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1 Introduction
eTrade Hubs is in the process of developing a comprehensive set of Trade
Management tools to assist importers and exporters with international trade
procedures. These tools will assist you with International Trade Management
requirements and ease your journey into exports and imports. Standard
export documentation is the cornerstone of international trade. The Trade
Management tool assists importers and exporters with this process.
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2 The Export Process
An essential feature of all export sales transactions is export
documentation.
There are various categories of documents required in export trade. This
section describes some of the basic documentation required for an
export shipment; however, depending on the nature of the transaction or
products involved, other documentation may also be required.

2.1 Proforma Invoice
In a typical export transaction, the process starts when the trader
receives an enquiry about their products, which may include a request for
a quotation.
For international trade, the quote would be provided as a Proforma
Invoice. This is a preliminary document and would be prepared prior to
shipment of the merchandise, informing the buyer of the price, quantities
of goods to be sent, and other important specifications (such as country
of origin, commodity codes, weight, size, and similar characteristics).
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The purpose of the Proforma Invoice is to enable the buyer to arrange
foreign exchange approval, to open a letter of credit or to apply for
relevant import permits prior to entering into the contract of sale.
When completing the Proforma Invoice, the trader should pay special
attention to the following:

•

Identify the Terms of Sale
Identifying and selecting the correct terms of sale is important not
only on the proforma invoice but throughout the whole transaction.
The proforma invoice sets the stage for the rest of the negotiation
process.
The terms used in international trade are the Incoterms 2020, and
these clearly outline the responsibilities of buyers and sellers
throughout the export process, identifying key points within the flow
of the transaction such as the point at which liability is transferred
from the seller to the buyer.
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Refer to the Knowledge Zone on eTrade Hubs for more information
about Incoterms 2020:
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•

Describe and Classify the Goods
Exporters should ensure that they include a clear, detailed
description of the goods with related information such as the
product classification, the country of origin, and the weight and
dimensions of the goods.
The correct tariff code will allow buyers to determine any duties and
taxes they may have to pay, while the weights and measures allow
for calculation of delivery costs if they are responsible for that
portion of the sale.
Tariff Classification of Goods
Correct tariff classification of goods according to the WCO
nomenclature is essential to international trade and in ensuring
that duty determinations are accurate and that documentary and
permit requirements have been complied with.
It is the legal obligation of importers and exporters to ensure
that their goods have been properly tariffed according to their
country’s tariff structure.
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From the perspective of the trader, correct tariff classification
enables the following:
•

Ensures that any permit or other documentary
requirements are identified, to enable the trader to
comply with requirements issued by various
government departments and ministries

•

The trader will pay the correct customs rate of duty, as
well as any other levies that may be applicable

•

The trader may also benefit from certain rebate
provisions

From the perspective of governments and customs authorities,
correct tariff classification of goods enables the following:
•

Identification of imported and exported goods for
purposes of duty and tax collection

•

Enforcement of national laws and international treaties

•

Determination of permit and other requirements

•

Applicability of customs rebate provisions

•

Correct classification also ensures the accuracy of a
country’s trade statistics, enabling analysis for
economic and business planning and international trade
negotiations
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What is the impact of non-compliance?
Where goods are not tariffed correctly, there is the
possibility of shipment delays, increased rate of inspections,
the possibility of fines and other administrative penalties
being imposed, and in extreme cases, seizure and forfeiture
of goods.
The eTrade Hubs portal provides tools for traders to assist with
the tariff classification process for a number of countries.
Access Tariff and Trade Information from the eTrade Hubs
website under the Tools menu option:
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•

Determine Export Permit Requirements
Before exporting goods, the seller needs to determine if there are
any permit or other documentary requirements that need to be
complied with.
The eTrade Hubs portal provides Prohibited and Restricted lists for a
number of countries, and traders will be able to search by
description or tariff code to ascertain the requirements.
Access the eTrade Hubs Prohibited and Restricted Tool under Trade
Management under the Tools menu option:
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A Proforma Invoice is very similar to a Commercial Invoice, and will
include the following information:

•
•
•

The buyer and seller in the transaction
A detailed description of the goods
Tariff code of the goods, as per the Harmonized System
nomenclature and the export country’s national measures.

•
•

The price of the goods
The Terms of Delivery of the sale, typically expressed as one of
the Incoterms

•

The delivery details, including:

o
o
•

how and where the goods will be delivered
the delivery costs involved

The currency used in the quote

It is important to date the Proforma Invoice and also include an expiry
date. Due to potential volatility in the export process and currency
fluctuations, the trader can minimise risk by specifying an expiry date for
the quotation.
Add this as additional comments on the proforma invoice.
The proforma invoices used for exports are quotations prepared to
resemble commercial invoices. They lead the negotiation process
between buyer and seller.
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The below is an example of a Proforma Invoice and is shown for
illustrative purposes:
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2.2 Sales Order Confirmation
The Order Confirmation is the Seller’s response to the Buyer’s Order.
This confirms that the order has been received and accepted.
At this point, the Buyer still has an opportunity to amend anything on the
order.
Once the transaction is confirmed, the Seller issues a final invoice, the
Commercial Invoice, which becomes legally binding.
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The below is an example of an Order Confirmation and is shown for
illustrative purposes:
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2.3 Commercial Invoice
Once the international buyer accepts the terms on the Proforma Invoice
and places their order, the trader needs to prepare the goods for
shipping, including the paperwork required to accompany the goods. Of
these documents, the Commercial Invoice is one of the most important
documents.
The Commercial Invoice is the single document that describes the entire
export transaction from start to finish. It is the basis for all other export
documents because it records the transaction between the seller and the
buyer. It is also the primary shipping document used by customs
worldwide for commodity control and valuation.
If the Proforma Invoice has been prepared correctly, the Commercial
Invoice will be very similar to this document.
Commercial Invoices are normally prepared by sellers, and should include
the following information:

•

Date, names, and commercial addresses of the seller and the
buyer

•
•

Quantity of goods
Unit and total price of the goods in the agreed currency
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•
•
•

Conditions of payment set out in the Terms of Payment
Delivery terms of the goods agreed with the buyer
Seller’s and buyer’s identification for VAT purposes (where
applicable)

•
•
•

Order reference number
Origin of the goods
Tariff code of the goods, as per the Harmonized System
nomenclature and the export country’s national measures.

•

The delivery details, including:

o
o
•
•

how and where the goods will be delivered
the delivery costs involved

Banking / Payment information
A signature by an authorized person at the seller´s company

The trader should also include any other details that will ensure prompt
delivery of the goods and full payment from the buyer.

Note that the Commercial Invoice will look different to an invoice
generated from an accounting system or similar that might be used for
domestic transactions.
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The below is an example of a Commercial Invoice and is shown for
illustrative purposes:
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2.4 Packing List
Depending on the regulations of the importing country, it may be
compulsory to provide a separate Packing List, which is compiled by the
exporter or the freight forwarder.
A Packing List is a document that indicates information such as the
package count and type, dimensions, weight, marks and numbers. The
Packing List is intended to let transport agencies, government authorities,
and customers know the contents of the shipment. These details help
each of these parties handle the shipment accordingly.
The Packing List is sent to the receiver of the goods, or consignee, while
the Commercial Invoice is sent to the party responsible for the payment
of the goods. These may be one and the same or different parties.
The Packing List also enables the buyer to check that the correct number
of units have been received. In addition, customs authorities can easily
identify a specific pack they wish to inspect.
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Some of the uses of a packing list are as follows:
•

It is a count of the products being released and shipped to the
buyer's facility.

•

It supports the issuance of the inland bill of lading.

•

It identifies detail required for a certificate of origin.

•

It supports issuance of a Material Safety Data Sheet if the goods
are deemed hazardous.

•

It is used to create a booking with the international carrier and
subsequently the issuance of the international bill of lading.

•

The importer's customs broker will use it to enter the goods into
their country as it contains required detail.

•

Any handling Instructions for the goods.

•

In the event of loss or damage to the goods in transit, it
becomes a document that may be used to support an insurance
claim.

•

It provides the buyer with the ability to accurately tally the
products received, and subsequently reimburse the exporter
(seller) of the goods.

•

It may be used in support of reimbursement under a letter of
credit.

20

The below is an example of a Packing List and is shown for illustrative
purposes:
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2.5 Customs Documentation
To ensure goods are properly declared for tax and compliance purposes,
the Exporter needs to submit certain supporting documents to Customs
to enable the goods to be cleared. The Commercial Invoice is a
mandatory document for customs clearing purposes, and needs to be
accompanied by other documentation, such as a Goods Declaration or a
Clearing Instruction.
In the case where an Exporter is preparing his/her own documents for
customs clearing purposes, the Exporter would complete a Goods
Declaration.
However, if the Exporter makes use of a Customs Broker or Agent, the
Customs Broker needs to receive a Clearing Instruction in order to
commence the clearing process with Customs.
Goods Declaration
An Exporter is not required to make use of a Customer Broker to clear
their goods, and in this instance the Exporter would complete a Goods
Declaration themselves to submit to the relevant Customs Authority.
Customs will require certain documents and information, and will provide
the template and rules of completion of any such documents.
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The below is an example of a Goods Declaration in the SAD500 format
and is shown for illustrative purposes:
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Clearing Instruction
Where an Exporter makes use of the services of a Customs Broker, the
Clearing Instruction is a mandatory document completed by the exporter
or importer for their Customs Broker.
The Customs Broker is a licensed person who submits declarations to
customs on behalf of the importers and exporters and pays all customs
duties on behalf of the importer or exporter.
The Clearing Instruction indicates that the Customs Broker has been
given permission to represent the Exporter at a border post, and also
sets out all activities required to move the goods either from the Seller to
the Incoterms handover point (in the case of Exports) or from the
Incoterms handover point to the Importer.
The Customs Broker may only act on behalf of their client at Customs if a
formal clearing instruction has been issued by the client. The format of
the Clearing Instruction will vary between different Customs Brokers.
However, regardless of layout, the form forms the basis of a contract
between the Customs Broker and the exporter. Should anything require
to be changed, a new Clearing Instruction must be completed.
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The minimum information that should be contained in the Clearing
Instruction may vary from country to country, however it normally would
container at least the following information:
•

Exporters TIN Number or Customs Code

•

Customs Broker nominated to complete the Customs Clearing
Process

•

Procedure Codes (for example, Export, Import, Transit,
Warehousing, etc)

•

Tariff Code(s)

•

Origin of Goods and Any Trade Agreements that may be
applicable

•

Value of the Goods

•

Product Description

•

Invoice Number(s)
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The below is an example of a Clearing Instruction and is shown for
illustrative purposes:
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3 Trade Management Tool
The Trade Management workflow takes the user from the Proforma
Invoice / Quotation stage to a Confirmed Order and finally a Packing
List and Commercial Invoice to be used as a legal document for
customs clearing purposes. The Commercial Invoice can also be used as
a Payment Instruction.
Once the Commercial Invoice has been issued, the shipping of goods
and Customs Clearance processes can be initiated. Upon completion of
the process the Commercial Invoice can be closed off.
This workflow is illustrated on the next page.
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Trade Management Workflow
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3.1 How to Register on eTrade Hubs
Trade Management
Before starting to use the eTrade Hubs Trade Management Tool, a firsttime user will be required to register as a User and their Company.
Once the User’s email address has been verified, the User will be able to
log in to the Trade Management Tool and start the Order Management
process.
The User will also be able to add additional Companies and Users to
his/her profile.
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Step 1:
Access Trade Management from the Tools menu option on the
eTrade Hubs website:

From the Trade Management screen, select the Trade Management tool.
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Select the Register a Company link or log in as an existing user.
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Step 2: Register New Company
Complete the User Detail information on the Register New Company screen.
Note that all fields require to be captured.

Click on the

button to move to the Company Details tab to complete

the relevant Company information.
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Once the information has been captured for both User Details and Company
Details, click

to save the information.

A message will appear advising that your registration has been submitted for
approval.
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Step 3: Verify Email Address
Once the registration has been approved, the user will receive an email
prompting for verification of the email address that was provided during
registration. This step is required in order to be able to log in to the Trade
Management Tool.
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Note that if the user tries to log in to eTrade Hubs Trade Management
without verifying his/her email address, the following message will be
displayed. The user should follow the process to verify the email address.

36
Once the verification email has been received, click on Confirm Email to
verify the email address. Once done, the user will be able to log into the
eTrade Hubs Trade Management Tool.
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3.2 Logging into eTrade Hubs Trade
Management Tool
Once the user’s email address has been verified, the user can now log into
the Trade Management Tool to start creating transactions.

•

User Name: This will be the email address used to register the
company.

•

Password: The password provided in the User Details section of the
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Register the Company page.
If the user cannot remember the password selected, use the Forgot
password? link to reset the password.
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The following email will be sent to the user to assist with resetting the
password. The user will click on the Reset Password button in the email,
which will go to a screen where a new password can be entered.
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The user will be prompted to enter a new password and to confirm this:
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3.3 Trade Management Workflow

Draft Proforma Invoice
In order to start the Trade Management workflow, the user begins by
creating a Draft Proforma Invoice.
Step 1: New Export Order
After logging in, select the New Order option.
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Step 2: Complete the Order Summary Tab
The first tab that needs to be completed is the Order Summary. (The Order
Detail tab will only become available once the Order Summary has been
completed and saved).
Mandatory fields are indicated by an asterisk (*).
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Detailed information about each field can be found by clicking on the tooltip
located next to each label. A small popup window will be displayed with
the relevant information. To close the popup, click anywhere outside of it.
Some tooltips contain links to more information, which will open up in a
separate browser tab.

Example of a Tooltip popup
The Exporter is the Registered Company. If more than one Company has
been registered, these will appear in a drop-down list for selection.
Note: Only Approved Companies will be available in the drop-down list for
selection (refer to the My Companies section in this manual).
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Invoice Number needs to be unique to the selected Company. If a duplicate
invoice number is used, the system will display the following warning
message:

Complete the remaining fields as they appear on the screen. The more
information that is supplied, the more detailed the Commercial Invoice will
be. Information that is captured here will also populate on the Order Detail.
To save the Order Summary, click on the

button.
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The Order Detail and Documents tab will now become available. Select the
button to open Order detail screen.
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As soon as the Order is saved, the Draft Proforma Invoice will be available on
the Dashboard.

Step 3: Complete the Order Detail Screen
The Order Detail screen consists of a Commercial Invoice template that
needs to be completed.
The Order Summary information has been pre-populated. The other text
fields on this screen need to be completed and are highlighted with blue
shading when hovering over or clicking on the field. The blue shading
indicates the available space to capture information.
Once again, tooltips are available to provide assistance in completing the
document.
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In each step of the process more information becomes relevant and is
essential to the type of document the user is working on. Before a document
can be printed the name of the document can be updated to match the
relevant step in the process.

Select the print

button to generate the relevant document, which can be

saved as a PDF or printed as a hard copy.
The saved document can then be uploaded into the Documents tab to keep
all generated documents in one central place for reprint, if necessary.
Refer to the Documents section for more information on how to upload the
relevant Documents.
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To move a Draft Proforma Invoice to the next status in the process
(Proforma Invoice Issued), all the mandatory fields need to be captured.
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The user will not be able to change the status until all the mandatory fields
have been populated. The system will provide a warning if any mandatory
fields have not been completed:

Note: The mandatory fields are indicated with an asterisk (*).
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Proforma Invoice
After the Proforma Invoice has been Issued, the Buyer can still request
changes to be made to the Invoice. Any of the summary information can still
be changed if required, such as Transport Details, Ports, Addresses etc.
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The dashboard will reflect the updated status:

Select the print

button to generate the Proforma Invoice document,

which can be saved as a PDF or printed as a hard copy.
Change the status to the next status in the workflow:
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Order Confirmation Received
As soon as all amendments have been confirmed the Proforma can be moved
into an Order Confirmation Received status. Buyers can still request Product,
quantity or price changes that will impact the financial information on the
invoice.

Select the print

button to generate the Order Confirmation document

should you wish to save this as a PDF or print as a hard copy.
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The dashboard will reflect the updated status:
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Packing List
It is important that all the relevant shipping information is captured in detail
on the Packing List.
Ensure that Measurements are complete, for instance Gross Weight, Net
Weight and the Volume of the Shipment. Also capture any Marks and
Numbers in the Comments field and ensure all Container information is also
complete.
In order to generate the Packing List, change the status of the workflow to
“Loading Complete”.
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The updated status will reflect on the dashboard:

Select the print

button to generate the Packing List, which can be saved

as a PDF or printed as a hard copy and provided to the LSP.
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Commercial Invoice
Once the Commercial Invoice is ready to be issued, click on the
button to change the status of the invoice.
The following screen will be opened that will allow the user to confirm the
status change. This will also be reflected on the Export Order Dashboard.
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The Commercial Invoice can now be used for clearance of the goods and the
goods can be shipped to the Buyer.

Select the print

button to generate the Commercial Invoice, which can

be saved as a PDF or printed as a hard copy.
To Authorize the document, the status can be changed to Shipped to indicate
that the goods have physically been shipped to the Buyer.
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After the shipment has been received by the Buyer, the transaction can be
closed. A closed transaction will move from the My Current Orders
dashboard to the Order History dashboard.
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3.4 Documents
Documents are an integral part of the export process and it is therefore
important that documents relating to each stage of the workflow are saved in
a central location to have a record of all the documents that belong to a
specific transaction that can be re-printed at a later stage if needed.
Navigate to the Documents screen at each step of the process to upload the
relevant documents.
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Select

to open a separate window to browse to a specific

document to upload. Select the document, then select the Type of document
being uploaded from the dropdown list and capture a description for the
document.
These types and descriptions will default based on the document types that
have been selected for that status, but this can be overridden.
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To save the documents that have been uploaded, select the
or

button,

to save the documents just been uploaded and move to the

change status screen to move to the next step in the process, if needed.
It is beneficial to upload as many documents as possible after the
Commercial Invoice has been Issued, as this is the point in the process where
the shipment is finalized, clearing documents generated and LSP bills of
lading have been issued.
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At each step of the process, a specific set of document types will be available
to be uploaded to the Document repository. The user will also be able to
upload any other kind of documentation required and additional documents
by selecting the

option.

As the transaction moves through the different statuses the documents
uploaded will become read only. If the document types are available for a
specific status, the file can still be changed by selecting the
option.
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Once the transaction has been Closed, uploaded documents can be accessed
on the Documents tab by selecting the
uploaded.

icon to View the documents
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3.5 Current Order Dashboard
The My Current Orders dashboard provides a view of all current Export
Orders and shows a summary of information relating to the Export
Orders, such as invoice date, estimated shipment date and status.

As the Order moves through the different statuses in the workflow, the
status will update accordingly on the Dashboard.
To view or edit the Order, the user can click on the Invoice Number in the
dashboard. This will open the Order Summary and Order Detail screens
again.
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3.6 Order History
The Order History dashboard will include all Closed and Cancelled orders
as well as orders that are currently in progress.
Access the Navigation bar to view all previously created invoices in their
relevant statuses.
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3.7 My Companies
This is a separate dashboard to allow the user to manage Company
related information. If necessary, additional Companies can be created
on this dashboard.
To View your Company detail, statuses and to add additional
Companies, navigate to ‘My Companies’ in the navigation bar.

The Companies dashboard displays all existing companies and their
statuses. Click on View to access the Company detail.
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Click on

to create a new Company that can be used

when creating Orders.
Follow the same steps that were provided under the section relating to
registered a new company on eTrade Hubs.

New companies will be created in a draft status. If required, the company
detail can be updated before the status is changed to Approved.
Only Approved Companies will be available to select when creating
Export Orders.
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3.8 My Users
This is a separate dashboard to allow the user information to be
managed separately. Additional users may also be created from this
dashboard.
To View your user information, statuses and to add additional users,
navigate to ‘My Users’ in the navigation bar.

The Users dashboard display all existing Users, as well as their current
status. Users only become Active once they have verified their email
addresses.

72
Only Active Users can log into the system to transact.
To access the User information or to edit any information, click on
View.
Click on the

button to create additional users.

