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Cargo insurance at your fingertips

CNACargo.com, CNA's web-based automated cargo insurance system, is available to all CNA cargo
customers worldwide, and provides you with a competitive edge for your business.

This User Guide is designed as a quick reference on how to use key features of CNACargo.com.

Screen 1 - Login

Claims
CNA Marine Offices
Policies & Clauses
Glossary of Terms
Legal Disclaimers
Help

Useful Links

CNACargo.com

ance

Home Page

a truly integrated cargo insurance solution

...managing your cargo insurance
wherever you are

CNACargo.com is a truly integrated cargo insurance solution for the intemet.

Members Login
It handles all aspects of the cargo system process providing an interactive and f

Mermter ID): |:| If you need

annual cargo cover
. this will allow you to take advantage of
P! : reporting and statistics on your acc

Captcha :

This site uses Adobe Acrobat Reader™. If you do not have the Adobe Reader in
click here to download a free version from Adobe Systems™.

— Supparted browsers

CENACargo.com supports the following browsers: Internet Explorer, Microsoft E¢
Chrome and FireFox.

Having difficulty logging in?

How to Recover Your Password

If you have forgotten your password, enter your
Member ID on the Login Page and then click “Having
difficulty logging in?".

A pop up window Reset Password will appear. Type

in your answer to the Password Recovery Question to
Reset Your Password and a new activation link will be

sent to your email address.

The Home Page displays all your shipment reports that are in Draft or Referral status. To access a
shipment report, click on a Record No link and the report details screen will appear.

Screen 2 - Home Page

TRR

Home Search Insure anitem Reporting Maintenance Help Log Off

Claims
CNA Marine Offices
Policies & Clauses
Glossary of Terms
Legal Disclaimers
Help

Useful Links

Hello John Smith

Welcome back to CNACargo.com
You currently have 1 Draft(s) pending within the last 2 years.
If you have Draft transactions, please make sure to finalize or delete them.

11198884 ABC Company ABC Company Jane Doe Jane Smith

You currently have 1 Referral(s) pending within the last 2 years.
To confirm that coverage is in place, please finalize the transactions with referral status “Referral Approved”.

11198885 ABC Company ABC Company Jane Doe Jane Smith John Srith

Marine Insurance Delivered to your Nearest Port

News

John Smith

Referral Pending
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How to edit user information

To change your Password, Password Recovery question and/or make changes to your Profile, login with

your current Member ID and Password then click on the Maintenance Tab.

Screen 3 - Change Password or Password Recovery Question

ERR

Home Search Insureanltem Reporting Maintenance Help Log Off

Change Password
Change My Profile
P I ——
Users Maintenance
el P [ Policy Contact Details
Change Password
New Password \:I The password must megt the minimum complexity requirements: is at least & characters length.
previous password at least 1 day old. has not been used in the previous 5 passwords; does not
Repeat New Password \:I cin::wrr;augn:rzuse;Sr:‘gr:‘r\:’u‘rg;gglaénth‘:;uzr“:a;’e character (a' through 'z'), uppercase character
Change Question
Passwiord Question” [Select .. ~|
Password Answer: [ |
Close

Screen 4 - User Information

CNR

Home Search Insureanitem Reporting Maintenance Help Log Off

Change Password

Set User nformation -*Jotwsmith | "SSP

Create User

Member 1D: JohnSmith Users Maintenance

Policy Contact Details
First Name: John Y ey
E-mail Address: John.Smith@ABCCompany.com Ry
Phone: 555555 5555 Zip / Postal Code: A1A1AT
Comments: - Address 1 Main Street =

-

: A

Froviie

How to Change Your Password and Password
Recovery Question

To change password, ensure the Change Password
check box is selected.

Enter your current password and then your new password.

Note: Follow the requirements for password complexi-
ty as described on screen.

To change the password recovery question, ensure
the Change Question check box is selected. Select
the question and type in the answer.

Click Save to implement the changes.

How to Edit Your Member Details

From the Maintenance menu, select Change
My Profile. This page is for editing your general
contact details.

Edit the information.

Click Save to implement the changes.
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How to obtain a quick quote for a cargo shipment

You can obtain a Quick Quote for a cargo shipment without entering all the details required to issue a

Certificate/Declaration/Proof of Insurance.

Login with your Member ID and Password. From the Insure an ltem menu, select Quick Quote.

Select Shipment Date and then click Search.

Screen 5 - Division & Documentation Type Selection

CRIR

Home Search Insure anitem Reporting Maintenance

Help  Log Off

Insure an item

DIl & DOGUEH Guick Quots ORI

Shipment Date: | 7102023 |_§

27302 ABC Company 1234557
Client Name: ABC Company
Policy Number: 1234567
Coverage: Cargo

Division: ABC Company v

Screen 6 - Quick Quote Creation: Shipping Details

CAIR

Home Search | Item  Reporting Help Log Off

Client Name

Policy No:

ABC Company
1234567

Hote: items in Bold are required fields
(e.0. Baltimore, Maryland)
Country Shipment Commences

{e.g. London, England)
Country of Destination

Commodity

Insured Value

(Enter total Costinsurance/Freight + Increase % per Valuation Clause on your policy. Use
format 10000.00 — no commas or currency symbols.}

Duy Insured Value

(Taxfarifis efc. assessed on goods by govemments. Enter only addifional charges. Duty will be
included in the Total insured Value and will only be payable if incurred. Use format 10000.00 -
no commas of currency symbals.)

Currency for Insured Value/Duty value Above

Premium Currency

Conveyance Type

Shipment Method

[ Prease select a value.

| Prease select a value v
| Prease select a value. ~]
1

[ canadian Dotar v
[ Canadian Dotlar v
| Please select a value. h ‘
[ Approved ~]

Select a Division; then click Continue to advance to
the next screen.

After filling out the shipping details, click Continue to

obtain a quote.

Note: Entries must be within policy parameters to

generate premium or rates.
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Screen 7 - Quick Quote: Report Summary

CNA

Home _Search _nsure an ltem _Reporting _Maintenance _Help _Log Off

Gient e 48 Company
Poiey Nmoer 1234567
Stioment o nesess
ShomentSttus oun
nsures Ve 1000000 US Dotar
Insured Value (Canadian Doler)
premium
Rate Sub-Tota ™ Totat
Marine [o2 S 1 | =e
war [ ] [ ] ] o
= [ ] ] | )
] J J

Dt Insured Valve

Surcharge Subiotal

Discount % [ | osom [ ] oscomsiom
GRAND TOTAL
Premium Tox Discount surcharge Total Premium
%0 0%
(Ganadian Dolar)
Exchange Rate
Appied 1326200

] (Creste Proo O surance |

Dete | [ View Shipment Detais | [ Close

How to insure an item

1,000.00 US Dallar

Duty Insured Value (Canadian Dollar)

Premum

You now have the option to Create Certificate, Cre-
ate Declaration, Create Proof of Insurance, Delete
the record, or View Shipment Details by clicking the
corresponding button located at the bottom of the
screen.

To Obtain a Certificate, Declaration or Proof of Insurance, please follow steps 1 through 5 and then
continue the instructions under the sections:

¢ How to Obtain a Certificate

¢ How to Obtain a Declaration/Proof of Insurance

Screen 8 - Shipment Report Details

CNA

Home Search Insureanitem _Reporting _Maintenance Help _Log Off

Client Name ABC Company

Policy No: 1234567

Not:toms n B e e feds

s [Pt V| [ AddhewAsrd ]
(Aacnew Assred bfor atding shing dta)

cons [Pesss etz vave V] [ Addrow comsges ]
(Add new Gonsignee before adding shipping details)

Reterence o

Place of lssuance

.

Form Type: [Continental Gasuaty "2~ v
Snipment Date 022 =

Issued Date 13-u-2023 =)

Place Shipment Commences ——

(e, Baltmore, Maryiand)

County Shipment Commerces (Pmalisiavis <
Country Port of Loading [ Prease sefect a vatue. v]
(©9. London, England)

Country of Destination [ Prease selecta value ]
Country Port of Discharge [ Prease selecta value. v]
Commmoity [Plose slct vl <)
Descrintion of Goods

(Note: The Description of Goods is what is displayed on the CerificatefPolicy. Please verify s | |
vty 7

(Etertotal CostinsuranceFreight + Increase 9 per Valustion Clausa on your palcy. Use

forma 10090.00 ~ no commas o currency symbols.)

Oy s —

(Taifanfs etc by governments. Enter ont Duty vl

be incuced in the Total insured Value and vil oy be payable ffincurred. Use format

10000.00 - n0 cormas or curtency symbols )

Curtency fo nsurec Value/Duty vlue Above [Ganadan bater <
promium Currency [Consan Dot v
Conveyance Type [ Prease selecta value v]
comeppcne I

(I specific Conveyance Name is unknown then enter artier Name)

Additional Garrer Info

Shipment Method [ approvea v

s 8 umbers [

[— [

Claims Payable AUTo [

‘Addtional Comments
(This vill sppear on your Cerfificate. Information for undenviriters should be in a separate
el (6.0 leter of et hank draftor afher information )

[ Continve | Back

If your policy has additional rating elements, a Modifier page will appear. Select
the additional rating elements as required and then click Continue.

Step 1: Login with your Member ID and Password.

Step 2: From the Insure an Item menu, select Insure
an ltem.

Step 3: Select Shipment Date and then click Search.

Step 4: Select Coverage, Division, Reporting
Documentation (Certificate, Declaration or Proof of
Insurance) from the drop down menu and, then click
Continue to advance to the next screen.

Step 5: Fill out all applicable information on the
Certificate Creation: Shipping Details screen,
Declaration Creation: Shipping Details screen,
or Proof of Insurance: Shipping Details screen
(depending on your selection in Step 4). Fields in
bold are required. When complete, click Continue
to proceed.

Table of Contents ———
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How to obtain a certificate
After completing Steps 1 to 5, the Claims Agent page will appear.

Screen 9 - Claims Agent
Select one of the options by clicking on the most
CNA relevant Claims Agent and then click Continue.
Home Search Insureanltem Reporting Maintenance Help Log Off

There are multiple claims agents for the destination country selecied. Please choose one
that you wish to appear on your certificate:

@ CNA Canada - Head Ofiice Toronto Canada

| Continue || Clear || Back

The Report Summary page shows the premium, rates, terms and conditions associated with the shipment.
Approval
Click Approve to finalize the report.

Note: Entries must be within policy parameters to generate premium, rates, terms and conditions. If the shipment must be referred to an
underwriter, the reason will be displayed at the top of the screen. Please, verify that the information you entered is correct by clicking on View
Shipment Details. To refer a shipment, see Refer to Underwriter on page 10.

Screen 10 - Shipment Report Summary

CNA

Home _Search _insure an tem _Reporting _Maintenance _Help _Log Off Verson 116

Cient ame: A8 Company
Policy Hurmber 1234587

Stipment o 1is6895
Stipment Staus oan
e Vaoe 10,0000 US Daliar OutyInured Vae 100000 US Doter

Insured Valu (Canadian Dot Dty Insured Value (Canadian Dollar)
Premium Premium
Rate SubTotl Tox Total Rate Sub ot

7845 = ] =

oo B

Sucharge [ ] Suchare Swa )
Discount % ] osam ] oswnsw o0

Appied 1324200

Coverage Seectionsfor Shipment.

Clauses attached t the shipment:
Subiectto 3 S250.0 ceductle esch s avery i
Excuing moin, verin,and radualdelrorabon

ouner

Foproe | (Emats) (ReerioUndenater) [t | | Vo e | | o

| (gm0 | G

Other options available from this screen are:

Print Final

You can print an Original Certificate only for a finalized shipment report. When you click the Print Final button, the Original Certificate and
receipt will be displayed in PDF format. Click the printer icon on the toolbar or select File and then Print to print the Original Certificate.

Emails

Click Emails to review the email correspondence on a given Certificate, Declaration, or Proof of Insurance.

Refer to Underwriter

Click Refer to Underwriter. This will bring you to an email screen. Enter the reason for referral. If the shipment was flagged for referral by the
system, the reason will be automatically populated. Click the Send Email button to notify us of your request. You will receive an email from our
underwriting staff that will inform you of the decision.

Table of Contents ———
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Negotiate

After you refer a shipment and receive approval from the underwriter, you may still modify the details and send for further consideration. To
do this, click the Negotiate button, this will enable the Refer to Underwriter button. You can also modify shipment details by clicking View
Shipment Details. Click the Modify button, edit the details and click Continue to return to the Premium screen. You must then follow the
“Refer to Underwriter” procedure.

Void Request

If you require a shipment to be cancelled, click Void Request. Select a reason for void request from the drop-down list; enter void reason (if
required) and then click Continue. Depending on the reason for void request, shipment will become void automatically, or an email screen will
open. Click the Send Email button to notify us of your request. You will receive an email from the Underwriter when your request has

been processed.

Copy

Click Copy to re-create the current details onto a new certificate.

View Shipment Details

Click View Shipment Details to navigate to the Certificate Details page.

How to obtain a declaration/proof of insurance

After completing Steps 1 to 5 in the How to Insure an ltem section, you should now see the Report Summary page with the premium,
rates, terms and conditions associated with the shipment/storage item.

Approval

Click Approve to finalize the report.

Note: Entries must be within policy parameters to generate premium, rates, terms and conditions. If the shipment must be referred to an
underwriter, the reason will be displayed at the top of the screen. Please, verify that the information you entered is correct by clicking on
View Shipment Details. To refer a shipment/ storage item, see Refer to Underwriter.

View/Print

Click View/Print after you finalize the transaction to view the record.

Other options available from this screen:

e Refer to Underwriter

* Negotiate

¢ Void Request

¢ Emails

* Copy

e View Shipment Details

For details on the above functions, please see How to Obtain a Certificate.

Table of Contents ———
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How to add policy contact details

You can include additional contacts for the policy and choose the primary contact. You can also select

who will receive emails from the underwriter on referrals.

Screen 11 - Policy Contact Details

ERR

Home Search Insureanltem Reporting Maintenance Help Log Off

Policy Humbsr: 1234567 Client: ABC Company

CNA

Select User:
Additional Contact Name: ‘ | E-mail: |
There are no contacts defined.

Broker

Select User:
Additional Contact Name: ‘ | E-mail: |
There are no contacts defined.

Client

stectUser
Additional Contact Name: ‘ | Emait: [ |
Bemove John Smith john smith@abe.com O O @)

Login with your Member ID and Password.

From the Maintenance menu, select Policy
Contact Details.

Select the contact name from the Select User
drop-down list in the Client section and click the Add
button. The drop down list contains the names of
the users previously created and sent a system
generated email.

If the user is not in the list, type the name in the
Additional Contact Name field and the email address
in the Email field and click Add.

To designate a primary contact for the policy, select the
corresponding radio button in the Primary column.

To select a contact to be copied on the referral correspondence, select the applicable check box in the

CC Referral column.

Click Save to implement your changes.

How to use the search facility

You can locate any records you have previously created. Various simple searches are available including

Policy, Status, Record Number, and Date.

Screen 12 - Shipment/Storage Search

CNR

Home Search Insureanltem Reporting Maintenance Help Log Off

oheyNaber [ ] StipmentDate  From || L) w [ @
=

A
[) 1198895  &210Canadian Dolar 10.Jul 2023 Drat 1232567 ABC Company  XvZ Broker CARGO  John Smith HHG

Delele Mulliple Records | Prind Multiple Cerliicates

Login with your Member ID and Password. From the Search menu, select Reporting.

CNACargo.com uses three Date Types for searching:

e Shipment Date/Period End Date — the shipping
date or the last day of the storage reporting period.

e Approved Date — a system generated date
assigned to each record when the record is made
Final by the client.

¢ Issued Date — date entered when the record was
created.

Select Filter Criteria and click Search to retrieve records that match the specified criteria.

To view/modify a record returned by the search facility, click the Record Number link.

Table of Contents
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How to use the report facility

Reporting allows members to create reports on items captured in CNACargo. com. Reports can be

generated in Excel and HTML format.

Screen 13a - Statistics Report

CNA

Home _Search Insureantem Reporting Maintenance Help _Log Off

Apply Date Selection To
Starting Date
Ending Date
Report Type

Conveyance Type

Conveyance Name

Shipment Method

Commadity Glass

Commoxiity

Description of Goods

GEOGRAPHIC
Place Shipment Commences.

Country Shipment Commences

Country Port of Loading

Gountry of Destination

Country Port of Discharge.

Final Destination
FURTHER CATEGORIZATION
Record Number

Ciient Referrence Number
Total Insured Value

Value Currency

Premium

Bremium Currency

Broker

Policy Number

Status.

Grand Total
Total by SBU

Total by Branch

Total by Broker

Totals By Client

Totals by Gilent Division

Total by Assured

STATISTICS REPORT

e ]
e |

Air - Boxed/Crated
Air - Shrink-wrapped/Skidded
Al
Agricultural Foodstufis
Consumer

Industriz

Accounts Receivable
Arms, ammunition, explosives
Arwork, anfiques. =

Al =
Canada

United St
Afghanistan

|

Afghanistan

Al 7S
Canada

United States

From [ ] To

A
Canadian Dollar
US Dollar =

To

A
Arthur J. Gallagher (Canada) Group
(GANC! Brokers Inc

L

Draft
Refenal Pending
Referred

() Totas by Originating Country
(] Totals by Coury of Destnation
(7] Totats by Reporting Type:

() Totas by Commdity

(] Totats by Gomveyance:

[ Total by Shipping Method

(] Totais By Coversge

= Dispiay Transactions ) Include Al Detats O None @ [ R Excal Report R FITL Report

port Name:

Run Excel Report_|[ Run HTML Report

[

Remove
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[

Statistics Report — a comprehensive report tool that allows you to enter a combination of reporting criteria to locate records that match the

search conditions.

Shipment Report — based on the dates selected, produces a report of all activity that has been reported to the insurance company, including

all items in final and void status.

Screen 14 - Policy Contact Details

CNR

Home Search Insureanltem Reporting Maintenance Help Log Off

Apply Date Selection To

SHIPMENT REPORT
Please Select v

Startng Date [y ~][Month v )[vear v]iFF [¥TD]
Ending Date

Report Type

Client Division All v

Assured Al ¥

= —

PREMIUM TOTALS
Grand Totals
Client Totals
Client Division Totals ()
Assured Totals

Display Transactions O Include All Details O None @ [ Run Excel Repori_||_Run HTML Report

CNACargo.com uses three Date Types for reporting.
(Please refer to the Date Types on page 9.)

One or more of the CNA companies provide the products and/or services described. The information is intended to present a general
overview for illustrative purposes only. It is not intended to constitute a binding contract. Please remember that only the relevant insurance cNA
policy can provide the actual terms, coverages, amounts, conditions and exclusions for an insured. All products and services may not be

available in all states and may be subject to change witcout notice. “CNA" is a registered trademark of CNA Financial Corporation. Certain

CNA Financial Corporation subsidiaries use the “CNA" service mark in connection with insurance underwriting and claims activities.
Copyright © 2023 CNA. All rights reserved. 4089 09.15.2023



