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STEP 1 CREATING AN ACCOUNT 

 Create an account through exporter’s portal  

https://exporter-portal.sgs.com/communication/#!/home 

 

 
 

 

 Fill-in all the required details and REGISTER 

 

 

https://exporter-portal.sgs.com/communication/#!/home
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 Once account have been registered an auto-email will be sent to your personal e-mail and a 

link will be provided to complete your registration process. Note that the link provided will 

only be valid for 10 minutes. Hence, please access it immediately upon receipt of e-mail. 

 

 Complete the registration process as shown below. 
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STEP 2:  CREATING AN ORDER 

 

 Choose your destination country 
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 Select the application for Ghana. 

 

 You will be re-directed to the “REQUESTED APPLICATION” module wherein the details of the 

transaction or shipment order are to be encoded. 
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GOODS CONDITION: NEW ITEMS 

 

 

 Fill-in required all required details for each module. ALL fields with * are mandatory. 

- First module is for the details of “seller” and “buyer” 

 

- The second module is for the details of goods to be shipped. 
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- Once “Final Invoice” has been selected, click the hyperlink to upload a file. 

 

 

 

 

 

 

 

 

 

- Once Final Invoice has been uploaded, fill-in all the mandatory fields. 
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- Once all fields have been filled-in, an additional field will be generated for uploading the 

details of the goods to be shipped. 

 

 

 

  

 For SINGLE line item, below window will appear for encoding the details of the 

goods to be shipped. 
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 For MULTIPLE type of goods, “GET TEMPLATE” and fill-in all the required 

details. 

 

 

 

 

o “Save” the excel file then upload it on the exporter’s portal.  
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- For the third module, enter all the details of the method of shipment 

 

 

 

 

- “Click” the PACKING LIST OR SIMILAR from the dropdown list. 
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- When all modules are already in “GREEN” color it signifies that all fields are complete. 

Proceed to submit the documents. 
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GOODS CONDITION: USED ITEMS 

 

- The procedure is the same in filling-in the modules for “goods to be shipped” and 

“method of shipment.” However, there will be an additional field that needs to be filled-in 

which is the “PLACE OF INSPECTION.”  
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- After completely filling-in all the required fields for the “PLACE OF INSPECTION” all the 

modules will change to color GREEN then click “SUBMIT” to proceed. 

 

 

 

 

- “NOTIFICATION FOR INSPECTION OF USED GOODS” will appear then click “confirm” 

to proceed.  
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- Complete the registration process by clicking the “CONFIRM” button. 

 

 

 

GOODS CONDITION: WASTE ITEMS 

 

 

- Waste items will be directly REJECTED by the exporter’s portal once documents have 

been submitted. 
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MODULES 

 

ACTIONS MODULE 

 

 

 Uploading of “Payment Receipts” 
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 Downloading the “REJECTION REPORT FOR WASTE SHIPMENT.” 

 

 

 Downloading the PDF copy of the details of the request 
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STATUS MODULE 

 

 

REQUESTED APPLICATION MODULE 
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COMMUNICATION MODULE 

 

 



 

WWW.SGS.COM 
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