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The Allianz Trade Online Information Service is our 
brand new customer platform that was developed 
to help you easily manage and administer your 
credit insurance policy with Allianz Trade. Due to the 
amount of functionality included in the system, we 
have developed this quick start guide to help you 
become more familiar with the customer platform.

If there is an aspect of the customer platform that 
is not addressed in this quick start guide, please 
contact your servicing team by phone or by email 
using the contact information listed in the Key 
Contacts section with any questions, including 
login or other technical issues. 
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ALLIANZ TRADE ONLINE:

     Logging In1 Logging in to the platform for the first time

Before you first log in, an 
email is sent to you with 
your password.

Enter the website address
https://online.allianz-trade.com. 
Chrome & Firefox offer the best 
experience.

Use your individual login (your 
email address) and password. 
The “Remember me…” checkbox  
will save your credentials for the 
future.

Once you are fully logged in to 
the platform for the first time, it’s 
a good idea to add Allianz Trade 
online to your favorites. 

New 
feature!
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An introduction with the virtual assistant

ALLIANZ TRADE ONLINE:

     Getting                    Started

Click the “Help” toggle at any point to display the help tour. 

The help takes the form of a guide to the application’s functions 
over a number of steps. Recommended for 1st time users!

Contact us 

Click on the envelope icon 
to contact your support 
team for assistance.

You can send a new 
message by clicking 
on the “Create a new 
message” button. 

You can also view your 
message history and see 
the status of your various 
requests.
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Overview of the menu icons

Click on your own name 
to view your account 
information, and also to 
log off.

Click on the globe icon 
to access the Allianz 
Trade Online website  
for temporary access to 
certain features.

Click on the bell icon to 
see all the notifications 
sent on the platform.

ALLIANZ TRADE ONLINE:

     Getting                    Started2
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Viewing your credit limit requests Sorting and filtering current credit limits

You can see your current cover and requests being 
processed (awaiting a response from our underwriters).

If you have multiple types of cover, they will be displayed 
in different tabs.
•  requests for cover on “named buyer” available in the 

“Credit Limit” tab

You can see your current cover and requests being 
processed displayed as either a table or a list.

There are a number of search filters to help you find your 
credit limit requests more quickly:
•  Registered name or  Allianz Trade ID;
•  Buyer reference number;
•  Country;
•  Decision type: Full cover, Partial cover, or No cover
•  Period: used to find cover where there has been a 

change over a given period;
•  Cover type: CAP or CAP+ supplemental cover  

(if features on policy).

Cover can be sorted by date or amount.

ALLIANZ TRADE ONLINE:

     Risk Services
Managing current credit limits3

Hover over the 
EHID for an option 
to click to copy

Note: Risk Services section was formerly called the 
Manage section in prior versions of the platform
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To access your coverage list in an Excel file, click 
on “download” then “start download request.” 
In many cases the report will automatically 
generate. If you have a large volume of limits, 
you can opt to be notified by email when the 
report download has completed. Once you 
click “Yes, download” you will be prompted to 
navigate to your download list where you can 
access in .xslx or .csv format. You also have 
access to previously requested reports.

ALLIANZ TRADE ONLINE:

     Risk Services
Managing current credit limits3
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Displaying the credit limit overview Displaying buyer data

You can see your buyers’ Allianz Trade grades, for an 
instant assessment of their financial strength

Click on the arrows on the right for quick access to 
an initial level of information about your credit limits. 
Clicking on the row for a given buyer takes you to that 
buyer’s page.

You can display the main information about your buyer by 
clicking on “More information”, including:

• the business registration (e.g. DUNS) number
• the company’s status

ALLIANZ TRADE ONLINE:

     Risk Services
Managing current credit limits3

CUSTOMER PLATFORM QUICK START GUIDE

7
Euler Hermes North America Insurance Company and its affiliated debt collection company are part  
of the Allianz group and market their products and services using the ‘Allianz Trade’ trademark.



Viewing credit limit details

Displaying buyer grade history

Displaying credit limit details:

• the amount;

•  request, response and  
amendment dates.

When cover is declined (refusal), 
the reason will be given.

The “Request history” section 
provides you with information 
about the history of your credit limit 
requests, as a table or graph.

You can view the buyer grade 
history in the buyer details section.

ALLIANZ TRADE ONLINE:

     Risk Services
Managing current credit limits3
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Sorting and filtering requests

Displaying detailed 
information

Selecting a request in 
progress offers options to 
delete or amend it.

Click in “Pending” to 
see the list of all current 
requests that Allianz Trade 
is processing. The current 
status of the request is shown 
(4 stages).

A filter can be used to display 
requests based on the stage 
they have reached.

Credit limit can be 
sorted by:

• decision date;
• update date;
• the amount.

ALLIANZ TRADE ONLINE:

     Risk Services
Managing pending requests3
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Identifying your buyer using 
the new search engine.

New search criteria have been 
added:

•  you can enter your buyer’s address 
and opt to extend the search 
geographically if the buyer is not found;

•  you can search using a company 
identifier such as a DUNS number;

•  you can fine-tune the results to list 
only active businesses.

You can display those companies 
you have recently viewed.

Identifying your buyer using 
the new search engine.

MORE RESULTS

The search engine now includes 
trading names as well as the official 
legal names.

You can display all the secondary 
establishments connected to the 
business. It is not possible to submit 
limit requests on such establishments. 
The main office will automatically be 
suggested when the request is made.

EASIER TO USE

The search module and the results 
are displayed on the same page 
simultaneously, making it easier to read. 

ALLIANZ TRADE ONLINE:

     Risk Services
Making a new credit limit request3

CUSTOMER PLATFORM QUICK START GUIDE

10
Euler Hermes North America Insurance Company and its affiliated debt collection company are part  
of the Allianz group and market their products and services using the ‘Allianz Trade’ trademark.



Identifying your buyer using 
the new search engine.

Select your buyer from the list of 
suggestions. 

Click on the down arrow found at 
the top right to see more details.

Click on “CHOOSE” to move on to 
the next step.

Buyer not found.

If you cannot find your buyer, you 
can: 

• try a different search;

•  create the business yourself, by 
clicking on “Add customer”.

ALLIANZ TRADE ONLINE:

     Risk Services
Making a new credit limit request3
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ALLIANZ TRADE ONLINE:

     Risk Services
Making a new credit limit request3

Setting the request amount

Choose the policy on which you want 
the credit limit request to be made.

Enter the desired amount.

You can add a buyer reference  
(25 characters maximum).

A number of additional criteria can 
be used to fine-tune the request  
(see next screen).

Fine-tuning your request  
(optional)

Select a date on which you wish 
cover to expire.

Request a temporary increase on 
the limit for a given period.

Enter any other information of use 
to the underwriters in making their 
decision (expect a slightly longer 
response time in these cases). 

CUSTOMER PLATFORM QUICK START GUIDE
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ALLIANZ TRADE ONLINE:

     Risk Services
Making a new credit limit request3

Viewing the response.

After a credit limit request, you can 
see Allianz Trade’s response as a limit 
amount, together with the Allianz 
Trade buyer grade (at the top left 
of the screen) which will be kept 
updated throughout the cover period.

Allianz Trade’s response is 
automatically added to the list 
of current cover under the “Risk 
Services” menu.

If Allianz Trade’s response is “request 
in progress”, then it will appear 
under “Pending requests”.

If your request requires a more in-
depth investigation, you can add 
further comments to the request.

An indication of the average 
response time for requests of this 
type is given.
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Customers with CAP/CAP+ have the option to request cover on 
the buyer directly from the screen showing their underlying limit

Customers 
can request 
CAP on a 
buyer that was 
only partially 
approved:

Customers can 
request CAP + 
on a buyer that 
was declined:

ALLIANZ TRADE ONLINE:

     Risk Services
Making a new credit limit request3
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In Risk Services section you will see different tabs along the top. The 
option you are currently viewing will appear in bold and underlined.

When under the EZ Cover tab all EZ Cover Buyers are listed newest to oldest. Along the top 
bar you will see “Filters”.  Click “Sort by” to change the view by decision date or EZ Cover 
amount. You can also click the arrow on the right side to view more details for each policy.

ALLIANZ TRADE ONLINE:

     EZ Cover4
Please note that the request 
date will reflect the migration 
date (applicable for migrated 
users’ first year of platform 
usage only)
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To refresh the grade or Cancel the EZ Cover Limit

you will need to click on the buyer name to open that current limit. Once in the buyer’s details 
you will see 2 options, New Request or Cancel. Click on the necessary item to proceed.

You will see the 
following screen 
where you can 
update the reference 
number if needed 
or just click “Yes, 
Confirm” to proceed.

You will receive 
the following box 
were you will click 
“Yes, cancel” or “No, 
maintain”.

ALLIANZ TRADE ONLINE:

     EZ Cover4
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Overdue reporting is located under the Non-payment feature:

Choose the Overdue tab and select Declare a non-payment:

ALLIANZ TRADE ONLINE:

     Overdue Reporting5
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Select your search 
preference and 
populate the fields 
selected once 
buyer populates 
click on “choose”

Select “Report an 
Overdue”

Populate all 
required fields 
below (highlight 
Oldest invoice date 
and oldest invoice 
due date, currency 
information, reason 
and any additional 
comments needed 
and click submit

ALLIANZ TRADE ONLINE:

     Overdue Reporting5
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All Overdue reporting submitted will be available within the 
portal under the Overdue tab:

ALLIANZ TRADE ONLINE:

     Overdue Reporting5
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1. Select “Non-payment” on left menu

ALLIANZ TRADE ONLINE:

     Filing a Claim6Steps to Submit a Claim/Collection

Click to start a  
new claim filing.
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ALLIANZ TRADE ONLINE:

     Filing a Claim6Steps to Submit a Claim/Collection

2.  Search by debtor name or Allianz Trade ID and then click “choose”. Search for debtors if 
you are unsure whether there is coverage or if you have Discretionary Limit coverage.
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3.  Follow the remaining steps to input all claim details.

ALLIANZ TRADE ONLINE:

     Filing a Claim6Steps to Submit a Claim/Collection
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4. Invoice entry

ALLIANZ TRADE ONLINE:

     Filing a Claim6Steps to Submit a Claim/Collection
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5. Certain documents are required

ALLIANZ TRADE ONLINE:

     Filing a Claim6Steps to Submit a Claim/Collection
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6.   Verify everything is correct, then review & submit your claim.

ALLIANZ TRADE ONLINE:

     Filing a Claim6Steps to Submit a Claim/Collection
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7.  View claim submission information summary. 
Once a claim has been submitted you can check the status by 
clicking on the debtor to see which stage is highlighted.

ALLIANZ TRADE ONLINE:

     Filing a Claim6Steps to Submit a Claim/Collection
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Policy Overview
View all invoices in the “policy overview” section 
of the customer platform. 

ALLIANZ TRADE ONLINE:

     Monitoring                            Invoices7Policy overview and management

Click document 
icon to view a copy 

of the invoice. 

Click to pay 
invoices 
electronically
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Quickly and easily manage your Sales Declaration in 
the “Policy Administration” tab.

Check the status of your turnover declaration quickly and easily 
within the platform.

Once your sales declaration 
is submitted, you will see the 
status update to “done”.

ALLIANZ TRADE ONLINE:

     Policy Administration8
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