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Submitting a New US/Local Cost Itemized Statement of 
Payments (ISP) Disbursement Request 

Login 
• Key in User ID and Password and click on Login 

Welcome t,o EXIM Online 

User Id: IExtemalUserl D 

Password: I········ 
Login 

Horne Page 
• 

• 

Based on the logged-in user's privileges, various links will be displayed 

For US/Local Cost ISP Disbursement Request submission, click on "Request a Disbursement Approval" link 

Act 

Apply for a letterof Interest ltWiat's Nel'/ - Some 
helpful tips to submit LI applications via EXIM Online 

Appt-, for Insurance Policy or Medium-term Guaranlee 

Acton Quote 

Apply ror Issuing Ban'k Credit Limit (IBCL} 

Continue a Saved Application 

Conljnue a Saved Claim 

Manage 

Amend a Pollevor Guarantee 

Assign Insurance Policy P ro:eeds 

Report Shipments 

Make A Payment 

Report OVerdues 

Reguesl a Letter o er i1 Approval 

Maintain Letters of Interest 

My Portfolio 

Pending Applications 

Pending Claims 

Insurance Jn Force/Recenll11 Expired Policies 

fos:urance Polii:y A-;sigomeots 

Authorized + Non-Operative Guarantees 

Operative Guarantees 

Search Portrolio 

Miscellaneous 

Historical Transactions 

My Company Profile 

Maintain Broker 
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Actions 
• On the next screen, various Disbursement Request Actions will be displayed 

• Click on "Start a New Request" link 

I 

IDisbursernent Request Actions 

Note: Disbursement processing through EXIM Online is limited to EXIM's guarantee and direct loan programs. 

G;rt a New RequeLJ 

Continue a Saved Remtest 

View Pending Requests 

View Historlcal Re.<Jue-sts 

Upload Audit Oowments 

All Transactions 
• On the next screen, the user's associated transactions are displayed 

• User w ill click on the transaction number to initiate a new Disbursement Request 

,·,11 .. , o;:;•· - \ 

-
3 items found, di splsyi.ng all items. 

; 1 tteros per paga: lll25 50 1ll!l 
- - · -

1 1 1 1 1 1 '1 1n:;~s,:~~n ;■W.uWl 1 61'f.ttillllUIIS::1:::,a11M:i!lll■IJiW,i lf·' · · ' · ' ' E1 '' '' ' fi4• ■t'· ·' · f3"· ' 1-f;.., 
LT Guenurtee Ste.r.Ae.rdIt - > 02/15/2007 S5 14,996,988.00 S5.21 EUR EUR 382,555,619.29 BJRO.fiO

~Eum G.u8J'all~ee-,_. LT Guenmtee stan<!ar<I 04/15/2009 S32, 135,905.00 S0.93 EUR EUR 24,211,4115'02 BJR0.00 
- Eum GuM8ll!ee 

LT Guanrntee Stari:!'e.rd 09102/2015 549,964,959.39 SI 1,405,308.06 EUR EUR 47,127,€.1'll.SO EUR 14.6"..,9,957.40 - Euro GuMan~e -
I 

iI Bask 
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Disbursement Type Selection 
• User will be navigated to the Disbursement Type selection screen 

• All the mandatory fields are highlighted with asterisks (*) 

• For US/Local Cost ISP Disbursement Request, user should 
o Select "No" for "Is this a Letter of Credit Disbursement?" field 
o Select "US Cost" or "Local Cost" in the Disbursement Type drop down list 

• Click "Save and Continue" button 

Disbursement Request - DisbursementType 

To submit a Disbursement Request, please identify Disbursement Type and click the "Save and Continue" 

button. The "Back" button returns you lo the previous screen. · 

Disbursement Type: 

Transaction Number: -• Is this a Letter of Credit disbursement?: 0 Yes® No 

• Letter of credit number, if applicable: 

• Select Disbursement Type: IUS Cost vi 

Save and Continue 

Disbursement Request Submission 
• User will be navigated to the Disbursement Request - Submission screen (Refer to page 6) 

• All the mandatory fields are highlighted with asterisks 
• Under Required Documents user may upload the request for disbursement, disbursement notices, and 

other supporting documents 

• User may provide comments in box provided 
• Itemized Statement of Payments (ISPs) are uploaded here (see below instructions) 
• Disbursement documents associated with each ISP are uploaded with the ISP (see below instructions) 

Itemized Statement of Payments Instructions 
• User must upload a completed Itemized Statement of Payments (ISP) spreadsheet 

Note: 
o This is a mandatory step for US Cost or Local Cost disbursement request submission 
o By clicking "Download ISP Template" button, user can download the ISP template for US or Local 

Costs as applicable (Refer to page 6) 
o ISP format may not be modified 
o User may upload a workbook of ISPs 
o By clicking on the "Details" icon for each ISP on the Disbursement Request - Submission screen, 

user will be navigated to the ISP Line Item Details screen (refer to page 7) 
o User can confirm the details provided such as "US Cost Request No," " Exporter Name," "Exporter 

Address," "Supply Contract No(s)" and "NAICS code" are correct 
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o User can upload all supporting disbursement documents (e.g., invoices, proof of payment, 
Exporter's Certificate, bills of lading, etc.) associated with the ISP and map them to specific invoice 
line items or can upload a disbursement document package 

o User can ensure the calculated amounts (Gross Amount, Net Amount and Total Financed Amount) 
are correct 

o User can make corrections and add or remove invoice line items and related disbursement 
documents 

o Click "Save" and "Back" buttons, to return to Disbursement Request - Submission screen (Refer to 
page 7) 

o Find more information about completing an ISP, disbursement documents, and organizing a 
disbursement document package, at https://www.exim.gov/tools-for-exporters/credit-
administration-and-operations 

• Click on "Submit Request" button if ready to submit, or "Save" to continue submission later. Refer to page 
9 about how to "Continue a Saved Request." 

SI Page 

https://www.exim.gov/tools-for-exporters/credit
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Oisbl.l'sement Request - SublTllSSlon 

To submit a Disbursement ReQuest, please identify a contact and complete the below Information. If you choose not to submit the Disbursement ReQuest at this 
time, press "Save" so the information can be retrieved at a later poinl If the Disbursement ReQuest is complete, press "Submit Request". 

l[3nsaclion Information; 
Transaction Number: ... Package Status: In-Process Saved 

Agreement/ Transaction Type: LT Guarantee - US Dcllar / Standard 
Guarantee 

Contact Information: 
* Contact Person: Alida Lujan I 
* Telephone Number: 1234~6 , aoo I 
* Email: dummy~ummy.exim.gov - --1 
Oisbursemenl Information 
*Total amount ofthis request: I o.oo 
Required disbursement date, if I M\ llDOIYYYY 
applicable: 

Is this letter of credit disbursement: No 

Disbursement Type : USCos! 

Note: All fields marked with asterisk('> are mandatory 

Select llemized Statement of PaymOflls 

The required form of Itemized Statement of Payments(ISP} spreadsheet may be downloaded here or from Credit .A.dministration·s home page at 
https:/lwww.exlm.gov/tools•for--exporters/credit..administration-and--operations where you will also find Instructions about completing the ISP. To suece.ssfully upload the 
ISP, no formatting changes may be made to the form. 

f USCost Download ISP Template 

Select the ISP file by clicking the " Browse" button and click the " Upload ISP 
FIie" button 

iiitii 
fin. Amt excl. Exp . Uploaded Delete■■, . . . . , .,. .Fee (USD) Dote ISP?1•••1111 - ■ 

Please provide any 
additional comments 
you want to include 
wilh this request 

111-iii·frii/MF 
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ISPLine1""11o.tao, 

ISPOetab 

Tranuctlon Numbtr: 

DisbursementType: 

EJJM Bank Tranuclion No: 

US Cost Request No: 

Exporter Harne: 

Exporter Address : 

Supply Contract No(s): 

NAICS 

Document Pnt ..age 

us Cost 
Date orExporter Certific~te(s): 05115/2018 

There rue l\•;1>documenl uplo&d options !or each ISP: ei'thtr(l) upfo,d indr.'idWll d1sb1Jfscmtnl documents grouped etCOf<f.ng to spe<ifJe d0t:1.1mtnt categories lo be mslched to et11ries on the ISP or (2) 
ui,lcad a complele dl sbu~emenl do;umtnl p:d~e f,:;rthe ISP {re~er to..,dditlon:J instrottl-Jns re9erd!09 the. OfQ4ruz..Dtlon ordls-bursement docurmnls in the document p,?.:ke~e at 
hlfps :ltwww.exim.gov/lools-for-exporte,srcrcdit..administrntion...end::90!nition, >. 

lnvoice(s) ---v-1 iiifid 
Total Documents: 0 Aller: 

Total invoice line items :1 M+Ha i:115+:iri+ +113:ifMUMMl@i@1M 
Oocumcnlf!I) 

■--------111 ii !Eli ii n ii Ii n 
S0.00 ro.oo□ 

Total Invoice Amount: 0.00 Total Invoice Patd Amount: 

Len Excluded Goods 21nd Services: 

Leu loczil Costs: 

Len Other: 

Total GronAmount: S0.00 

Net Amount.: 

Exclllnge Rate: 

Date ofConversion: 

Olsburternent: 

Total Payments In US$: 

Len Other: 

Total Flnanced Amount : 

Reachbat-k: 

Total financed Amount: 

0.00 CurTency : EUR 

O.QO 
0.00 

0.00 I Less O!her Comrn<>nl 

~.00 

1.0000000 

M/.'-'ODl'i'YYY 

I o.oo 

SO.OD 

0.00 ILess Other Comment 

SO.OD 

0.00 

SO.OD 
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Submission Message 
• Below message w ill be displayed after Successful Request Submission 

Disbursement Request Submission 

Yot1r disbursement request was submitted successfully. You will receive an email acknow1edgement. 

Thank you. 

• 

Bl Page 
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Continuing a Saved US/ Local Cost ISP Disbursement Request 

Actions 
o On the Disbursement Request Actions screen, click on "Continue a Saved Request" link 

Note: Disbursement processing through EXIM Online is limited to EXIM's guarantee and direct loan programs. 

Start a New Request 

Continue a Saved Request 

View Pending Requests 

View Historical Requests 

Upload Audrt Documents 

Saved Requests Search 
• All saved requests will be displayed on the next screen 

• User chooses and clicks on the last saved "Transaction Number" link 

One item found. 

1 Item, per pege: 111 ~ 60 .!.QQ 

CW£:fila#M@i@4f-•ti.[i.j.fflM&Ji,,, U, ◄Fffiffih£fM •M/l , MM Status Date .4@,M@§-
LT Gu.!lrnntee . Euro Standard Guarentee IDC SO.DO 12• 19-2018 01 :55;49 Yes Remove 

Submission 
• User will be navigated to the Disbursement Request Submission screen where last saved data is displayed 

• Refer to page 4 for submission instructions 

• Click on "Submit Request" button when disbursement request is complet e and ready to submit 

Submission Message 
• Below message will be displayed after successful Disbursement Request Submission 

9IPa ge 
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Disbursement Request Submission 

Your disbursement irequest was submitted successfully_ You will receive an emaB acknov.iiedgement. 
Thank youi. 

• 

lOIP a g e 
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View Pending Requests 

Actions 
• On the Disbursement Request Actions screen, click on "View Pending Requests" link 

Disbursement Request Actlons 

Note: Disbursement processing through EXIM Online is limited to EXIM's guarantee and direct loan programs. 

S1art a New Request 

Continue a Saved Request 

View Pending Requests 

View Historical Requests 

Upload Audit Documents 

Pending Disbursement Requests 
• All the submitted disbursement requests (which are not yet processed by EXIM) will be displayed on the 

next screen 

DisbuJsemenl RequeslSearth 

7 items foond, displaying all Hems. 

1 Items per page: .1.Q 2§ 60 100 

ilt1,Gi42fS!Mffiffifj4!d£1£MiL4M41rl,tJ.jJJMZJM@!@Mili5fui.rifif8.fi5S1M@ JH4ffiff6,MM Foreign Cumncv: 

... LTGu61enlee-USDollar Standard Guarantee USC S144.00 11-29-2018 ReviewerAssigned 11-02-201802:0D:05 No 

... LT Guerontee- USDo!lar Standard Guarantee USC S1,000.00 02-~2019 ISP Returned 02-26-201903:45:10 No 

... LT Guoranlee- USDoOar Standard Guarantee USC S1 ,000.00 02-~2019 Returned 02-26-201903:53:01 No 

• User chooses and clicks "Transaction Number" link to view the disbursement request details 
o If the pending transaction status is "Submitted" or "Reviewer Assigned" then the disbursement 

request details are displayed on the next screen (in read-only mode) with "Save" and "Submit 
Request" buttons in disabled mode (Refer to page 12) 

o If the pending transaction st atus is " ISP Returned," then the disbursement request details are 
displayed on the next screen and the user can make edits to the returned ISP line item details and 
re-submit the disbursement request (Refer to page 13) 

o If the pending transaction status is "Returned," then the disbursement request details are 
displayed on the next screen, and the user can make edits and re-submit the disbursement 
request (Refer to page 14) 

• User can edit ISP line item details only if the respective ISP line item status is "Returned" 
o User will receive a notification email from EXIM if an ISP or Disbursement Request is returned 

11 I Pa ge 
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To submit a Disbursement Request. please identify a contact and comp:ete the berow 1nrormat1on. 1ryou choose not to submit the Disbursement Request at th~ time. press "Save" so the 
Information can be retrteved at a later point. If the Disbursement Request Is complete, press "Submit Request". 

Trensacuoo Information
Transaction Number: Package St.£1tu1: Submitted 

Agreement I Transaction Type: LT Guarentee - USDoller I Standerd Guerantee 

Contact lnfom13tion: 
• Contact Pe,son: Aftda Lujan 
• Telephone Number: 1234567690 
• Email: I dummy@dummyexim.gov 

Disbursement Information 
• Total amount of this request: I , .000.00 
Required disbursement date, if applicable: 02/2€12019 

Is this letter orcredit disbursement: No 

Oi1buraementType: USCott 

Note: All fiel ds marked with nter11k(') are mandatory 

Ahffd\Hil --..~~ 
Select llem~ed Statl!!ment of P.-i~-ment~ 

The reqdri!!d fom, of ltemir i!! d Slatl!!men l o f P.:1yml!!nts(ISP) !,pfi!!l!!ld$~et may be da,vnloa-dl'!d hi!!U! or from Credit Administration's home page Ill httns://www.exim,novftool1.for-e•portera/credit-

4dmlnl1tnstion..and-opera1ions v,t,ere yOUY,il abo rinci fMlru<tions &bout <<impltijng the ISP. To suceessfu'.ly uplced the ISP, noformatting <haoge-s m.?ly be made 10 the fo«n. 

US Cost V Download ISP Template 

ScJect the ISP file by clicking the -Browse'" button 11.nd c lick the .. Upload ISP File'· button 

i-¥@01 

IISPs 
Name 
A Address 

I EXIM_US_CosLTemP'a'.e-A.xlsx 
123 " 6238Greeley 

Blvd, 
111140 SJJ,000.00 4,000.00 S 4, 192-38 2,096.19 • Lender 02!.2€12()19 <2l Pen<fng 

EXtM 
Spmg'!'iekf. Review 
VA22152 

2 EXIM_US_Cost_Teimci~~&SJdsx .. 6238 Greeley 111140 S4,00ClOO 2.000.00 S1,132.38 5€6.19 2 lil Lender 02/26/2019 <2l Pencf:ng 

123 Blvd. EXJM 
Spmgfiekt, Aevfew 
VA 22152 

3 EXIM_US_Cost_Tempiate-3..xJu ss 623-9 Greeley 111140 S2,WUO 1,424.20 $270.84 13S.42 10 lil l er.cfe r 02/26/2019 <2l Pending 
123 Blvd, EXJM 

Springtiekf, Re-liew 

VA22152 

Tobls $1'4,848.-40 7,424.20 S5,595.ti0 2,797.60 14 

Please provide 11.ny 

additionalcomments you 
want to include with thl• 
request 

Comments History: 

IIM139/l.l.., •.:..i..;;,lt 
( 2/26/2019 Ia!idaJujan 

-►iiM++EF 
12 I Page 

https://suceessfu'.ly
mailto:dummy@dummyexim.gov
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To submit a Disbursement Request, p!ease Identify a contact and comptele lhe betow inrormaUon. If you choose not to submit the DiSbursement Request at this lime, press "Save" so the 
lnfom1ation can be retrieved at a later point If the Disbursement Request is complete, press " Submit Request". 

Transaclion lnfornynon: 
Tranuctlon Number: Package Status: ISP Returned 

Agreement I Tr onuclion Typa: LT Guaranlee• U S Dollar I Standard Gu11antea -
ConfAct In1onn:11tion· 
• Contact Person: Alld11Lujan 

• Telephone Number: 1234567890 

•Email: dummy@dummy.elrim.gov 

P11bursement rnform3tion 
• To~I amount or thfs requeal: 1,000.00 
Require d d isb ursemenld11te, if applicable: 02/2tVZO19 

Is this letterorcredit disbunement: No 

Di1bursement Type: US Cost 

Nole: All fields marked with asterisk(') are mandatory 

Selecl !leJT11Zed SfBlemenl of Paynwnls 

The reQUrtd fonn ofItemized Statement o f Pay~nts(ISP>spreadsheet may be downloaded here 01 from Cred:t .Adn-JNwation's heme p ~ at htfp9•fi'.Yf'MY.exim.g 9y{l99IH0Hxoorteo 1cred it· 

admlolstrnUon:::Pnd-ooerntfon1 where you wil eliO !'ind Instructions aboutcompleting the ISP. To s1,.,,ccessl'uly ~foodtheISP, no formatting thMges may be made lo the rornl-

US Cost Download ISP Template 

· · · I • I • I · • ' 

EXIM_US_Cost_Template-AJdsx .. 6238 11 1140 S8.000.00 ....000.00 $4, 192.38 2 ,096.19 2 II Lender 02/2612019 0 Revie;w' 123 G1eeley Compleled 

I I ········-Bh·d. 
S pringfield, 
VA221S2 

2 EXIM_US_CosLTtmpl3te-B.xlsx .. 62~8 111HO 54.000.00 2.0JOOO s1 .1n.36 566.19 al Lender 021.?&120 19 6 Retumed 

123 GrH!ey 
81\'d, 
Springfield, 
VA22l52 

3 EXIM_us_eost_Templ.a!e-3.xls:c .. 62'M . 111 140 $2,848.40 1,42..--20 S270.E4 135.42 10 lil Lel'lder 02/26/2019 0 Pending 
123 Gre.eley EXIM 

8!\'d, Review 
Springfield. 
VA221S2 

Tota.It $ 14,848.40 7,424.20 $5,595.60 2,797.60 14 

Pleaseprovideany 
additional commtnts you 
wanl lo lnchJde with this 
request 

Comment■ History: 

2n6J2019 arendl le.st 

. 2/26l2019 111dalujon A. B & 3 - SubmittedI 1 
-►iii:ii+HH 

Bl Page 
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To submit a Disbursement Request. p;ease identif'J a contact and comp:ete the be-tow lnfonnation. Ifyou choose not to submit the Disbursement Request at thi s time, P4"ess " Save.. so the 
information can be retrieved at a later point If the Disburse ment Request is complete, press •·submit Request". 

Iranuction lnformati9n
Transaetion Number: 

Agl"eement I TranuictionType: 

Contact 1ororma tion
.. Contact Pe rs on: 

• Telephone Number: 

•Emall: 

Qisbursement lnfonru!l tton 
• Total amount of this Rqueat: 

Re quired d isburn·ment date:, jfappfic-able : 

Is this letter o r ccedi t disbur s ement: 

OlabursementType: 

... 
LT GUMentee • US Dclu I Standard Guarantee 

I Mdo l uj-~n 

123 4567890 

dunwny@dumm:1.e:.oim.gov 

I .COO.DO 

02J26/2019 
No 

us eo,1 

Note: A ll fields marked with ast erisk (') ar e mand atory 

Pac kage Status: Retur ned 

I 
I EXIM_US_CosLT~sx 

12) 

I .. 

Oo~nload ISP Template 

•••••6233 11 1140 53,000.00 -4,000.00 54,192.38 2 ,096.19 
Gree-Jey 
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Select ltcmi;;:o:c-d Stntcmcnt of Pe)ment~ 

The r&qured form cf Itemized Stotemcnt o f Payments(I SP) spreedShe.et may b6 dovmJoaded hE:ra o, from c .reo:t ~ministration's home page at bttDs;li'www;e.im,gQY!'tooJt:foc1!P2'lfi[JICfedif~ 
admfnlsfnltion-and---OOefationsv,tte re you·•••• abo tird lns!ruction~~eomplcting the ISP. Tosuc.:e-s.sruJy upJQ,cd the ISP, no fcnnatting c:he.nge-s mey te~ to the fern, 

...,.,..■■I2 0212E/2019 0 Review• CCmi:let~ 

"""· S pringftekf, 

VA2215 2 

2 EXJM_ u s_eost_Tffl"f!l.tl.e---6.Jd:sx .. 6233 1111( 0 54,000.00 2 ,&J O OO Sl,132.W 566.19 2 Le,,de, OW€ll-019 a Re!umed 

123 GtuJey • 
BM!, 
Sprirl,gfield-, 
VA221S2 

3 EXJM_U S_CO$t_T~ e-3Jdsx . fi2'.l8 1111-'0 Sl.846.~D 1.424...20 S270.f4 135.-42 10 Lenc!e, D2/2&1919 0 Pe-., 
123 G ru -&ey • =• 

Review"'"'· S.prin,gfrek1, 
VA22152 

Totals S 14 ,848.-40 7 ,424..20 S5-595.6 0 2.7 9 7 .80 14 

Please provide o.ny 
additional comments you 
wan t t o lnciudc with this 
~que st 

Comments History; 

;.os:;..,...J..... 
2J2S/2019 o.rendl test 

2.l26f.2019 lll cndl test 

12/26/2019 Iel<la>,JOJ1 A. B & 3 • S<.IJ<Ml<d 

llliii·MH!ii 
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