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How To File a Claim in Ex-Im Online 

 
In order for your claim to be accepted for processing, you must file your claim on time with all required 
supporting documentation.  Ex-Im Bank must receive your proof of loss (i.e., your claim form) no later than 240 
days from the date of non-payment (See Article 8, Proof and Payment of Claims in your policy text).  Once 
submitted, Ex-Im's claims officer will review your transaction documents against your specific policy 
requirements to determine the “Eligible Loss” amount.  Each policy text includes language on what constitutes a 
valid claim and your responsibilities as the insured:    

 The claim must be related to a valid shipment — your shipment is an insured transaction only if it meets 
all of the conditions set forth in Article 3 of the policy text on the date of shipment.   

 The related shipment must have been reported in Ex-Im Online (EOL) and the premium paid on time.   

 The claim must be made within the claim filing window which opens at 90 days past due and closes at 
240 days past due (with NO Exceptions!).   

 The claim must be properly documented and supported.   
 
 
Follow these steps to File a Claim Online: 
1. Log in to Ex-Im Online at https://eximonline.exim.gov and view first screen (your “Landing Page”).   

 

 
 

2. You can access Claim Filing under “File a Claim” 

 

https://eximonline.exim.gov/
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3. Select from the pre-populated list OR search for the Policy/Buyer for which you are filing the claim.  After 
selecting the buyer, the System will display any prior history of claim activity for the policy and prompt you 
to start the claim on the selected buyer or cancel out of the process to return to the prior screen.  If a claim 
has been started but not yet submitted, you can select to “continue” the saved claim from the search 
results.   

 

 
 

Your options here include:  
1. View 
2. Edit  
3. Remove 
4. Continue Saved Claim 
5. File With New Buyer 
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4. Once you have selected the buyer, the System requires you to review/confirm participant data before 
allowing the subsequent links to become active.   Any changes made to participant information in the claim 
application will NOT be reflected in the policy documentation without an amendment.  Once participant 
information is complete, you will have the ability to navigate through the application sections using the list 
on the right of the screen.   
 

  

9. First, you will see the “Transaction Details” screen.  This screen provides a display of detailed policy 
information for your reference.   Click “Save and Continue” at the bottom of the page.  
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10. Next you will enter the information requested in the “Claim Information” section.  Fill in all of the specific 
details related to the claim activity.  Note that Brokers can complete the claim application but only the 
Insured or the Enhanced Assignee can submit it.  Then click “Save and Continue.” 

  

 

 

  

 

240 days from 

Invoice due date 

Invoice due date 



 
 

 

 

5 

 

11. Answer the questions in the U.S. Content Requirements section, and click “Save and Continue.” 
 

12. You will enter all related invoice/shipment data that supports the claim in the “Claimed Unpaid Invoices” 
section.  The first step is clicking “Add Shipments to Schedule.”  Your accepted, paid shipment activity for the 
last two years will pre-populate here.  Select the shipment related to your claim, fill in the requested 
information, and click “Save Shipment to Schedule”.  To add another entry, select “Add Shipments to 
Schedule” and repeat the process.  Always “Save and Continue.” 

 

 
 

When you are finished adding shipments to be included in the claim, review the “Schedule of Shipments” 
and the Total Gross Invoice amount listed.  NOTE: For each shipment listed, you will be required to provide 
supporting documentation such as the invoice, bill of lading, etc.  Fill in the information about any further 
uninsured outstanding amounts due from this buyer and click “Save and Continue.” 
 

 

Schedule of Shipments 

Your options here include:  
1. View 
2. Edit 
3. Remove 
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13. Next, enter the information on your Ledger Experience with the buyer.   If you had no Prior open account 

experience with this buyer, click “No” and move to the next section.  If “yes,” Ex-Im Bank will want to see 
the amount of credit extended on open account terms for all shipments made to this buyer in the year prior 
to the first shipment related to the claim.  So, if your claim is related to a shipment made in September 
2013, you will enter each shipment that you had to this buyer on terms from September 2012 to September 
2013.  Build this schedule as appropriate, click “Save and Continue.” 
 

 
 

  

 
Build schedule by 
adding invoices 
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14. You will be directed to the view-only “Calculation of Eligible Loss.”  This takes into account the information 
that you provided in the “Claim Unpaid Invoices” section to calculate an estimated eligible loss amount — 
what you might expect to be paid on your claim if successfully awarded.  THIS IS AN INDICATION ONLY, and 
may not be the final amount paid.  Click “Save and Continue” to access the next section where you will 
attach supporting documentation.  

 

 
 
 

15. IMPORTANT:  The last section “Documentation and Comments” provides a listing of documentation which 
may be required to complete review of the claim.  Review the “Required Documentation” and indicate 
whether the file is attached or will follow.  NOTE that the “Certifications” form MUST BE ATTACHED or you 
will not be able to continue.  Do the same for the “Optional Documentation.”  When you are finished, Ex-Im 
Online will display a listing of all attached documentation and allow you to view or remove each one.  You 
will also have the opportunity to enter “Comments” at the bottom of this section; which may provide 
additional support for your claim.   
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Certification form MUST 
be attached to continue. 
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16. The “Submit” screen allows you to enter ACH payment and/or wiring information for the claim payment.  
This information is not required at the time of submission and/or can be updated by Ex-Im staff after 
submission if necessary.  Make sure to click “Submit” or your claim application will not be completed.  
Note that Brokers can complete the claim application but only the Insured or the Enhanced Assignee can 
submit it.   
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17. Once the claim is submitted, the System will generate a claim # for your reference.  You can then check the 
status of your claim via the “Pending Claims” section on your Landing Page.  If you Saved & Exited your 
claim, you can find the saved claim under “Continue a Saved Claim” – from there, you can view, update, 
complete, save again and/or submit.   

 

 


