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Introduction

Log into the Trade Finance Portal.

To initiate a new Shipping Guarantee instruction, from the home screen select ‘New
Instruments’ then ‘Shipping Guarantee’

MatWest

Mew Instruments s JRLELS: Hiln g il

Choose Template

Trade

Copy From Existing

Transfer Export LC

Air Waybill

i

Expo

Direct Send Collection

it Caollection

Impaort LC

Qutgoing Guarantees

Qutgoing Standby LT (Simnple)

Shipping Guarantes

Trade Loan Draswwdown Reouest

A unique transaction reference number will be applied:

New Instruments:

SHIPPING GUARANTEE

Shipping Guarantee -

TRADEL10000827NP

- Issue - (Started)

ndicates required field

0060.



Terms

1. Terms

Freight Forwarder Q Release to Party Q
Mame * Mame *

[ v [ v
Address Line 1 Address Line 1

Address Line 2 Address Line 2

City City

Province/State Postal Code Province/State Postal Code

Country or Region Country or Region

[ v [ v
Faz Mumbser

[ ] Amount Details

Attertion OF Curmrency * Arnount *

[ | [ v | ]

Freight Forwarder — Click on the search icon to select a party or to add a new party click on
‘new’ within the search option.

Release to Party — This is the party you wish the goods to be released to. Click on the search
icon to select a party or to add a new party click on ‘new’ within the search option.

Amount Details — This should usually be 200% of the value of the goods, but this is subject to
the shipping line and should be checked.

“Applicant Q If the guarantee is to be issued in
— < the name of another.compony,
11 Monday Road select the search option to select

Stockport SKT 3ED United Kingdom
from your address book.

Reference Number

[

Related Instrument ID Q P If you have a related transaction,
[ ] click on the search icon to select

the relevant one
000.

] <+ Insert your reference number




Shipment Details

2. Shipment Details ~

essel Mameoyage Mumber From: Port/Place of Loading

[ ]

Bill of Lading Mumber

[ ] To: Port'Place of Discharge

Container Nurmber

[ ]

Goods Description

Gioods Description Texdt Phrase

=Selzct 3 Phrases w

Goods Description Text

Instructions to Bank

3. Instructions to Bank

ssue instrument in ¥

English W

Commizsions and Charges

Deit: Our Account Number ** Please note we will only
[ ] issue the transaction in
English **

Deebit: Foreign Currency Account Mumber

[ ]

Currency of Account

Additional Instructions Text Phrase

[{Sala:t & Phrases W

Additional Instructions Texdt

0080.



Save & Close

\ferify Data

Route Transaction
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; Please attach the relevant wording
Atiach Document ] \ provided by the shipping line.

-

Copy Instrument

Close

Authorisation

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

Select Verify Data in the first
Save & Close instance and ensure all relevant
fields have been completed.
(You will be prompted with a list
of outstanding fields that need
completing).

\

Verify Data

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

Attach 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 to
Route Transaction select the transaction from the home

screen and edit.
Copy Instrument

Select ‘Authorise’ and the transaction will
be sent to the Bank for processing.

l O I Please contact us immediately if changes
Aulh _ need to be made after Authorisation.
orise

Trade Loan Drawdown
Request Form

00 40000

Close

0060.



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

To send the request to an Authoriser:

Select Verify Data in the first
instance and ensure all relevant
fields have been completed.
(You will be prompted with a list

of outstanding fields that need
] completing).

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

Foute Transaction

Attach Docymment

Authoriser:

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

Home
§— .
= Discrepanc: Tracers | Returned by = Transactions for o Transactions for
i Notices ' El g Bank D Processing Authorization
O New 0 New
O Fead 0 Read
O n Frogress O Crrafts O 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

Shows |‘.’.b-l- for Near Ltd v| Ststus: |Requiring Authorisation v

| instrument Group:  [an v|  instrumentiD; |

<

nstrument Type [f'A.

Original Bank's Referance Number

s 102020 ) O £

InstrumentID - Instrument Type Transaction ccy Amount Status Party Primary Reference
TRAESE 10000, Outgoing Standby LC 558 GBP 1000.00 Ready to Authorse XYZLld

TRATRL 10000 Trade Loan Drawdown R 22 GBP 10000.00 Rsady to Authodse poiz3d
TRATRL10000 Trade Loan Drawdown R ssus GBP 1.000.00 Ready to Authodse 12345

Total Count: 3

000,



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

Saved 10:41 am

Route Tran=action

Send For Repair

m

1. If the request needs to be
sent back to the maker for
an update select this.

2. If you are happy with the
request then select authorise
and it will be sent to the bank
for processing.

00



