your chambers e-Cert account if your chamber has already you can request access to that account.
signed-up.

Copyright 2010 by i2i {Innovate to Integrate) Ltd w Terms Of Use | w) Privacy Statement

Figure 1.2: Setup e-Cert Account

Select the account you would like to setup;
e  Chamber of Commerce Account — This is for chambers of commerce that don't already
offer e-Cert for their customers.
e  Exporter Account — Accounts for exporters that would like to submit applications for
certified documents to their chamber of commerce online.

i2i (Innovate to Integrate) Confidential Version: 1.0
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1.3.1 Create New or Join Existing Account

When you want to setup e-Cert you have two options;

e Create a new e-Cert account — Select this option if your company isn’t already using e-

Cert for their certified documents.

e Join an existing account — Select this option if your company is already using e-Cert for

their certified documents and you want to join their e-Cert account.

step 3 of 4
1. User Registration h 2. Account Selection

e w Setup Your e-Cert Account

EXpO rter -U-‘? If you want to use e-Cert to certify your documents you will need to setup an e-Cert
ol account. Setup one now!

eV e
Account  Zjaw

Account Setup

®Would you like to create a new exporter e-Cert account for your company OR join an existing e-Cert exporter

account?
Create a NEW Exporter Account: D
Join an Existing Exporter Account: =]

3. Account Setup u 4. Formal Undertaking h

Figure 1.2.a: New Account?

NOTE: You can click the help icons to view online help

i2i (Innovate to Integrate) Confidential
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1.3.2 Setup New Account
When you create a new Company Account you will need to provide some additional information
about your company.

The user who creates a new Account will automatically become the Administrator of that Account
and will have access to the Account Settings.

Step % of 4
1. User Registration

2. Account Selection 3. Account Setup ,m_ 4. Formal Undertaking

eo @l Setup Your e-Cert Account

EXpO[“tEI" 0 If yvou want to use e-Cert to certify your documents you will need to setup an e-Cert
£ . account. Setup one now!
Account

Account Setup

@ Would you like to create a new exporter e-Cert account for your company OR join an existing e-Cert exporter
account?

Create a NEW Exporter Account:

Jain an Existing Exporter Ascount: [

@ Please enter the required details below, these details will be used for the e-Cert company account.
Select a Chamber to Use:= -
Find your local e-Cert Chamber, Click Here

Contact Email Address:«
Your Full Name:

Job Title:

Company Mame:
Street:s

City:»

Region/County:«

Post Code:

Country: United Kingdom -
Telephone Number:=

Fax Number [optional):

| Accept Terms & Conditions: D

e-Cert Terms and Conditions

Figure 1.2.b: New Account?

The following information should be provided;

Select a Chamber to Use — Select the chamber of commerce you wish to file documents with
Contact Email Address — The contact email address for the account (used in e-Cert)

Your Full Name — Your full name

Job Title — Your job title

Company Name — Your company name

Company Address Fields — Your companies contact address (used in e-Cert)

Telephone Number — Your Company contact number

Fax Number — Your company fax number

You must read and accept the terms and conditions of use for e-Cert before you can submit your
details and create the account.

NOTE: Once your account has been created you will need to complete a Formal Undertaking
agreement and file it with your chosen chamber of commerce before you can access your e-Cert
account.

i2i (Innovate to Integrate) Confidential Version: 1.0
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1.3.3 Join Existing Account

If you choose to join an existing e-Cert account you can provide the email address of the Account
Administrator. An email will be sent to the Administrator asking to give you access to the account.

Step 3 of 4
1. User Registration

Setup Your e-Cert Account

EXpOr‘ter If you want to use e-Cert to certify your documents you will need to setup an e-Cert
account. Setup one now!
Account

Account Setup

@ Would you like to create a new exporter e-Cert account for your company OR join an existing e-Cert exporter
account?
Create a NEW Exporter Account: D

Join an Existing Exporter Account:

@ Do you know the Email address of the person that administers your e-Cert exporter company account?
Yes | Know the Email Address:

No | Don't Know the Email Address: D
Enter the Company Name:

Enter the Administrators Email
Address: A Ernail reauesting soo=ss to the =-Cart mxpoter compam sccount will e s=nt to this sddme

2. Account Selection m 3. Account Setup -m 4. Formal Undertaking ..‘-—I "" " =

Figure 1.2.c: Join an Account

NOTE: If you don’t know the Administrators email address you will need to contact them directly

and ask for access to the account.

i2i (Innovate to Integrate) Confidential
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2 My e-Cert (Exporters)

My e-Cert is the user menu which is only visible to logged in users. Users have access to the
following;

My Profile

e-Cert Settings

Change Password

[Your Chamber Pages] (for your e-Cert Company Accounts)

The e-Cert Settings menu option enables users to setup a new Company Account or join and
existing account. The user who sets up the Company Account will automatically become the
Administrator for that Account. Administrators have access to an additional “Account Settings”
option where they can manage their Company Account, add new users or make other users
Administrators.

The ‘My e-Cert’ page is visible to users who belong to one or more e-Cert Accounts. It displays a
list of chambers that you currently use together with the chamber details. You can click the button
to access the chambers home page or click the link to create a Formal Undertaking.

You must have a current Formal Undertaking with the Chambers of Commerce that will be
certifying your documents.

o Wxrid B

Certificates of Origin

i Ay s-Cat B A & Ligpad
Sbep 4 of 4 i i

I User Registration WP, 2. Account Selection B 3. Account Setup MR, 4. Formal Undentaking i,
Do you have access to e-Cert?

E}(pDrter H M yuu dre d new 2-Cerl gccounl holde or vour funnal underlsking has gxpireg, you won'sbe able o dueess
Acco unt = yrur arenonT unkil yo BAve A formal indertzking in nace.
CLo C

SFaae 1se the detzila nenw te mmnAre 3 fnma Lnoermakeg or cantao vour chamher nf rammee

My Chamber

it Piuarnbues T mmemise D Dealyh Chillon Due Chamba: ONLY

wWaérld =

Certificates of Origin|min

Wzb Sikes bbb £ oney, rtom.ul

SEpgnanc el B L Jionovats b2 | Jtegratel Lid ph sl Ut e pb FTvage stsienent

Figure 2: My e-Cert

NOTE: If you are unable to access your chosen chambers home page, this may be because you
don’t have a Formal Undertaking agreement in place with the chamber. Use the ‘Complete Formal
Undertaking’ option to create one. Once created, the Formal Undertaking will be delivered to you
by email for signing and forwarding to your Chamber of Commerce.

i2i (Innovate to Integrate) Confidential Version: 1.0
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2.1 My Profile

The ‘My Profile’ screen allows you to update and maintain the personal profile information with
which you registered. You can also manage your notification settings for receiving newsletters from

e-Cert World using this screen.

My
Profile

My e-Cert World Profile

Keep your information and notification
settings up to date.

User Guideg

Email Address/Username:s

First Name:«

Postal Code:=
Country:«

Weork phone:s

adam underscod@underce. co.uk

Adam
Last Name:= Undaraood
Display Name:- Adsm
Street Strest
City:= diigdg
County:=

e-Cert World containing the
latest industry news:

| would like to receive a Rz Sk S0 D0 50 UPSUDSCTIDE 10 The Rewsiens
regular newsletter from the D

[Upcete — > ] ooieerc

Registration Help

Step by

Step Guide
You must follow these
steps in order to start
using e-Cert

Step 1 - User
Registration

Register as an e-Cert
User to accass the
community and
participate in user
forums.

Step 2 -
Account
Selection

Users must join an
e-Cert Company
Account from which to
apply for

certified documents.

You can choose to
join an

existing Company
Account OR setup a
new Company
Account.

Step 3 -
Account Setup
To setup a

new Company Account
you must add account
information here.

Figure 2.1: My Profile

i2i (Innovate to Integrate) Confidential
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2.2 My Chamber Pages

After a successful login into the web site you are automatically redirected to the home
page for your Chamber of Commerce. If you are a member of multiple chambers then
you can access these from the ‘My e-Cert’ menu, and from this page you can

conveniently, and securely, access your e-Cert account.

It is possible to belong to multiple e-Cert Company Accounts. The drop-down list will
contain all of your Company Account options, from which you can select the required

Company Account and click the ‘Login’ button to access the account

W& rid

Certificates of Origin

I Home Communiy About

Certificates of Origin -z 1

Chiltan Chamber of Commerce m

(Demo ONLY)

@waerld o

Sal: Cloyed
~un: Closed

wama: Cortact Mams
01234 132 IZ3

Talaphone:
Fax:

L pringh 2050 L i (vl s | abgale] 1k

c-Cent World Hews

Figure 2.2: Your Chamber Home Page

i2i (Innovate to Integrate) Confidential
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2.3 e-Cert Settings

From e-Cert Settings you can set up or join another Company Account.

Accounts Administrators have access “ Account Settings” enabling them to manage their Account.

To manage the e-Cert Company Account, click the ‘Account Settings’ button.

Certificates of Origin

Home Community About i2i Admin Admin Host

Setup a new e-
Cert exporter
account. With e-

EXPOFter i X.ULV(; Cert you can

VY o have multiple :
Account 7t IESTICTES Settings

to your user.

elaWrid =

(=) Friday, November 12, 2010

P Mye-Cert > e-CertSettings £ SuperUser Account @ Logout
Account Setup Account Settiings

Manage your e-
Cert account
Account { settings and add

or remove users.

Figure 2.3: New Account?

2.3.1 Account Settings

You can edit the account details, edit or view users, add users and remove users in the
‘Account Settings’ page. To proceed you must select the Company Account you want to

manage and also select the action you wish to perform, then click the ‘Submit’ button.

Manage your e-Cert account users and
settings. Add, edit and delete users from
= your e-Cert accounts. You can manage
the e-Cert accounts that you are an
Account :

g administrator for.
Settings

Select an account and an action to continue.

e-Cert - Select Exporter Account

Select an e-Cert exporter account to manage and choose the action to
perform.

Select e-Cert Account: Cemo 117

What do you want to do?: -
"' Edit Account Details

' EditWView Users
Y Add Users

"~/ Remove Users

Figure 2.3.a: e-Cert Settings, Select Account

i2i (Innovate to Integrate) Confidential
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2.3.2 Edit Account Details

You can modify your e-Cert account details on this page. These details are used in e-

Cert as the Exporter details.

You can manage your e-Cert account details
here, this information will be used for any
account queries'.

Accouht
Settings

o

e-Cert - Edit Account Details

Update vour e-Cert account details and then click save.

Selected Account:
Account Description:
Company Name:
Street:

City:

Region/County:

Post Code:

Country:

Contact Full Name:

Contact Email Address:

Contact Telephone:

Contact Fax:

Demo 117

Dema 117

i2i {Innovate to Integrate)
Street

Shepton Mallet

County

BA4

United Kingdom
Support Man
support@i2i-solutions.net
01749 245007

01749 245007

Figure 2.3.b: e-Cert Settings, Account Maintenance

Account Description — This is the name used in the account selection when from the chamber
home page.

Company Name — Your company name

Company Address Fields — Your companies contact address

Contact Full Name — Your full name

Contact Email Address — The contact email address for the account

Contact Telephone — Your Company contact number

Contact Fax — Your company fax number

i2i (Innovate to Integrate) Confidential
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2.3.3 Edit/View User

When you edit or view users for the selected e-Cert account, the following page is

displayed;

View and select a user to edit e-Cert account details for.
Account
Settings
Account User List S|
e-Cert Account User List
This is a list of e-Cert users for your account.
[Account Name [Username |pescription [Enabled [Details |
dem117 adam.underwoodi@underco.co.uk |I3en': M7 1 View Detsils
dem117 ian.james{@iZi-solutions.net |I3en': 117 1 View Details
dem117 penny.underwoodi@i2i-solutions.net |I3f=n' 117 1 View Details

Selected Account: Dema 117

Select User:

ian.james@iZi-solutions.net

Figure 2.3.c: e-Cert Settings, Edit/View User

This screen displays a list of users that are already members of the e-Cert Account,

using this screen you can view the details of each of the users, or you can select one of
those users and edit their e-Cert account settings by clicking ‘Edit User’.

i2i (Innovate to Integrate) Confidential
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2.3.4 Edit User

If you have selected to edit a user then another page is displayed which will allow you to
modify the selected user’s e-Cert Account settings.

Accour;t
Settings

Update user details
Selected User:

Full Name:

User e-Cert Notifications
Email Address:

Job Title:

Account Role:

selected user.

e-Cert - Edit User Details

ian.james@i2i-solutions.net
lan James
ign.james@iZi-sclutions.net
Consultant

ADMINISTRATOR

Edit the e-Cert account details for the

Figure 2.3.d: e-Cert Settings, Edit User

When you have completed your changes you must click ‘Save’ to confirm your changes.

If you have changed the users Account Role to ‘Administrator’ then the user will be given
access to the ‘e-Cert Settings’ menu and the administrator functions in e-Cert. Likewise if
you change their Account Role to any other role then the user will be denied access to

the administrator functions.

i2i (Innovate to Integrate) Confidential
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2.3.5 Add User

If you choose to add a user to the e-Cert account then the following page is displayed
where you are required to enter the new user details;

Add a new user, please enter all the

Accou nt ", required data.
Settings :;{

e-Cert - Add New User

Add an e-Cert user to your account

Selected Account: Demao 117

Email/Username:
NOTE: The above email address
must match the users e-Cert World
lagin name

Auto Register New User: I:l

Full Mame:

Job Title:

Users Role:

Figure 2.3.e: e-Cert Settings, Add New User

e Selected Account — This field is read only and will display the selected e-Cert
account.

e e-Cert World Email/Username — This should be should be the users email
address, if the email address isn't already registered on the web site then you
will be prompted to auto register the user after you click the ‘Save’ button.

e Full Name — Then users full name.

e Job Title — The users job title.

e Users Role — Select the required user access for the new user.

When the save button is clicked the details are saved and the user account is created.

NOTE:

When you receive a request to join your Company Account you should use this option to
add the details of the new user to your Account.

i2i (Innovate to Integrate) Confidential Version: 1.0
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2.4 Remove User

You can remove users from your account which will prevent them from accessing your
account. Select a user to remove and click the ‘Delete’ button.

= Please confirm you would like to
Account { permanently remove the selected user

) gl from your e-Cert account.
Settings ¢ {

e-Cert - Remove User

Select an e-Cert user to remaowve

Selected Account: Deme 117

Select User to Remove: ian.james@iZi-solutions.net

Figure 2.4: e-Cert Settings, Remove User

2.5 Change Password

All users have the ability to change their own password as regularly as required. The web site

doesn't force a regular password change but it is advised that passwords are changed regularly to
prevent any unauthorised access.

The following screen is used to change your user password.

Change Password

Change your e-Cert World password

Change
Password

Enter New Password:

Confirm New Password:

Figure 2.5: Change Password

i2i (Innovate to Integrate) Confidential Version: 1.0
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