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Introduction

Log into the Trade Finance Portal.

To initiate a new outgoing Guarantee amendment, from the home screen select ‘“Transactions’

then ‘Create Amendment”
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Select the “Instrument Type”, then select the transaction that the amendment is required for

from the list shown:

Trade Search

Status: acive () Inactive

Select fo cancel the acfion and return to the previous page

**Note you can filter by Instrument Type or search by Instrument ID**

Instrument ID | | Instrument Type: | ~ | Primary Reference:
Original Bank's Reference Number: | Vendor 1D: |
Si
Advanced
Radio Button selection is required in order to proceed to next step.
Instrument ID o Instrument Type CCY Amount Status Party Primary Reference Original E
-Z::Z- TRAESB10000... Quigoing Standby LC GEP 15.000.00 Active abc lid 123ABC
I ’, TRAGTE10000... OQuigoing Guaranies GEP 10.000.00 Active 123 Lid ABC123 I
-::::- TRAGTE10000... Outgoing Guarantee GEP 22.000.00 Active X¥Z Company Limited TEST280524
Total Cour

0060.



The existing reference will be shown below with “Amend” next to it:

Instruments:

QUTGOING GUARANTEE: AMEND

Outgoing Guarantee - TRAGTE10000870NP - Amend - (Started)

Terms:

Complete the amendment details below and when complete select ‘Save’ from the right side
panel (refer below). This will then bring in the changes made for you to review before you send
for authorisation (if required).

Please note that for ‘Valid From’ you should select from ‘Date of Issue’ or ‘Other Date’ - we can’t
back date transactions:

1. Terms w
Reference Mumber Arnount
ABC123 GEP 10,000.00
Applicant’s Mame Current Available Armount
Gold Ltd GEP 10,000.00

@ Incresse Amount

L_! Decrease Amount

GBP

MNew Amount

GEP 10,000.00

New Validity
Valid From: Valid To:
() Current validity From Diate () Current Validity To Date
O Date of Issue 07 May 2025
- I.l_'\.l - -
) Chher Date . Mew alidity Date

MY e (O EndDate |9y o

':::' Mo Expirg’Open Endead

(O Expectd Expiry |99y o
000.




Amendment to Terms/Conditions

Any changes to be made to the wording should be included in the field below:

2. Amendment to Terms/Conditions '

Additional Instructions Phrasa

=Szl=ct 2 Phrase= e

Arrendment to Terms/Conditions Text

Instructions to the Bank

Any additional instructions not to be included in the guarantee but for our action
(e.g., delivery instructions) should be included below:

3. Instructions to Bank W

Instructions to Bank Phrase

#Select 3 Phrases o

nstructions to Bank Text

0080.



Authorisation

Part 1: If you are the sole authoriser within the organisation, please follow the below steps:

Select Verify Data in the first
instance and ensure all relevant
fields have been completed.

Save & Close (You will be prompted with a list

of outstanding fields that need
I Verify Data I completing).

If all fields have been completed,
the transaction will move into
‘Ready to Authorise’.

Atftach Document

Copy Instrument

Close

If changes need to be made prior to
authorisation, you have the ability to
‘Send For Repair’, this will allow you
Route Transaction to select the transaction from the
home screen and edit.

Copy Instrument . X

Select ‘Authorise’ and the transaction

i will be sent to the Bank for

processing.

l Send For Repair ’ Please contact us immediately

if changes need to be made after
Authorise

Authorisation.
Trade Loan Drawdown

Request Form

Close

Part 2: If a second approval is required within the organisation, please follow the below
steps:

To send Select Verify Data in the first
the request instance and ensure all relevant
to an Authoriser: Save & Close fields have been completed.
(You will be prompted with a list

Vierify Data / of outstanding fields that need

completing).

Route Transaction

If all fields have been completed,
the transaction will move into

Atiach Document ‘Ready to Authorise’.

Close

i
i
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Authoriser:

The Authoriser will need to go into the portal and select the below queue:

Home
EE Discrepancy E Tracers g' Returned by EI Transactions for Transactions for
Notices Bank Processing Authorization
O New 0 New
0 Read 0 Fead
0 In Progress 0 Crafts 0 Transactions 65 Transactions 3 Transactions

This will then take you to the below screen, where you will need to select the correct
transaction:

ALL TRANSACTIONS

Show |'.'.\;|-k‘cr‘.lea'u: w| Status: |Requiring Authorisation v
nstrument Type [#. vl nstrument Group:  |All v| nstrument ID: |

Criginal Bank's Refarence Number |

s«:m-loggan O

Instrument ID o Instrument Type Transaction ccy Amount Status Party Primary Reference
TRAESE10000... Outgoing Standby LC T GEP 1,000.00 Ready to Authonse XYZ Lud

TRATRL10000... Trade Loan Drawdown R. szye GBP 10,000.00 R=ady to Authorise poi2d
TRATRL10000 Trade Loan Drawdown R ssus GBP 1.000.00 Ready toAuthorse 12345

Total Count: 2

To open the transaction for approval, click on “Issue” next to the reference number.

Saved 10:41 am
1. If the request needs to be

sent back to the maker for

request then select authorise

and it will be sent to the
bank for processing.
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