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Chapter 1 Introduction

CitiDirect BE® is Citibank’s best-in-class web-based banking platform, which consolidates all your corporate
banking functions in a globally accessible and secure platform. Both Cash and Trade functions are supported on
CitiDirect BE®, however, this user guide only covers the Trade functionality.

Some Key Benefits of the Trade Services modules include

Real-time visibility for improved working capital decision making

Risk management and mitigation through consolidated global view for multi-national companies

Increased efficiency in transaction execution
Speed up dispute resolution with digital imaging
Login methods tailored to local country regulations

Key Trade Services features are

Electronic execution of transactions

Pre-format templates and “Copy transaction” functionality
View Document Images electronically

Intuitive inquiry of existing transactions

Comprehensive Reports

Automated File and Report Delivery (AFRD)

Real-time Event Notifications

File Import Capabilities

The following products are supported

Import Letter of Credit

Import Documentary Collections

Open Account Matching and Processing

Export LC Advising and Confirmation

Transfer under an Export LC

Direct Presentation (Electronic presentation of export documents) *select offering
Export Collections (Direct and Documentary)

Guarantees/Standby LC Issuance

Guarantees/Standby LC Advising



Log In and Access

English

Challenge Response

Multi-factor
Safeword
Secure Password

Digital Certificate

..

1. Log into CitiDirect BE SM through: https://portal.citidirect.com

2. Click on Login Method
3. Select the appropriate log in method

If a safeword card was issued, select “Challenge Response”

e Enter your log in ID and click Continue

e Hit “9” on your Safeword Card, followed by the set of numbers in the “Challenge” field

e A set of Alpha-numeric characters will appear on your safeword card. Enter this into the “Response” field and
hit login

Note: If you are a Singapore or Hong Kong user, pick “Multi-Factor”

e You should have received a password. Follow the same steps as above, and enter the password you received
when prompted


https://portal.citidirect.com/

4. The CitiDirect BE®™ homepage is shown below

Welcome Client User CitiDirect BESM TRADE PRODUCT NA
0 failed attempts since last login:04/02/2014 08:55:20

Help My Settings Logout

Self Senvice

it [
=

- Reports &
CitiDirect Senvices k
I Analytics

[E, Customize Homepage

MNew Widget Motifications

5 My Worklist Snapshot

Admin

[[g CitiDirect Available Reports

File Name Date/Time

CitiDirect BEM Enhancements

@i) Announcements

“You can now customize the Citidirect BES™ Homepage through th
Manage Content feature, which alows you to add and remos
modules to fit your needs. Click on the help iink at the top right fi
instruction on this new feature.

Since the last relesse Cinirect AFSM navination and wehsi ™

You currently have no CitiDirect Reports available. Any reports generated and available in CitiDirect will be displayed here

[ CitiDirect Shortcuts Lo 3F3
Favorite Reports
Transactions - Trade Services
Trade Senices
Citigroup.com Frivacy ~ Terms of Use
o~ Copyright @ 2007 - 2014 Citigroup Inc.
citi

m

5. Click on CitiDirect Services

6. The CitiDirect Services homepage is shown below

P

CItl

CitiDirect® Online Banking

03/20/2014 1747:46

7

| OnlineHelp | My Preferences | Inbox | SupportWebsite | Close
Change Client Context | Privacy Statement

[search CiDirect Menu

| would like to -

t: Home l My Transactions & Senices I Inquiries & Searches Reports : Tools & Preferences User Administration

J

[ Favorite Reports

Welcome to CitiDirect Online Banking For CLIENT COMPANY

Need Assistance? Firsttime using CitiDirect? The CitiDirect Support Website contains
training, frequently asked questions and support contact information

a]

]

7. Click on My Transactions and Services



8. Click on Trade Services

citi

CitiDirect® Online Banking

Online Help |

My Preferences | Inbox | SupportWebsite | Close
Change Client Context | Privacy Statement

Search CitiDirect Menu Q
Iwould ke 1o ... -

{ Home : Inquiries & Searches Reporis

Tools & Preferences

User Administration

J

Home == My Transaclions & Services

[ Favorite Reports

Payment Initiation
View All
Purchase FX for Payments
Payment Services
Payments Services
US Disbursements Services
Image - Canada and US
Paid Check
Match Pay
Administrative Messages
File Services

Import Transactions
Export Data
CitiConnect

Citl



9. The Trade Services screen is shown below. Note that this screen will look different depending on individual
user’s entitlements

The Input/Modify tab is used to initiate transactions.

The Repair Required tab displays a queue of transactions that need to be repaired.

The Verification Required tab displays a queue of transactions that need to be verified

The Authorization Required tab displays a queue of transactions that need to be authorized.

The Release Required tab displays a queue of transactions that need to be released for processing.
The Offline Authorization tab displays a queue of transactions that can be authorized offline.

The Incoming Messages tab displays a queue of incoming messages initiated from Citi’s
back office.

The View tab displays a queue of all processed transactions and messages.

TN CitiDirect® Online Banking | OnlineHelp | MyPreferences | Inbox | SupportWebsite | Close —
CI tl Change Client Context | Privacy Statement
03/20/2014 17 47:48

[search citiDirect Menu a]

| would like to .. -

‘ Home Inquiries & Searches © Reports © Tools & Preferences User Administration |

Home == WMyTransactions & Services =» Trade Senvices == Trade Services F‘-* Favorite Reports

Trade Services Last Login Date 03/19;2014 09:24:38

“InputiModifyy T Repair Reqd T Verification Reqd T AuthReqd T Release Reqd T Offline Authorization T Incoming Messages T View

Service Type | customerin_| Customer Hame | Customer Reference | Counter Partyame | CCY | Amount Maker Hame

]

4| |
—
<< Row 1 01 400 + »» | Right Click on column titles to customize| (1)12) sorted columns.

Q ﬁ A . Go To y Other
“ H@‘ ‘| Submit Hew Details Delete Options




10. Click on Inquiries and Searches

citi’

CitiDirect® Online Banking

03/20/2014 17:47:46

| MyPreferences | Inbox | Support\Website
Privacy Statement | Onl

[EEN
N

Close
ine Help

| Search CitiDirect Menu

a]

lwould like to ...

-

Home

My Transactions & Services

Home == Inguiries & Searches

Reports

Tools & Preferences

User Administration

[ Favorite Reports

Access Management
Inactive User Inguiry
Cash Statement
Balance Summary Inquiry
Account Statement Inquiry
Transaction Summary Inguiry
Transaction Detail Advice
Inguiry
Incremental Account
Statement Inquiry
MA Paid Cheques Inquiry
Statement Delivery Status
Inguiry
Latin America Consolidated
Position Summary Inquiry
Latin America Account
Paosition Inquiry
Latin America Float Analysis
Inguiry
Latin America Controlled
Disbursement Inquiry
Liquidity Management
Sweep Rates Inquiry
Lockbox
Lockbox Interim Motification
Inguiry
Lockbox Activity and Image
Inquiry

Trade PO
Purchase Order Inguiry
Invoice Inguiry

Trade Services
Trade Bill Details Inquiry
Trade Letter of Credit Details
Inguiry
Trade Guarantee/Standby
Letter of Credit Details
Inquiry
Trade Settlement Funding
Inquiry
Trade Future Funding Inquiry

File Services
Import File Ingquiry

Check Disbursements
US Today's ltems High Order
Prefix Inquiry
US Check Status Inquiry
Ug Paid Without Issuance
Inquiry
LS Today's ltems Inquiry
U5 Confrolled Disbursement
Funding Presentment Recap
Inguiry
LS High Order Prefix Inquiry
Ug Controlled Disbursement
Funding Inquiry

m

11.

12.

m

The Trade Services Inquiries Options are shown (More details on how to utilize the inquiry module can be
found in each individual product section)

Click on Close to log out

Cl
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Chapter 2 Import Letter of Credit

Letter of Credit—Overview

A Letter of Credit (LC) is an undertaking issued by a bank in favour of a beneficiary, which substitutes the bank’s
creditworthiness for that of an applicant. In a broad sense, a Letter of Credit is simply a letter of instruction issued
to a beneficiary (seller) by a Bank at the request of its customer (buyer). In a narrower sense, it is a specialized,
technical instrument used to pay for a shipment of goods or services from one party to another.

Trade involves buyers and sellers seeking to exchange goods or services despite their differences in language,
national customs, credit procedures and accounting practices. Historically, merchants have sought ways of
minimizing these differences and facilitating trade. The special protection and opportunities offered by Letters of
Credit apply to both domestic and international trade.

About the Module

User initiates all tasks through the Import Letters of Credit module, replacing paper applications for his/her Import
Letters of Credit. After he/she has created the Import Letter of Credit application in the Trade Portal, the
application is routed through the bank for processing, and is then issued by the bank as a letter of credit.

In the Import Letters of Credit module, user can electronically

e Apply for new Import Letters of Credit

e Apply for amendments to issued Import Letters of Credit

e Authorize Import Letters of Credit

o Release Import Letters of Credit to the bank

o View outstanding Import Letters of Credit

o Review payments



Accessing the Import Letter of Credit Initiation Module

. CitiDirect® Online Banking | Oniine Help | MyPreferences | Inbox | SupportWebsite | Close
CItl Change Client Contaxt | Privacy Statement
14 17:47:4
AE%D. & [Search CaiDrect Menu x

Twould like to

Inquiries & Searches ~ Reports  Tools & Praferences  User Administration

Home >» MyTransactions & Senices >> Trade Senices >> Trade Senvices [& Favorite Reports
Trade Services Last Login Date 03/192014 09:24:38

]

I Maker Nome

4 |

<<Fow 101400+ »> | Right Clck

REC

From the Main Trade Services homepage, click on the Input/Modify tab to access the Import Letter of Credit
Initiation Module.

Creating Import Letter of Credit—Issuance

Initiation of an Import Letter of Credit can be done three different ways
o Create a new Letter of Credit by entering all the details

o Copy a Letter of Credit from a similar LC that already exists in the system. This allows the user to quickly
create an application, by entering or updating only the details that differ from the existing LC

o Create a Letter of Credit based on a Pre-format. The information from the pre-format is entered automatically
into the LC application, and user needs to enter the details that relate to the specific transaction. From the pre-
format, the details of the application are saved for future use. The user only needs to enter related data
specific to this application



Creating New Letter of Credit

When creating a new Letter of Credit without pre-formats or copy from an existing LC, user can initiate an Import
Letter of Credit (LC) application as follows

To create a new LC
1. Choose Trade Services | Choose Input/Modify
2. Click on the New button

Trade Services
ail Werification Regd Auth Reqgd Release Reqgd Offline Authorization Incoming Messages

Service Type Customer ID I Customer Hame Customer Reference Counter Party Hame

L

4] |

== Row 13 of 400 + == | |Right Click on column titles to cus‘tomize| (13427 sorted columns

Q @ ﬁ Submit || Hew S T.D Delete
Details

3. Details Dialog
| £ Details Dialog [E==
= Transaction Initiator * Customer ID

peceseey ala}u]ufrlc]

+ Transaction Type + Creation Method
] il
= Required Fleid

In the Details Dialog box, click the dropdown of the Transaction Initiator field. The Transaction Initiator Library
contains the unique identifiers. Select a name of relevant Transaction Initiator from the Transaction Initiator
Library Look-Up Dialog Box and click OK. Select the dropdown of the Transaction Type and choose Import
LC Issuance.

B Library Look Up Dialog x|

Import LC Issuance

Imendment to Import LC

<< Row G of 24 == | (1)42) sorted columns

OK Update Screen Cancel

In the Creation Method field, select Create New and click OK.



BLibrary Look Up Dialog x|

{1) Creation Method

Copy Transaction

Create New

Create from Fre Format

==Row 20f 3== | (1)A(2) sorted columns

OK Update Screen Cancel

The Snapshot below displays the Transaction Initiator dialog box with fields populated through the selections
made via Library Look-ups. All the fields need to be filled. Click OK to open the Import LC Issuance screen.

| | Details Dialog (23]
= Transaction Initiator = Customer ID
ﬂ |x><>ooo< peeeiired 000003
Name

+ Transaction Type + Creation Method
ﬂ IImport, LC Issuance ﬂ ICreate Hewr
* Required Field ok Cancel

4. The Import LC Issuance module contains the following tabs: Main, Conditions, Documents, Shipment, Details,
Goods and Others

The snapshots below illustrate the Import Letter of Credit (LC) module's features:

0 citi



MAIN TAB
The Main Tab of Import LC Issuance Screen is presented.

Any fields with the * is a mandatory field and must be completed.

1 I 0 Failed Login since Last Login Date 03/28/2014 21:42:41  CITIDIRECT TRADEI
Goods

Import LC Issuance

Conditions Documents Details Others

Shipment

Transaction Initiator Customer ID
Ixxxxxx HOOCOOC0O000 MOO0000! 000003
Transaction Status
= Applicant LC Reference Number Bank LC Reference Nurmber

|

=~ Form of Documentary Credit
| ILREVOCAELE

i

* Applicable Rules
IUCP LATEZT VERSION

M

This section displays the Login details of the user such as last login date and time stamp

Initiator Dialog box (refer to section 4.3, Accessing the Letter of Credit application)
Transaction Status is populated by system

In Applicant LC Reference Number field, a unique reference number should be entered by the user

displayed on the LC application once the application is processed and issued

Applicant Name | Address

FOCOOTT

ﬂlxxxxxx

Applicant Country

EI ﬂ IEIHDNG KOG

= Beneficiary Name | Address

= Beneficiary Country

1

0]

x| =l ]
Contact Person Contact's Email Address
Telephone Humber Fax Number
Advising Bank Name / Address Advising Bank Country

|

= M ]

User can select the Applicant Name/Address and Applicant Country from the Library

|»

The tabs are used to initiate the LC issuance and provide easy access to different areas of this module

Transaction Initiator and Customer ID fields are pre-populated as per the selection done in the Transaction

The Bank LC Reference Number is a unique number pre-assigned by the Issuing bank, which will be

Details such as the Form of Documentary Credit and Applicable Rules need to be inserted by the user

Beneficiary Name/Address, Beneficiary Country, Contact Person, Contact’'s Email Address, Telephone

Number and Fax Number need to be either entered by the user or populated through Library Look Up

10.
defined for the counter party selected from the Trade Counter Party Library

Note: The parties mentioned must be pre-defined in the respective libraries in order to populate these fields.

11

The Advising Bank Name/Address and Advising Bank Country fields can be selected from the Advising Bank



= [

15

1

1

2

2

2

7

9

1

3

4

~ CCY / Amount ~ Awailable By
vl[ | [6v nEcorzarIoN |+

= fAwvailable With Bank Name ! Address

ICITIBANK :I ﬂ |

Bank Country
[ |
UpTo Tolerance +/-
; T

11. The CCY/Amount field can be inserted using the Currency Library Dialog Box. User can select a currency
from the list and click OK, then enter the LC amount in the next field

12. In the field Available By, user can choose the settlement (payment) type for the LC

13. In the field Available With, user can choose the appropriate party that will process the final settlement of LC.
Users can choose from Any Bank, Any Bank In, Banamex, Citibank, Other

14. Depending on the option chosen in the previous field in item 13, the Bank Name/Address and Bank Country
will need to be populated. For example, if “Any Bank In” is selected, the Bank Country field will need to
be populated

15. The tolerance percentage difference that is acceptable between the amount that is drawn and the amount of
LC can be activated by clicking the Up To check box

16. Tolerance is the percentage difference that is acceptable between the amount that is drawn and the amount
of the LC. User can enter the tolerance percentage as +/- range

Expiry Place + Expiry Date
I £ =
= Motify By Drafts Reguired
A 2
= Tenor = Confirmation Instructions
ISight, :I IIlJITHDUT :I
Days Tenor Terms -
Drawn on Charges -
vl vl

* Reguired Field  ** At least one reguired field
Submit Save Download Hext LT Clear Print Print Preview 0th!3r
Summary Options

17. In Expiry Place, users can enter the city and country where the LC will expire

18. In Expiry Date, user can click the Calendar button to choose a date when the LC will expire. The date entered
here is the final/latest date on which drafts and/or documents can be presented to a bank for negotiation
or payment

19. Notify By allows the user to select the appropriate communication method (eg. Mail, Cable, Fax) for the bank
to forward communication to

20. Drafts Required allows the user to select the check box if drafts are required

21. Tenor allows the user to select from “Sight” or “Usance” terms

A®

12 Citl



22. Confirmation Instructions—users can select from “Confirm”, “May Add” or “Without” of the LC. A selection of
Confirm will add the following clause “Confirmation on Credit is required” to the LC

23. If “Usance” was selected in ltem 21, Tenor Terms and Days will need to be filled out

24. For Drawn On, user can populate this field using the Library Look Up and select the relevant Party from the
list and click OK

| £ Library Look Up Dialog (]
1] O

ABC BLNE

AECD EBANK

Party 1

Party 2

==Row 10f 15 == | (1)/(2) sorted columns

OK | Search || Update Screen Cancel

25. For Charges, user can click the Library Look Up to open a Library Look Up dialog box. User can select clause
from the charges list and click OK

| 2| Library Look Up Dialog =5

(1) Clause Type (2) Clause Text Short Description Clause Text is locked Branch Code

CHRGS Text 1

CHOGE Tent 2

CHRGS Text 3

R

CHRGS Text 4

<< Row 1ot 10> | (134(2) sorted columns

oK Search Update Screen Cancel

26. The Action buttons on the bottom right of the Import LC module allows users to perform a variety of actions.
All the actions performed by action buttons are detailed below.

13 Citl



CONDITIONS TAB

Click on the Conditions tab. The Conditions tab is presented.

Import LC Issuance

Conditions Documents Shipment

Conditions
TEER CAM INPUT FREE FORM TEXT OFR SELECT THE DEROPDOWN ARROW TO d

CHOOSE PRE-CREATED CONDITIONE

* Reqguired Field  ** At least one required field Return to Other

Submit Save Download Hext Clear Print Print Preview -
Sunmary Options

1. Inthe Conditions text box, the user enters terms and conditions of the LC. The user may click the Library
Look Up icon to open a Library Look Up Dialog box and select the appropriate pre-created clause from the
list, if available and Click on OK.

The user can also input free form text or paste the data from an electronic copy of the text into this field.

y citi



DOCUMENTS TAB

Click on the Documents tab. The Documents tab is presented and allows users to include
documentary requirements

Import LC Issuance
Main Conditions Documents Shipment Details Goods Others

Transport Document
BIFull set of clean on board port to port Bills of Lading
-+ Marked Freight = Consigned To + And Notify
[rrepaia v v [comsTones mams El v [apprzcant =

Text
3 DITIONAL ZPACE FOR USER TO ADD TEXT REGAIDING TRANSPORT
OCUMENTS

|»

1. Select the Transport Document from the dropdown

2. From the Marked Freight list, choose whether the goods will be shipped with freight charges prepaid or will be
collected at destination

Select the Consigned To details from the Library Look Up

Enter the And Notify using the Library Look Up function. This is the party who will be notified when the
shipment arrives at its destination. This is usually the Applicant, but can be a party acting on behalf of the
Applicant, such as a freight forwarder

3. User can enter additional details regarding Transport in the Text box

Users can specify required documents: Signed Commercial Invoices, Packing Lists and Certificates of Origin,

GSP Form ‘A’ Certificate of Origin
Original(s) Copyiies)
[ Signed commercial invoice in IZ— IZ_
¥/ Packing list in [z [z
[ Certificate of Origin in ] [

[ GSP Form 'A' Certificate of Origin in I I

4. Click the checkbox for the type of document that the client wishes to require presentation from
their beneficiary

5. Enter the number of Originals and Copies of the document required

Users can specify detailed requirements of Insurance Policy/Certificates:

15 Citl



* Percentage
n v Insurance PolicyiCert. (in duplicate) Endorsed in blank for the invoice value plus IllU

[ Institute cargo clauses "&'
n [ Institute war clauses
[ Institute strike clauses

= Other {please specify)
I ’ANV ADDITIONAL INSURANCE COWELAGE CAN BE DEFINED IN THIS BOX

E Additional Documents

Al

Summary Options

* Required Field  ** At least one required field
Save Download Hext LI ED Clear Print Print Preview I

8. Click the checkbox and update the percentage. Once Insurance Policy/Cert. (in duplicate) Endorsed in blank
for the invoice value plus is selected, it is mandatory to enter the percentage in Percentage text box

9. Once the user has checked the Insurance Policy/Cert. (in duplicate) Endorsed in blank for the invoice value
plus, user can select the clauses from the sub-check boxes available. Any other insurance coverage can be
defined in the Other (please specify) text box

10. Enter the details of any Additional Documents required for the LC. User can choose pre-defined clauses from
the drop-down list, type the details into the text box using free form text, or copy the details from a
word document

. citi



SHIPMENT TAB

Click on the Shipment tab. The Shipment tab is presented and allows users to include shipment requirements.

Import LC Issuance

Conditions Documents Shipment Details Others

+ Partial Shipment + Transshipment 2
IProhibit,ed = IProhibit,ed =
Ship From Country of Origin
Al Ml
Port of Loading
Al
Ship To
|
Port of Discharge
|
+ Shipment Terms
M
Presentation Period Latest Shipment Date
IZ Ioa;auzom illj
* Required Field  ** At least one required field Return to ) ) ) Other
m Save Download Hext STTERY Clear || Print Print Preview Options

Choose whether Partial Shipment of the goods is Permitted or Prohibited

Choose whether Transshipment of the goods is Permitted or Prohibited

Enter the shipment's Departure Location in Ship From text box or choose from the drop-down list
Choose the Country of Origin from the list available

Enter the shipment’s Port of Loading or choose from the drop-down list

Enter the shipment's Final Destination in the Ship To text box or choose from the drop-down list
Enter the shipment’s Port of Discharge or choose from the drop-down list

From the Shipment Terms of delivery list, choose the INCOTERM that will be used for the Shipment

© © N o 0o &~ w NP

Enter the Number of days after shipment allowed for presentation of documents in Presentation Period
text box

10. Choose the Latest Shipment Date allowed from the calendar
DETAILS TAB

Click on the Details Tab. The Details tab is presented, and can be used to enter purchase order (PO) details with
the transaction.

Specifying Purchase Order Details

If user is setup to use purchase orders, user can:

e Add POs to the Letter of Credit

o Edit/Delete POs from the Letter of Credit

e Create new POs and attach them to the Letter of Credit

17 Citl



1 Import LC Issuance
Conditions Documents Shipment | Details Others

Details Layout

|Pre—De fined Standard Structure

Details
PO Humber Date of PO VYendor Hame Buying Office SKUID Product Description

4 | »

==Row 0 of 0= | (1)1(2) sorted columns Add Hew Edit Delete || Totals

¥ Copy Amount Total to Transaction Amount?

* Required Field  ** At least one required field
Submit || Save | Download Hext Return to Clear || Print Print PFreview Other

Summany Options

1. When the user clicks on the Details Layout Look Up button, the Details Library Look Up Dialog box will
appear, allowing the user to select an appropriate PO detail layout.

| = Library Look Up Dialog @

Sub-Structure Id Desgcription
Pre-Defined Standard Stru... Detail Structure Defined By the Client

<= Row 1 of 10== | (10i(2) sorted columns

0K Search Update Screen Cancel

2. Inthis dialog box, users have the option to choose from pre-set PO information or enter new information.
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Main | Conditions | Documents Details

Details Layout
EIP:--Duﬁnod Standard Structure

Shipment

Details

Goods

Others

»

PO Number ‘ Date of PO Vendor Name Buying Office SKU D ‘

x|

*+ PO Number =+ Date of PO =
[ 7 7 Bl
** Vendor Name ** Buying Office
** SKUID =+ Product Description
*+ Quantity =+ Quantity Units
== Rate per Unit == Rate Currency
Y|
** Purchase Order Amt ** Reference Number
== Additional Field 1 == Additional Field 2 i
== Additional Field 3 =+ PO Version Number
]1
=+ Purpose Code **= PO Country Code
L
== PO Quantity == Master Contract No
*= Customer Name == Customer ID
** File ID ** Run ID
*= Vendor ID == Vendor Address -
** At least one required field Save | Clear Print Close
« |
<<Row 00f 0>> | (1)42) sorted columns 3 Add | New | Edit Delete Totals
I I Copy Amount Total to Imusammnmnuum?l
+ Required Field == At least ired field
st i) Submit  Save Download Next euNn ' Clear Print Print Preview her

If Copy Amount Total to Transaction Amount is checked, it will override the LC amount on the main tab.

3. If User wants to enter previously saved information, user will click on Add. If new information is required, the
user should click on New. This will bring up a separate PO Detail Dialog box for the user to complete.

4. The PO Detail Dialog box appears. Users fill out the PO information and should click on Save

when completed.

Import LC Issuance

Conditions Documents

Details

Goods Others

Shipment

Details Layout
ﬂ IPre—Defined Standard Structure

Details
PO be Date of PO

123456789 0370172014

EENE 1

EUYING OFFICE HAME 111111111

PRODUCT DESCRIPTION

* Required Field  ** &t least one required field

Return to

Submit
Summary

Hext

Save Download Clear || Print

5. The screen shows the successful addition of the PO to the list.
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GOODS TAB

Click on the Goods Tab, where users can enter the details of the goods and services associated with the LC

Import LC Issuance

- Main | Conditions | Documents | Shipment | Details [(iGoods)| Others
1

== Goods text before Details

ﬂ TSERS CAN INPUT FREE FORM TEXT OR SELECT THE DROP DOWN ARROW TD:I
CHOOSE PRE-CREATED TEXT

[
Showy Details

=+ Goods text arter Details

ﬂ USERS CAN INPUT FREE FORM TEXT OR SELECT THE DEOP DOWH ARROW TDA
CHOOSE PRE-CREATED TEXT

* Required Field  ** At least one required field Return to Other

Save Download Hext Clear Print Print Preview _
Summanry Options

1. Inthe text boxes Goods text before Details or Goods text after Details, users can insert clauses related to
Goods associated with Letter of Credit

Users can choose pre-defined Clauses from the Library Look Up. When user chooses a clause from the list, the
clause text is inserted into the text box. User can insert as many clauses as necessary. User can input free form
details or directly paste the data from an electronic copy of the text

2. The Show Details link takes the user back to Detail Tab
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OTHERS TAB

Click on the Others Tab. The Others tab allows for internal notes and any additional information

Import LC Issuance

Conditions Documents Shipment Details Goods Others

Pre Format Code

= For Auto LC

Insurance covered

[ -]
User Data

The following information is for your purposes only.
This information will not be sent to Bank processing location.
Additional Field 1 Additional Field 2

Additional Field 3

* Required Field
®= At |lagst one reguired fiskd m Save || Download | Hext g‘ﬁ:_:::;; Clear || Print || Print Preview g::tlitgns

1. If a pre-format was used, the pre format code would be displayed in the Pre Format Code text field

2. The User Data Section displays three Additional Fields. These fields can be used to include additional
information, but this information will not be sent to the bank, nor be included in any reports
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SUBMITTING THE TRANSACTION

H B B BB EOIoDE B B

Save Download Hext BT Clear Print Print Preview Oth_er
Summary Optiong

1. Once all the fields and tabs are completely filled out, the user can Submit the transaction. If any field was
populated incorrectly, or if a mandatory field was left blank, an Error pop-up (below) appears on the screen

| | Error

All of the following rules must be met:
. Applicant LC Reference Mumber: Required field, please enter.
. Beneficiary Country: Required field, please enter.

o= Lo b =

]

. Expiry Date: Required field, please enter.

. Motify By. Required field, please enter.

. Beneficiary address line 1, Beneficiary address line 2, Beneficiary
address line 3: One field is required, please enter.

7.

CCY I Amount. Required field, please enter.

Shipment Terms: Required field, please enter.

© © N o 0o &~ W

Save—The Letter of Credit is saved with the status of Incomplete. User can return to complete the application
at a later time

Download—User can download the LC to his/her PC

Next—Takes the user to back to the summary screen to the next LC

Return to Summary—Returns the user to the Trade Services Summary screen
Clear—Clears all the content entered by the user

Print—Prints the LC

Print Preview—Provides print preview of LC

Other Options—When user clicks on Other Options, he/she can see two options: View Error and Transaction
History. View Error provides users a view of the Error (if any) with the transaction. By clicking on Transaction
History, user can view the complete history of the transaction

After the user clicks on Submit, a Submit Dialog pop-up will appear, allowing the user to save the completed
application as a Pre Format for future LC applications or to add counter party/ bank information to the
Trade Libraries

| 22 Submit Dialog

List of available Pre Formats

Pre Fornvat Code ( Description
[ Save as Pre Format |

[T Add Counter Partyto Trade Counter Party Library [~ Add Bank Information to Trade Bank Library

|

* Reguired Field m
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2.1.1 Reviewing and Authorizing the Transaction

After the transaction is submitted by the maker, this transaction will be routed to the “Authorization Reqd” queue.
All transactions with the status "Authorization Required" will require an Authorizer to approve the transaction
before it is released to the bank for processing. The snapshot below illustrates the Transaction Review screen.

Trade Services
InputModifyy Repair Reqd Verification Reqd Auth Reqd Release Reqd Offline Authorization Incoming Messages

Service Type Customer ID Customer Hame Customer Reference ion / Cust. Rel. Ref. Bank Reference
Inport LC Issuance oooool CUSTCOMER NAME ABC123

4] |

== Row 1 of 1 == | |Right Click on column titles to l:ustomize| (11(2) =orted columns

q Send To . Go To Other
q @ ﬁ Suthoyize Repair LIy ||| L= Details || Options

1. The Authorizer can select and view the transaction before approving or sending the transaction to repair. This
can be done by clicking on Go To Details action button

2. The Magnifier image icon allows users to perform a quick search for transactions. The Printer image icon
allows users to print the summary page of transactions that require authorization. The Desktop-Building
image icon allows users to export all or selected rows in the authorization required screen

3. Additionally, from the summary screen, the user can select any of the action buttons to perform
various functions

e Authorize—Authorizes the transaction and sends transaction for processing

e Send To Repair—Sends the transaction back to the maker for repair

¢ Modify—Opens the transaction for editing

e Delete—Deletes the transaction

e Go to Details—Takes the user to details of the selected transaction

e Other Options—When user clicks on Other Options, he/she can choose from various options, including
Search, Update Screen, Print, View Errors, Print Details, View Totals, View Transaction History
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Import LC Issuance

Conditions Documents Shipment Details Others

|»

Transaction Initiator Customer ID
I 000001

Transaction Status
IAut.h Becuired Lewel 1

+ Applicant LC Reference Number Bank LC Reference Numhber
IGBHJHJHKJ I

+ Form of Documentary Credit + Applicable Rules
IIRREVDC&BLE j IUCP LATEST VERSION j

~ Beneficiary N FPleaze enter the reason for rejecting this item.

|
Contact Persg

Telephone Hu

Advising Bank

hil
= CCY [ Amount W
ﬂ W| E_SEE,00 IBY WEGOTIATION j

= fwrailable With Bank Hame | Address
ICITIBM\]‘K ﬂ ﬂ | =
Bank Country
o] i
UpTo Tolerance +i-
. BN
Expiry Place * Expiry Date
=l
| |03f29f2014 ;IJ
+ Notify By Drafts Required

= Tennr = [~ S
* Reuired Field Send to . Return to ; ; : Other
== Af least one reguired fie|m Download || Delete | Modify | Hext STTERY Print || Print Preview Options

The Checker will be able to view all the details related to the transaction, exactly as the Maker entered them, and
can scroll through the tabs at the top
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11.

If Checker finds that something is wrong with the transaction, he clicks on Send to Repair

If Send to Repair is selected, a Reason dialog box appears, prompting the user to enter a reason for sending
the transaction to repair

If the details of the transaction are correctly entered, the checker clicks on Authorize
Download: Downloads the LC

Delete: Deletes the transaction

Modify: Opens the transaction for editing

Next: Takes the user to the next transaction

Return to Summary: Returns the user to Summary Tab

Print: Prints the LC

. Print Preview: Provides print preview of LC

Other Options—When user clicks on Other Options, he/she can see two options: View Error and Transaction
History. Clicking on View Error, the user views the Error (if any) with the transaction. By clicking on
Transaction History, user can view the complete history of the transaction

Create a Letter of Credit from an existing Letter of Credit

Users can create a new LC application based on an existing Import LC that has been processed. This is useful if
user needs to create an Import LC where most but not all of the details are the same (eg. Same beneficiary and
banks involved).
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|| Details Dialog 53
+ Transaction Initiator + Customer ID
ﬂ |x}<}<}<}{x SODOOOT 000003

* Transaction Type + Creation Method
Ad| N
* Reguired Field ok Ccancel




1. The user should click on the Transaction Type Library Look Up and the Creation Method Library Look Up to
select the relevant Transaction Type and Creation Method (in this case, Import LC Issuance and

Copy Transaction)

Lil:irarg.f Look Up Dialog

Import LC Issusnce

X

Amendment to Import LC

== Rowe 8 of 24 == | (12 sorted columns

OK Update Screen

Cancel

2. When the user clicks on the Transaction Type Library Look Up, the user is able to select from various service
types (depending on user entitlements). User should select Import LC Issuance option from the list provided

and click on OK

|| Library Look Up Dialog

Copy Transaction

(=]

Create New

Create from Pre Format

== Rovy 1 of 3 == | (1402) sorted columns

OK Update Screen

Cancel

3. When the user clicks on Creation Method Library Look Up, the user should select the Copy Transaction
Option from the list provided

| 2:| Details Dialog
* Customer ID
000104

* Transaction Initiator
ﬂ Ix}c{ ety

Name
|:><:><x FOOOTH

+ Transaction Type = Creation Method

==

ﬂ |1mpon: LC Issuance ﬂ Ichy Transaction

= Applicant LC Reference HNumhber

IDUl—RRlD—TTlQZS

* Reguired Field

Ok | Cancel

4. The Details Dialog box is now populated with the selections made by the user
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Import LC Issuance

Details

Transaction Initiator

I CUSTOMER NAZME

Transaction Status

IAut,h Tequired Lewel 1
Applicant LC Reference Number
RBC123

= Form of Documentary Credit

IIRREVUCAELE j

Applicant Name | Address

ﬂ I CUSTOMER NZME

+ Beneficiary Name | Address

ﬂ IBENE HANE

Contact Person

IEXPDRTER' & CONTACT

Telephone Number
123-456-7830

Advising Bank Mame / Address

ﬂ IADVISING BANE NAME

+ CCY [ Amount

ﬂ IUSD 500000. 00

+ Awailable With
IANY BANE j

UpTo
™

Expiry Place

IHUNG EONG

* Notify By

ﬂ IFull Cahle

= Tenor

Fremnee

= Days

i

Drawn on

ﬂ IC:L::\.bank Hi Hong Kong

Customer ID

I 123456
Bank LC Reference Number
= Applicable Rules

IUCP LATEST VERSION j

Applicant Country

= ﬂ IEIU‘NITED STATES

+ Beneficiary Country

= ﬂ IEIHDNG HONG

Contact's Email Address

IEXPDRTEP@G}{AIL. CoM

Fax Humber

|123—456—7891

Advising Bank Country

= ﬂ IEIHDNG EONG
+ Available By

IBY HEGOTIATION j

Bank Name ! Address

H

Bank Country

H[

Tolerance +/-
=T

+ Expiry Date

=t |

Iua/01/2013 ;IJ
Drafts Required
=

= Confirmation Instructions
IMAY ADD ﬂ

= Tenor Terms

IAFTER E/L DATE ﬂ

Charges

ﬂ CHARGES OTHER THAN ISSUANCE ARE
FOR THE ACCOUNT OF THE
EENEFICIARY

= Required Field == At least one reqguired field

5. Allthe LC details are pre-populated based on the existing LC. Users can make changes wherever required

Authorize

Repair

and click on Submit once completed
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Create a Letter of Credit from a Pre Format Template

A new LC can be created from a Pre Format template. This allows user to fill in minimal details since most of the
information is pre-populated. (Refer to Section 13.4 for more details on how to create a new
Pre Format Template)

| £+| Details Dialog ==
* Transaction Initiator = Customer ID

| [reezca:
Narng
Im{x}o( HCOOCTTOR0N X00TTO

HOOOOOL 000003

+ Transaction Type = Creation Method
| H
* Required Field

1. User should click on Transaction Type Library Look Up and Creation Method Library Look Up to select the
relevant Transaction Type and Creation Method (In this case, Import LC Issuance and Create from
Pre Format)

| %) Library Look Up Dialog ==

{1} Creation Method

Copy Transaction

Create New

Create from Pre Format

== Row 3 0f 3 == | (1202 sorted columns

OK Update Screen Cancel

2. When user clicks on the Creation Method Library look-up, the user should select Create from Pre Format
Option from the list provided
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| 2| Details Dialog

+ Transaction Initiator

= Customer ID

ﬂ|)cc<)ccccc<x

Name

|><><><x><><><><><><

= Transaction Type

000104

= Creation Method

ﬂ |Imp0rt, LC Issuance

= Pre Format Code / Description

ﬂ |Creat,e from Pre Format

ﬂ |CGA |CGA

* Required Field

0k | Cancel

The Details Dialog box is populated by the selections made by user. User should select the appropriate Pre

Format Code/Description from the Library Look Up

|| Library Look Up Dialog

(2) Pre Format Code

0000001

Pre Format Description (1} Customer 1D

000001

Customer Hame

Counter party Hame

Counter Party Name 1

<< Row 1 of 10== | (1)12) sorted columns

0K Search Update Screen

Cancel

The Library Look Up Dialog box displaying the saved Pre Formats appears



Import LC Issuance

" Main Conditions Documents
LECLEZ

+ Form of Documentary Credit

| TRREVOCABLE

Applicant Hame / Address

ﬂ|)cx>ocx><

+ Beneficiary Name / Address

HOOOOO

ﬂ |BENE HAME
Contact Person

|EXPDRTER' S COMTACT

Telephone Humber
|123—455—?390

Advising Bank Name / Address

ﬂ |.°.DVISING EBANE NAME

+ CCY / Amount

ﬂ TED E0o0_ 000, 00

= Rvailable With

CITIBANE j

UpTo
O

Expiry Place

|HDNE KONG

* Notify By
ﬂ |.n.irmail
= Tenor
Zight j
Days

P

Drawn oh

M

Details Goods Others

= Applicable Rules
|UCP LATEST WERSION j

Applicant Country

EI ﬂ ’E|HDNG KONG

* Beneficiary Country

=l A=)

Contact's Email Address

|EXPDRTER@G}U&IL -CcoMm

Fax Number
|123—456—’?899

Advising Bank Country

=l =]
= Rwvailable By
EY NEGOTIATION j

Bank Name / Address

H

Bank Country

H[
Tolerance +\-

[T

= Expiry Date

=1
03/31/2016 ;Ij
Drafts Required
o

= Confirmation Instructions

WITHOUT j

Tenor Terms

=

Charges

S

* Reguired Field  += At least one required field
Submit Save Download Hext (=D Clear Print Print Preview Oth!ar
Sunminmany Options

5. Allthe LC details are pre-populated based on the pre format template. Users need to enter details that relate
to the specific transaction (eg. Amount, currency, expiry date) wherever required and click on Submit
once completed
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Creating an Import Letter of Credit Amendment

Clients can make amendments to existing Import Letters of Credit that have been issued by the bank.

To amend an Import Letter of Credit, access the Amendment to Import Letters of Credit from the Trade Services
left navigation bar.

Trade Services
[
Input Modify Repair Regd Verification Reqd Auth Reqd Release Reqd Offline Authorization Incoming Messages

Service Type | Customer 1D | Customer Hame | Customer Reference | Counter Party Han
Import LC Issusnce 12345¢ CUSTOMER NRME 00000 BENE NAME =
Amendment to Import LC 12345¢ CUSTOMER NARME 11111 BENE NAME
Import I Issusnce 12345¢ CUSTOMER NAME 22222 BEENE NAME

4 |

== Riove 1 of 400 + == | |Righ‘t Click on column titles to cus‘tomizel (1027 sarted columns

Go To Other
REIEY EIEEAEES

The user should click on the Input/Modify Tab and New. The user should select Amendment to Import LC from
the Transaction Type Library Look Up Dialog Box.

x

= Transaction Initiator = Customer ID
[v| [ customzz maxe [ 12326
Name

I CUSTOMER NAME

= Transaction Type = Creation Method

Imne:dmem to Import LC ﬂl Crezte New

* Reguired Field ok || Cancel
B Library Look Up Dialog x|

(1) Service Description

Import IC Issuance

Amendment to Import LC

== Rovwe 8 of 24 == ‘ (1421 sorted columns

OK Update Screen Cancel I
1
BlLibrary Look Up Dialog x|

{1} Creation Method

Copy Transaction

Create Hew

<= Rowy 20f 255 | (1)42) sorted columins

oK Update Screen Cancel

For Creation Method, select Create New.




MAIN TAB

This tab includes bank-populated data, which the user will not be able to edit. Fields which can be edited have a
white background (text field), and fields with * are mandatory.

Additionally, the original details of the LC can be viewed side-by-side with the required amendments.
Amendment to Import LC

Marrative Shipment Details Instructions
Transaction Initiator Customer ID Transaction Status

|x><><><>o< JOO000000 00000 J000C00! MO0, Ioosoza
+ Applicant A | it Reference Humik + Bank LC Reference Number 1
||B.BC’?89 ﬂ IABClZS

1. The user will pick the appropriate existing LC using the corresponding Bank LC Reference Number from a
Library Look Up. The form is populated once the appropriate Bank LC Reference Number is selected.

+ Applicant Name | Address + Applicant Country
ﬂ |><><><>{>{x OOOOCODO] )OO0 JO00000! 00 g ﬂ IEIINDIA
Beneficiary Name/Address Beneficiary Country
IBENE NAME EI IEI HONG EQHG
Advising Bank Name/Address Advising Bank Country
IAUVISING BANK NEME g ﬁplom} KONG

Original CCY / Amount 2 Amend Amount - (TY = Amount 3
IUSDIEUU,UUU.UU IIncrease j ﬂ IUSD I &50,000.00

Issue Date Expiry Date Hew Expiry Date
Izz;oaxzom ﬁj 01708/ 2015 +lj I ﬁj

=i

2. Inthe Amend Amount field, select Increase, Decrease or No Change from the drop-down (if applicable)
3. Inthe CCY/ Amount field, enter the new currency and amount (if applicable)

4. New Expiry Date: Enter the new expiry date for the LC (if applicable)

Tolerance{+/-)% Mew Tolerance {(+/- )%
T [T

Tenor New Tenor n
IUSANCE | -

Tenor Terms Days New Tenor Terms

IJL'E'IER B/L DATE l_ | =l
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5. Inthe New Tolerance field, enter the new tolerance percentage (if applicable)
6. New Tenor: Choose a new tenor—Sight or Usance (If applicable)
6.1 If “Sight” is selected, Days and New Tenor Terms are not editable

6.2 If “Usance” is selected, enter the number of days and pick new tenor terms from the Library Look Up

Available By Mew Available By
r— [
Available With New Available With
| o [l | c
Country Bank Name |/ Address
[ Ll =
Country
H[

* Required Field Return to Other

Save Download Hext Clear || Print Print Preview -
Summary Options

7. From the New Available By list, choose the settlement (payment) type for the LC.

8. From the New Available With list, choose the appropriate party that will process the final settlement of the LC.
If Any Bank or Citibank is selected; Bank Name Address and Country Fields will not be editable
If Any Bank In is selected, Country field will be editable
If Other is selected, both Bank Name/ Address and Country will be editable

9. After making the necessary changes, proceed to the Narrative tab.
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NARRATIVE TAB
The Narrative tab is used to enter additional text for the transaction.

Amendment to Import LC

MNarrative Shipment Instructions

o

E USER CAWN INFUT FREE FORM TEXT OR SELECT THE DEROP DOWHN ARROW TO ;I

CHOOZE PRE-CREATEL TEXT

* Reguired Field
m Save Download Hext :ﬁ::::;; Clear Print Print Preview g:;it:;ns

1. Inthe Narrative field, enter any additional free form text, or click the Library Look Up to open a Library Look
Up Dialog box. Select clauses from the list and click OK to close the box
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SHIPMENT TAB

Shipment details can be amended in the Shipment Tab.

Amendment to Import LC

Marrative Shipment Details Instructions
Ship From Change Shipment From
| v||
Port of Loading Change Port of Loading
| v||
Shipment To Change Shipment To
| v||
Port of Discharge Change Port of Discharge
| v||
Shipment Terms Change Shipment Terms
| vl
Presentation Period ﬂ Change Presentation Period
Latest Shipment Date Change Latest Shipment Date

* Required Field

Hext Return to

Download
Summany

m save

Clear

Print

Print Preview

Other
Options

On the Shipment tab, users can amend the details of the shipment associated with the LC, if applicable.

1. Change Shipment From: Input the shipment's new departure location or select from Library Look Up

Change Port of Loading: Input Shipment’s new port of loading or select from Library Look Up

Change Shipment To: Input the shipment's new destination or select from Library Look Up

Change Shipment Terms: Input the new INCOTERMS or select from Library Look Up

2
3
4. Change Port of Discharge: Input Shipment’s new port of discharge or select from Library Look Up
5
6

Enter the modified number of days after shipment allowed for presentation of documents in Change
Presentation Period text box

7. Enter the latest shipment date of the amended LC in the Change Latest Shipment Date or select from

the Calendar
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DETAILS TAB
The Details tab is used to present any additional PO information.
Specifying Purchase Order Details

If user is setup to use purchase orders, user can

o Add POs to the Letter of Credit
o Edit/Delete POs from the Letter of Credit
o Create new POs and attach them to the Letter of Credit

Import LC Issuance

Conditions Documents Shipment | Details Goods Others

etails Layout
1 ﬂ Pre-Defined Standard Structure

Details
PO Humber Date of PO VYendor Hame Buying Office SKU 1D Product Description

4« | »

== Row 0 of 0 == | (13¥(2) sorted columns Add || Hew | Edit || Delete || Totals

= Copy Amount Total to Transaction Amount?

* Reguired Figld = At least one required field Return to Other

Submit Save Download Hext Clear || Print Print Preview -
Summany Options

1. When the user clicks on the Details Layout Look Up button, the Details Library Look Up Dialog box will
appear, allowing the user to select an appropriate PO detail layout

|| Library Look Up Dialog @

Sub-Structure Id Description
Pre-Defined Standard Stru. .. Detail Structure Defined By the Client

=< Row 1 of10== | (1)42) sorted columns

OK Search Update Screen Cancel
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2. Inthis dialog box, users have the option to choose from pre-set PO information or enter new information

Main | Conditions Documents | Shipment Details T Goods Others

Details Layout
E |Pre-Datined standard structure

Details

PO Number Date of PO Vendor Name Buying Office SKUID Pry

== Purchase Order Amt

== Additional Field 1

(T x
x

** PO Number == Date of PO

II I 1 4 3; vi
== Vendor Name ** Buying Office
= SKUID ** Product Description
** Quantity ** Quantity Units
=+ Rate per Unit =+ Rate Currency

LJ|

== Reference Number

== Additional Field 2

=+ Additional Field 3
*=* Purpose Code
** PO Quantity

=+ Customer Name

== File ID

== endor ID

== PO Version Number
1

** PO Country Code
A/

=+ Master Contract No
== Customer ID
** Run ID

e

== Vendor Address

** At least one required field

<< Row 0of 0>> | (1)4(2) sorted columns

| Copy Amount Total to Transaction Amount?

* Required Field *=~ At least one required field

Submit = Save = Download

Next

Return to
an

»

Save | Clear Print Close
Add HNew Edit Delete  Totals
Clear | Print Othes

Print Preview O

If Copy Amount Total to Transaction Amount is checked, it will override the LC amount on the main tab




user should click on New. This will bring up a separate PO Detail Dialog box for the user to complete

The PO Detail Dialog box appears. Users fill out the PO information and should click on Save
when completed

The screen shows the successful addition of the PO to the list

Amendment to Import LC

Harrative Shipment | Details Instructions

Details Layout
ﬂ IPre—De fined Standard Structure

Details
PO Humber Date of PO VYendor Hame Buying Office SKUID Product Description
1z23456785 02/01/2014 EBENE NAME EUYING OFFICE NAME 111111 DPRODTICT DESCRIPTION
12324567854 02/01/2014 EENE NAME EUYING OFFICE NAME 1111111 DPRODUICT DESCRIPTION
4| | »
== Row 0of 2== | (1342) zorted columns Add Hew Edit Delete | Totals

[ Copy Amount Total to Transaction Amount?

* Required Field
e Clear Print Print Preview T

Submit Save Download Hext -
Summary Options
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INSTRUCTIONS TAB

The Instructions tab is used to provide any additional Instruction information or changes in the existing one.

Amendment to Import LC

Narratie Shipment Details Instructions

Instructions
ﬂ USERS CAN ADD ADDITIONAL
INSTRUCTIONS IN THIS EOX

* Required Field
Save Download Hext LD Clear || Print Print Preview O‘h?r
Summary Options

1. Inthe Instructions field, enter any additional text manually, or click the Library Look Up to open a Library Look
Up Dialog box. Select clauses from the list and click OK to close the box.

2. If user wants to change the details of the party involved in the Letter of Credit or currency for the Letter of
Credit, these must be entered here.

Once all the fields and tabs are completely filled out, the user can Submit the transaction. If any field was
populated incorrectly, or if a mandatory field was left blank, an Error pop-up (below) appears on the screen.

|| Error

All of the following rules must be met:

1. Beneficiary Country: Required field, please enter.
2. CCYAmount: Required field, please enter.

3. Expiry Date: Required field, please enter.

4. Motify By: Required field, please enter.

[

Frrue: Danivad finld wlanen mndor

Bl
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1. Save—The Letter of Credit is saved with the status of Incomplete. User can return to complete the application
at a later time.

Download—User can download the LC to his/her PC.

Next—Takes the user to back to the summary screen to the next LC.

Return to Summary—Returns the user to the Trade Services Summary screen.
Clear—Clears all the content entered by the user.

Print—Prints the LC.

Print Preview—Provides print preview of LC.

© N o g M w N

Other Options—When user clicks on Other Options, he/she can see two options: View Error and Transaction
History. View Error provides users a view of the Error (if any) with the transaction. By clicking on Transaction
History, user can view the complete history of the transaction

Import Letter of Credit Bills

2.1.2 Clean Bills/ Discrepant Bills under Letter of Credit

User can communicate with Bank Trade Operations and Trade Customer Service Representatives by sending
messages electronically through the Bank’s Portal. These messages can either be structured or free format
(unstructured).

After export documents are presented by the Exporter, they are examined by the bank against the original LC.
Clean bills are generated when the documents are determined to be complete and correct with respect to the
requirements of the LC. Discrepant Bills are generated when the documents do not meet the LC requirements
and a bill discrepancy notification is sent to the Importer for review.

2.1.2.1 Incoming Messages

The bill discrepancy notification can be found in the Incoming Messages tab within the Trade Services module.

From this screen, users will see a summary list of unread messages and messages with a pending response

status.

Trade Services

Y a1

InputModify Repair Reqgd Verification Reqd Auth Reqd Release Reqgd Offline Authorization Incoming Messages
Message Type | (1) Customer ID | Customer Hame | Attention
Eill Discrepancy Motification 12345¢ CUSTOMER NALME Mr. Smith -
-
4] | ¥

== Row 83 of 400 + == | |Righ'l Click on column titles to l:us‘lnmizel (130727 sarted columns

3 Go To Other
q @ ﬁ - Details IEEE Options
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1. Bill discrepancy notifications appear in the Incoming Messages Tab
2. Select the Notification

3. Click on Go To Details
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2.1.2.2 Viewing Incoming Messages Details

A bill discrepancy notification is a message sent by the Bank to inform the client that a bill transaction has

discrepant document presentation. The Incoming Tab will display details of the discrepancy

Bill Discrepancy MHotification

InGoming. | Response

Name
|>cx><x OO0 MOM.M. 3000 M

Bank Entity

Customer ID

|951256

Message Status

|?12 IHDNG RONG CITIBANK

Attention
IGEDRGE

Bank Bill Reference Number
£260600027

Drawer Hame & Address
ISU‘NTRUST OVERNIGHT =

Drawer Reference

IH[LI123456

Drawee Reference

IUnread

Message Recenved Date/Time

03/26/2014 12:16:15 =1
I e ;lj

Message Reference Number

|03261410121309?5

CCYiAamount

IUSD I 1.000,00

Related LC Reference Number

pomes e

1. Click on View Documents Link to view related documents

2. The Related Documents Dialog box opens

3. Click on View to view the documents

Incoming Narrative

Discrepancy Aduise

* Reguired Field
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Mark As Read

Download

Hext

Return to
Summary

Print

|»

|»

Other
Options




4. Incoming Narrative: Any instructions from the bank will appear in this section

5. Discrepancy Advise: Any discrepancies will be highlighted in this section

6. Click Mark as Read to move the status of the message to Response Pending

2.1.2.3 Discrepancy Response

After viewing the discrepancies in the “Incoming” tab, the user will need to navigate to the “Response” tab.

The Response Tab allows user to approve/reject the discrepancy

The user must provide a response to the hill discrepancy

Bill Discrepancy MHotification

- Feo .. ...
Incoming [ RESponse

Transaction Initiator Customer ID
|951256
Bank Entity Message Status
I?lz IHDNG KONG CITIBANK I
Department Name
IHDNG KONG CITIBANE
Attention Message Sent Date/Time
P [
|Tm1§ OPERATIONS I ra; : o ;IJ

Bank Bill Reference Number
GEE0E0002T

Message Reference Humber

1. Click on the Response Tab to respond to the message

2. Inthe Attention field, provide an attention party as required (e.g., a named Customer/Trade Service
Representative or Trade Processing Department)

Drawer Hame & Address

Drawer Reference

Drawee Reference

+ Response
3
IApproved j

43

CCY/Amount

IUSD I 1.000,00

Related LC Reference Numhber

LC Text

“iewy Documents

|»



3.

In the Response drop-down, user can select the option “Approved” to process the transaction with the
discrepancy or “Rejected” to reject the transaction or “Await Instruction” to indicate to the bank that further
instructions will come at a later stage

v

Narrative =

Incoming Narrative

Lo

Discrepancy Advise
1.LC EXPIRED

|

* Required Field Return to Other

5.

Submit Download Save Hext Clear Print -
Summary Options

In the Narrative text box, user can enter the reason for his/her choice of option. Message input is mandatory if
user has selected Await Instruction option. User can input the text by clicking on Library Look Up button and
selecting from the options provided by Library Look up Dialog box or he/she can input the text using free form
text or by pasting the data from already existing electronic copy of the data

Once the form is complete, user should click on action button Submit

User can select other action buttons:

44

Mark As Read is disabled here
Download—Download the response

Save—The Response to Bill Discrepancy is saved with the status of Incomplete. User can return to the
message later to finish entering the details

Next—Takes the user to the next transaction

Return to Summary—Returns the user to Summary Tab
Clear—Clears all the content entered by the user
Print—Prints the Response to Bill Discrepancy

Other Options—When user clicks on Other Options, he/she can see two options: View Error and Transaction
History. View Error provides users a view of the Error (if any) with the transaction. By clicking on Transaction
History, user can view the complete history of the transaction

A®
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Trade Letter of Credit Inquiry

The Letter of Credit Inquiry Module allows clients to search for and view specific LC transactions and their details.

ey CitiDirect® Online Banking | MyPreferences | Inbox | SupportWebsite | Close
CItI Privacy Statement | Online Help
0342012014 17.47:46 —
|Search CitiDirect Menu Q |
1 .
| would like to ... -
‘ © Home My Transactions & Services Reports Tools & Preferences User Administration

Home == Inquiries & Searches

[ Favorite Reports

Access Management
Inactive User Inquiry
Cash Statement
Balance Summary Inquiry
Account Statement Inquiry
Transaction Summary Inquiry
Transaction Detail Advice
Inquiry
Incremental Account
Statement Inquiry
MA Paid Cheques Inquiry
Statement Delivery Status
Inguiry
Latin America Consolidated
Position Summary Inquiry
Latin America Account
Position Inquiry
Latin America Float Analysis
Inquiry
Latin America Controlled
Disbursement Inquiry
Liguidity Management
Sweep Rates Inquiry
Lockbox
Lockbox Interim Motification
Inquiry
Lockbox Activity and Image
Inquiry

Trade PO
Purchase Order Inquiry
Invoice Inquiry

Trade Services

Trade Letter of Credit Details

Inguint

Trade Guarantee/standby
Letter of Credit Details
Inquiry
Trade Settlerment Funding
Inquiry
Trade Future Funding Inguiry
File Services
Import File Inquiry
Check Disbursements
LS Today's ltems High Order
Prefix Inquiry
US Check Status Inquiry
US Paid Without Issuance
Inquiry
LIS Today's ltems Inquiry
US Controlled Disbursement
Funding Presentment Recap
Inguiry
LIS High Order Prefix Inquiry
U3 Controlled Disbursement
Funding Inguiry

<

LU

m

1. User should select the Inquiries Link from the top navigation bar. The Inquiries Menu will expand

2. Select Trade Services—Trade Letter of Credit Details Inquiry

Cl
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2.1.3 Trade Letter of Credit Details Inquiry

The Criteria Tab helps users to select a specific transaction

1 Trade Letter of Credit Details Ingquiry
Criteria LC Summary ¥ LC Activity Summary [ LC Detail
+ Customer ID
equals ﬂ

+ Product Group
equals a1l j

1. Customer ID can be selected from the Library Look Up and Product Group can be selected from the
drop-down, or include all

Toview a specific transaction, complete any one of the following Criteria fields.

LC Reference

I equals j I
Applicant Reference

I equals j I
Issuing Bank Reference

I equals j I
Bill Reference

I equals j I

2. To view a specific transaction, users can input reference number details into any one of the criteria fields

Toview a range of transactions, complete one or more of the following Criteria fields.

Counterparty Country
equals ﬂ
CCY

equals ﬂ

3. To narrow the search results of transactions, users can include additional filtering criteria detailed above

4 Outstanding LC Amount
I equals j I

Book Date
[£xen | || ;o | s =~
Expiry Date
from - || s Eee] s s A | |
@ ﬁ = (e IR submit | ClEar Default Search print || SPIt
Criteria Criteria Options View

4. Additional Information such as Outstanding LC Amount, Book Date or Expiry Date, which help make the
search more transaction specific, can be provided here

After all the criteria has been appropriately included, click on Submit. The user can choose not to include any
search criteria, and simply click on Submit

User can select any of the other action buttons:

Clear Criteria—Clears the options selected or text input in the text boxes.
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Default Search Criteria Options—All the default options are selected.
Print—Prints the Screen.

Split View—Enables user to view the LC Summary list at the bottom of the page.

2.1.4 LC Summary Tab

The LC Summary Tab displays the transaction(s) which have satisfied the search criteria details provided by user

in the Criteria Tab.
Trade Letter of Credit Details Inquiry

Criteria LC Summary LC Activity Summary | LC Detail
Customer ID Customer Hame I {1) Product Type LC Reference Applicant Reference |
000001 COSTCMER NAME Inport Documentary LC 02064703 _AI
00000l CUSTOMER NRME Import Documentary LO 03064728

5
1] | »
== Row B0 of 500 + == | [Right Click on column titles to ize| (132} sorted columns

@ ﬁ * Required Field Run Date/Time: 04001 22014 at 00:41:20 15T

Update Go to . Split
Screen | Details LIt View

User can select any of the action buttons:

Update Screen—Refreshes the screen.

Go to Details—View LC Details on the LC Detail Tab.

Print—Prints the Screen.

Split View—Enables user to view the LC Summary list at the bottom of the page.

The Trade Services Summary Screen displaying the list of all the LCs will appear.
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2.1.5 LC Activity Summary Tab

The LC Activity Summary tab provides information on the complete life cycle of the transaction, including relevant

statuses, corresponding dates, and details of the transaction.

The bottom of the screen shows the various statuses and corresponding dates of these statuses.

User can click on Go To Details to view additional details of the LC.

Trade Letter of Credit Details Inquiry

Criteria LC Summary ' LC Activity Summany || LC Detail
Bank Entity LC Reference Applicant Reference
|940 Imzw TORE CITIEANKE - El |09064'?09
Product Type LC Outstanding Amount Maximum Available Amount
IImport Documentary LC IUSD I 47.000,00 IUSD I 47.000,00
[
Date Activity | BinReference | Status Amend
10/08/20132 EBoocking/Issuance Approved
10/10/2013 Presentation TAM1Z090331E61 Approved
4 | »
=< Row 1 of 2= | |Right Click on column titles to customize| (120(2) sorted columns
@ ﬁ = i) ) Return to Criteria || 5010 Print || 60 TOLC Charge
LC Summary Details Summary
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2.1.6 LC Detall Tab

The LC Detail Tab displays the details of the Letter of Credit. All fields are view only

Trade Letter of Credit Details Inguiry 0 Failed Login since Last Login Date 03/28/2014 21:42:41 CITIDIRECT TRADE

Criteria | LC Summary

LC Activity Summary [IECDEtail

Customer ID / Name Bank Entity =
|922769 |)<>cxx WOCOOOE W0l 71z IHUNG HONG CITIBANK =

LC Reference Product Type

5814850010 IImpnrt. Documentary LC

Applicant Reference Beneficiary Reference

Applicant Hame & Address Beneficiary HMame & Address

|xxxx JOOOR0E I | EENE NAME 1 =

Applicant Country Beneficiary Country

IUNITED STATES OF AMERICA

Issuing Bank Reference

£8142E0010

Issuing Bank Hame & Address

IHUNG HONG CITIBANK

Issuing Bank Country

IHUNG KONG

Original CCY ! Amount

EOR 50.000,00

LC OQutstanding Amount

EUTR L0._000,00

Tolerance {(+/-)%

(N

IPEUPLE'S REPUBLIC OF CHINA

Advising Bank Reference

Advising Bank Name & Address

ICITI

Advising Bank Country

IPEDPLE'S REPUBLIC OF CHINA

Original Maximum Amount

EUR 50.000,00

Available Amount

EUR &0_000,00

Presentation Period

Issue Date Advise Date

=t =
1040372014 ;lj 1040372014 ;lj
Latest Shipment Date Expiry Date

=1 (=
02/01/2015 ;lj 0z/10/2015 ;lj
Expiry Place New Expiry Date

= =1

FSFDA = ;o ;IJ
Tr Partial Shipment |
Place From Port of Loading
Place of Final Destination Port of Discharge
Tenor Terms Shipment Terms

LC Text

* Reguired Field

CIL]

Return to

LC Activity Summary

Criteria

Previous

Hext

Print

User can select the following links:

LC Text: Users can view text associated with the LC.

Related Purchase Orders: View the related Purchase Orders associated with the transaction.
User can select any of the action buttons:

Return to LC Activity Summary—Takes the user to LC Activity Summary Tab.
Criteria—Takes the user to Criteria Tab.

Previous—Takes the user to previous Tab.

Next—Takes the user to next Tab.

Print—Prints the Screen.
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Trade Bill Inquiry

citi

CitiDirect® Online Banking | MyPreferences | Inbox | SupportWebsite | Close
Privacy Statement | Online Help

03/20/2014 17:47:46
|Search CitiDirect Menu aQ |
| would like to ... -

‘i Home

My Transactions & Sernvices

Home == Inquiries & Searches

Reports Tools & Preferences Lser Administration

[ Favorite Reports

Access Management
Inactive User Inquiry
Cash Statement
Balance Summary Inquiry
Account Statement Inquiry
Transaction Summary Inquiry
Transaction Detail Advice
Inguiry
Incremental Account
Statement Inquiry
MA Paid Cheques Inquiry
Statement Delivery Status
Inquiry
Latin America Consolidated
Position Summary Ingquiry
Latin America Account
Position Inguiry
Latin America Float Analysis
Inquiry
Latin America Controlled
Disbursement Inquiry
Liguidity Management
Sweep Rates Inquiry
Lockbox
Lockbox Interim Motification
Inguiry
Lockbox Activity and Image
Inquiry

I Trade Bill Details Inquiry I

Trade PO
Purchase Order Inquiry
Invoice Inquiry

Trade Services

Trade Letter of Credit Details
Inquiry
Trade Guarantee/Standby
Letter of Credit Details
Inquiry
Trade Settlement Funding
Inquiry
Trade Future Funding Inquiry
File Services
Import File Inquiry
Check Disbursements
LIS Today's Items High Order
Prefix Inquiry
LIS Check Status Inquiry
US Paid Without Issuance
Inguiry
US Today's ltems Inquiry
US Controlled Disbursement
Funding Presentment Recap
Inquiry
LIS High Order Prefix Inquiry
US Controlled Disbursement
Funding Inquiry

<

L]

1.

User should select the Inquiries Link from the top navigation bar

2. Select Trade Services—Trade Bill Details Inquiry
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2.1.7 Trade Bill Details Inquiry

The Criteria Tab helps users to select a specific transaction.

Trade Bill Details Inquiry
Criteria Bill Summary | Bill Detail
= Customer ID =

equals

Product Type

equals ﬂ

1. Customer ID can be selected from the Library Look Up and Product Group can be selected from the
drop-down, or include all

|£ Library Look Up Dialog ==

(1) Branch Code Branch Hame {2y Customer ID Customer Hame
71z HONG EONG CITIEBANE 000003 OO FODO OO0 WODOOO M WO =
71z HONG EONG CITIEBANE 0001ZE MOOOOOOl MOOOL MROOOOD MO MM MDD

=]

<= Rowe 1 of 400+ == | (1){(2) sorted calumns

0K Search Update Screen More Cancel

2. Select the relevant Customer information from the Customer ID Library Look Up Dialog Box and click OK

3 To view a specific tr i one of the ing frve criteria fields.
Bill Reference

Iaquals j I
LC Reference

Izquals j I
Drawer ! Beneficiary Reference
Iaq\.\als j I

Bank Reference

Iaquals -

Direct Collection Reference
IEq\AElS -

3. To view a specific transaction, users can input reference number details into any one of the criteria fields

n Toview a range of transactions, complete one or more of the following criteria fields.
Intermediary Bank Name

equals ﬂ
Counterparty Country
equals ﬂ
ccyY

equals ﬂ

4. To narrow the search results of transactions, users can include additional filtering criteria detailed above
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Outstanding Bill Amount

[equar= j |
Book Date
from - =] |
| M| || PR L =
Date
srquals hd |
| | [+
Status
equals I j
[ Discount Indicator
[¥ Show Overridden Discrepancies ||
@ ﬁ * Recuired Field Submit || S1ear Default Search
Criteria Criteria Options

5. Additional Information such as Outstanding Bill Amount, Book Date, Settlement Date, Status and checkboxes
Discount Indicator (if discounts are applicable) and Show Overridden Discrepancies (if applicable) which help
make the search more transaction specific, can be provided here

After all the criteria has been appropriately included, click on Submit. The user can choose not to include any
search criteria, and simply click on Submit.

User can select any of the other action buttons:

Clear Criteria—Clears the options selected or text input in the text boxes.
Default Search Criteria Options—All the default options are selected.
Print—Prints the Screen.

Split View—Enables user to view the Import LC Payment Summary list at the bottom of the page.

2.1.8 Bill Summary Tab

The Bill Summary Tab displays the transactions which have satisfied the criteria details provided by user in the
Criteria Tab.

Trade Bill Details Inguiry
Criteria BillSumimany” | Bill Detail

(1) Product Type I Bill Reference I Drawer § iary Reference I Direct Collection Reference I Counterparty Country I CCY | Outstanding Bill Amount |
Iuport LC Payment TT 10865 TCL UNITED STATES OF AMERICA TSD 1.000,00 d
Import LC Payment TAMOS090711316 UNITED STATES OF AMERICA usD 10.000,00
Inport LC Payment TAMO3030411Z07 UNITED STATES OF AMERICA usD E.000,00
Inport LC Payment TAMOR091E11E28 UNITED STATEE OF AMERICA UsD E&.000,00
Inport LC Payment TAMO210051ZZ08 UNITED STATES OF AMERICA JPYT Z20.000
Iwport LC Payment 1Z3a UNITED 3TATES OF AMERICA usD 1.000,00
Import LC Payment TAMOSOSLE11EZ3 UNITED STATES OF AMERICA usD 75.000,00 4§
Import LC Payment  ISS-0FAC-NA UNITED STATES OF AMERICA usD 2.g00,00 T
4| | »
== Rovw 0 of 800 + == | |Right Click on column titles to customizel (142 sorted columns

* Recuired Field  Run Date/Time: 3
% Update | Goto | spiit
7 Print =
Screen | Details View

User can select any of the action buttons:

Update Screen—Refreshes the screen.

Go to Details—View LC Details on the LC Detail Tab.
Print—Prints the Screen.

Split View—Enables user to view the LC Summary list at the bottom of the page.
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2.1.9 Bill Detail Tab

Bill Detail Tab displays the details of the Import LC Payment transaction. All fields are view only.

Trade Bill Details Inquiry

Customer ID / Name Bank Entity =
[o00002 [CUSTOMER MReE 540  [NEW YORR CITIBANK - EI

Product Type Original Bill CCY/Amount

Impore LC UsD 1.000.000.000,00

Bill Reference LC Reference

TAMLZ10Z953Z60 03091385

Direct Collection Reference

Beneficiary Reference Applicant Reference
26195 TC7
B iary Name & Address Applicant Hame & Address
|BENE NRME :I |APPLICANT HAME EI
B iary Country Applicant Country
|U'NITED STATES 0F AMERICA = |U'NITED STATES 0F AMERICA =
Collecting Bank Reference Remitting Bank Reference
5imu33903
Collecting Bank Name & Address Remitting Bank Name & Address u

|Nlm YORK CITIEANKE - FI

Remitting Bank Country
|U‘NITED STATES OF

Collecting Bank Country
|U‘NITED STATES 0OF AMERICA

Book Date Acceptance Date
=y =
1072872012 | ‘o =1
Discount Date Discount Rate
=15
=
QOutstanding CCY/Amount Maturity Date
=
LB 1.000.000.000,00 Lo ;lj
Total Settled Amount Settlement Date
=15
usD 0,00 ;s ;lJ
Last Tracer Date Last Tracer Type
=1
;s = |
# Acceptance Tracers # Payment Tracers
o s
Tenor Terms Type of Export
SIGHT EI
Country of Origin Mode of Transport
Shipping Company or Air Carrier Name Vessel Name
Issuing Bank Issuing Bank Reference
B Date B Reference
=1+
= ‘
Agent Name Agent Commission CCY/Amount
FX Contract Number Due Date for FX Contract
= ]
I ==
Supplier Financing Cost CCYiAmount Funds Available Since
=1
-
Megotiations Under Reserve Agent Payment Instructions
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Courier Infarmatian
Yigyy Documerts
Bill Charges
Activity

Activity Status Settlement Amour|
1042972012  Boocking/Issuance Discrepant Documents usp g

| | »
==Row 0of1>= | (13(2) sorted columns —_

[eTa '

User can select the following Links:

* Reguired Figld
Return to Criteria || Previous | Hest || Print | S°TO
Bill Summary Charge Summary

List of Discrepancies: Users can view various discrepancies regarding the submitted documents or the
Information provided.

View Documents: View the documents associated with the Letter of Credit, including documents that
were presented.

Bill Charges: View charges associated with the transaction.

| 2| Bill Charge Summary (23]
Charges Grid
{1} Settlement Date Value Date Description
11/714/2012 11/15/2013 Payment Commission
1171472013 1171872013 Postage Charges
1l/14/2013 1171572013 Bill Drawings
1l/1l4/20L13 1171572013 Other Charges

| |

== Rovy 0 of 4 == [134(2) sorted columns

Print Cancel

Courier Information: View document courier delivery information.

Related Invoices: View all the invoices related to the Letter of Credit.
User can select any of the Action buttons:

Return to Bill Summary—Takes the user to Bill Summary Tab.
Criteria—Takes the user to Criteria Tab.

Previous—Takes the user to previous Tab.

Next—Takes the user to next Tab.

Print—Prints the Screen.
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Glossary

APPLICANT LC REFERENCE NUMBER

A unique ID number that is assigned to the Import LC transaction. Depending on the user’s company’s
configuration, user might need to enter the number manually, or it may be assigned automatically by the bank. If it
is assigned automatically, user will not be able to manually enter or change this number.

ISSUER OF LC

The party that is responsible for this Import LC. Also known as By Order Of party, this is the party who is dealing
with the bank and to whom the credit line is granted.

ISSUING BANK

The bank that issues the LC. Typically, this is the bank that the Applicant/By Order Of parties are dealing with.
This is a read-only field that uses data from a list of valid issuing banks that are defined in user’s customer
configuration. User cannot create a new Issuing Bank party.

BANK LC REFERENCE NUMBER

A unique number that is used by the bank(s) to identify the transaction. This is a read-only field. User’s
organization may be assigned a pool of bank reference numbers. If this is the case, the bank reference number is
added to user’s LC application automatically when he/she initiates the application. If his/her organization does not
use pre-assigned reference numbers, the bank reference number is assigned to the transaction when it is sent to
the bank.

APPLICANT

The party for whom the LC is being opened. This is usually the same as the Issuer/By Order Of party. Most of the
time the Applicant is the Importer, but this is not always the case. Choose the applicant from the drop-down list or
click the icon to add a new applicant.

BENEFICIARY

The party in whose favor the LC is issued and who is entitled to present documents for the LC and receive
payment. Most of the time the Beneficiary is the Exporter, but this is not always the case. Choose the beneficiary
from the drop-down list or click the icon to add a new beneficiary.

ADVISING BANK

The bank that receives the LC from the Issuing Bank for authentication and delivery to the Beneficiary. The
Advising Bank is usually a correspondent of the Issuing Bank, located near the Beneficiary. Select or enter the
advising bank.

FORM OF DOCUMENTARY CREDIT
Choose whether user wants to create an Irrevocable LC or an Irrevocable Transferable LC.

Irrevocable LC is the import letter of credit that cannot be modified or cancelled without the consent of the
beneficiary.

Irrevocable Transferable LC is an Irrevocable Letter of Credit that permits the beneficiary of the letter to make
some or all of the credit available to another beneficiary.

CONFIRMATION INSTRUCTION

Specify how the Beneficiary/Advising Bank must confirm the LC.
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TOLERANCE

This is the percentage difference that is acceptable between the amount that is drawn and the amount of the LC.
Enter the tolerance percentage as a +/- range.

EXPIRY DATE

Enter the date when the LC will expire or click the Calendar button to choose a date directly from the calendar.
EXPIRY PLACE

Choose the location where the LC will expire. This is usually the Beneficiary's country.

AVAILABLE WITH

Specify whether the LC can only be negotiated or accepted by a particular bank or institution.

AVAILABLE BY

Choose the settlement (payment) type for the LC.

TENOR

The number of days of business credit the customer has before they need to make payment to the supplier. This
starts when they receive the goods and is typically 30, 60, 90, 120 or 180 days.

TENOR TERMS
These form the payment terms of the LC.
DAYS

The number of days between an agreed upon action (such as the delivery of the shipment) and the payment due
date. Enter the number of days after an event that payment is due.

CHARGES

Choose which party is responsible for paying the bank charges for the LC.
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Chapter 3 Export Letter of Credit

Letter Of Credit—Overview

A Letter of Credit is an undertaking issued by bank in favour of a Beneficiary, which substitutes the bank’s
creditworthiness for that of an Applicant. In a broad sense, a Letter of Credit is simply a letter of instruction issued
to a Beneficiary (seller) by a Bank at the request of its customer (buyer). In narrower sense, it is a specialized,
technical instrument used to pay for a shipment of goods or services from one party to another.

Trade involves buyers and sellers seeking to exchange goods or services despite their differences in language,
national custom, and credit procedures and accounting practices. Historically, merchants have sought ways of
minimizing these differences and facilitating trade. The special protection and opportunities offered by Letters of
Credit apply to both domestic and international trade.

About the Module

Export client users can utilize the bank portal to electronically view and manage the LC issued in their favour.

In the Export Letters of Credit module, user can electronically:

e View Letters of Credit issued in their favour

e Receive natifications of any detrimental amendments from the applicant
e Approve or reject those amendments
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Accessing the Export Letter of Credit Module

1. Click on the Inquiries and Searches link on the top navigation bar

citi

CitiDirect® Online Banking | My Preferences | Inbox | SupportWebsite | Close
Privacy Statement | Online Help

0342012014 17.47:46 —
|Search CitiDirect Menu Q |
| would like to ... -

|5 Home

My Transactions & Services

Home == Inquiries & Searches

Reports Tools & Preferences User Administration

[ Favorite Reports

Access Management
Inactive User Inquiry
Cash Statement
Balance Summary Inquiry
Account Statement Inquiry
Transaction Summary Inquiry
Transaction Detail Advice
Inquiry
Incremental Account
Statement Inquiry
MA Paid Cheques Inquiry
Statement Delivery Status
Inguiry
Latin America Consolidated
Position Summary Inquiry
Latin America Account
Position Inquiry
Latin America Float Analysis
Inquiry
Latin America Controlled
Disbursement Inquiry
Liguidity Management
Sweep Rates Inquiry
Lockbox
Lockbox Interim Motification
Inquiry
Lockbox Activity and Image
Inquiry

Trade PO
Purchase Order Inquiry
Invoice Inquiry

Trade Services
Trade Bill Details Inguiry

|Trade Letter of Credit Details .
Inqui

Trade Guarantee/standby
Letter of Credit Details
Inquiry
Trade Settlerment Funding
Inquiry
Trade Future Funding Inguiry
File Services
Import File Inquiry
Check Disbursements
LS Today's ltems High Order
Prefix Inquiry
US Check Status Inquiry
US Paid Without Issuance
Inquiry
LIS Today's ltems Inquiry
US Controlled Disbursement
Funding Presentment Recap
Inguiry
LIS High Order Prefix Inquiry
U3 Controlled Disbursement
Funding Inguiry

<

LU

2. Click on the Trade Letter of Credit Details Inquiry to view the advised Export LC.
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Export Letter of Credit Advice

3.1.1 CriteriaTab

The Criteria Tab helps users to select a specific transaction.

Trade Letter of Credit Details Ingquiry
Criteria

LC Summary LC Activity Summary | LC Detail

= Customer ID

equals ﬂ

* Product Group
equals ALl j

1. Customer ID can be selected from the Library Look Up, if users’ company has multiple subsidiaries and
Product Group can be selected from the drop-down.

Toview a specific transaction, complete any one of the following Criteria fields.

LC Reference

quuals j I
Applicant Reference

quuals j I
Issuing Bank Reference
quuals j I
Bill Reference

quuals j I

2. To view a specific transaction, users can input reference number details into any one of the criteria fields
(LC Reference , Applicant Reference, Issuing Bank Reference and Bill Reference).

Toview a range of transactions, complete one or more of the following Criteria fields.

Counterparty Country
equals ﬂ
CCY

equals ﬂ

3. To narrow the search results of transactions, users can include additional filtering criteria detailed above.

Outstanding LC Amount
quuals j |
Book Date
If“‘m M| || ;o ﬁjto| ;o =i~
Expiry Date
[£ron M || ;o =f=|to| s s =

Ut Criteria Criteria Options bt View

@ ﬁ * [RepEE A Clear Default Search Split

4. Additional Information such as Outstanding LC Amount, Book Date or Expiry Date, which help make the
search more transaction specific, can be provided here.

After all the criteria has been appropriately included, click on Submit. The user can choose not to include any
search criteria, and simply click on Submit.
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User can select any of the other action buttons:

Clear Criteria—Clears the options selected or text input in the text boxes.
Default Search Criteria Options—All the default options are selected.
Print—Prints the screen.

Split View—Enables user to view the LC Summary list at the bottom of the page.

3.1.2 LC Summary Tab

The LC Summary Tab displays the Transaction(s) based on the criteria details provided by user in Criteria Tab.

Trade Letter of Credit Details Inquiry

Criteria | LC Summary LC Activity Summary | LC Detail
Customer ID I Customer Hame (1) Product Type LC Refer
oo0lo4 Customer 1 Export Documentary LC 090919587
ooolo4 Customer 1 Export Documentary LC 03031388 |
oo0lo4 Customer 1 Export Documentary LC 03091383
-
Kl | »

== Riovwe 1 of 400 + == | |Right Click on column titles to customize| (11427 sorted columns

Update Go to Print Split

* Reguired Field  Run DatedTime: 100302013 ot 01:00:42 15T
ﬁ Screen Details View

&

User can select any of the action buttons:

Update Screen—Refreshes the screen.

Go to Details—View LC Details on the LC Detail Tab.
Print—Prints the Screen.

Split View—Enables user to view the LC Summary list at the bottom of the page.

3.1.3 LC Activity Summary Tab

The LC Activity Summary tab provides information on the complete life cycle of the transaction, including relevant
statuses, corresponding dates, and details of the transaction.

Trade Letter of Credit Details Ingquiry

Criteria LC Sumimarny LC Actiity Summary | LC Detail

Bank Entity LC Reference Applicant Reference

|940 INEUI YONE CITIBANE - g 02091937

Product Type LC Qutstanding Amount Maximum Available Amount
IEXPDr'-" Documentary LC IUSD | Z00,000.00 IUSD | Z00,000.00
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1. When user clicks on View Documents link, all the documents associated with the Letter of Credit are
displayed (see below)

|| Library Look Up Dialeg (250
{1) Document Type Approximate # of Pages Scan Date Status
Adwice of Debir - Export 1l 09/05/20... Available
Export Advising Text 2 03/0572Z0... Available
LC Acknowledgement | 1 0905720 .. Awailable

== Row 3 of 3 == | (1342) sorted calumns

m Retrieve View Status Details Update Screen Cancel

Date Activity | BillReference | Status | Amendment Humber |
12 /0EFEZ01E EBooking/Issuance Approved

K| | 3
==Row 10f 1 == | [Right Click on column titles to ize| (1)/(2) sorted columns

@ @ * Required Field Return to Go to Go To LC Charge

LC Summany Eutenia Details puint Summary

2. All the statuses of a Letter of Credit are displayed here

User can click on Go To Details to view additional details of the LC.
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3.1.4 LC Detail Tab

The LC Detail Tab displays the details of the Letter of Credit. All fields are view only.

Trade Letter of Credit Details Ingquiry
LC Summary LC Activity Summary | LG Detail

Customer ID | Hame

Bank Entity

|UUUUUL |C‘us:ﬂmer 1 = |94E| |NEW YOPRE CITIBANK - FIL
LC Reference Product Type

28029380 ‘Export. Docunentary LC
Applicant Reference Beneficiary Reference

Applicant Name & Address Beneficiary Mame & Address
|Applic‘.am: ak ‘Custnmer 1

Applicant Country Beneficiary Country

|oWITED 2TATES OF AMERICA |THCTA

Issuing Bank Reference

Issuing Bank Name & Address

[F1rsT BaNE

Issuing Bank Country

[pusRTO RICO

Original CCY / Amount

TED 100, 000,00

LC Outstanding Amount

usD 100. 000,00

Tolerance { +/-} %

[T

Advising Bank Reference

Advising Bank Name & Address
‘Nzw TORK CITIEANK - FI ;I

Advising Bank Country
‘U‘NITED STATES OF AMERICA

Original Maximum Amount

at=ad lo0.000,00

Available Amount

UsD 100.000,.00

Presentation Period

Issue Date Advise Date
0170172013 ﬁj 010172013 ﬁj
Latest Shipment Date Expiry Date

;o ﬁj 0L/15/2015 ﬁj
Expiry Place New Expiry Date
ug = g & ﬁj
Tr: hi it Partial Shipment
Place From Port of Loading

Place of Final Destination

Port of Discharge

Tenor Terms Shipment Terms
|SIGHT ‘ a

Available By Drawn On
Dayment ‘

Available With Confirmed

|NE'[AT TYORE CITIEANK - FI

Has Transfers !Is Transferable

B

LC Text

Tes

Master LC Reference

Wigw Documents

@ [ !; * Required Field
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Users can select the following links:

LC Text: Any correspondence generated by bank’s trade back office system that the client will have copies of. For
example: copies of SWIFT messages.

View Documents: All the documents associated with the LC

Related Purchase Orders: All related purchase orders

Users can select any of the action buttons:

Return to LC Activity Summary: Takes the users to LC Activity Summary Tab
Criteria: Takes the users to Criteria Tab

Previous: Takes the users to previous Tab

Next: Takes the users to next Tab

Print: Prints the Screen
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Payment Under a Letter of Credit

citi

CitiDirect® Online Banking | MyPreferences | Inbox | SupportWebsite | Close
Privacy Statement | Online Help

03/20/2014 17:47:46
|Search CitiDirect Menu aQ |
| would like to ... -

|§ Home

My Transactions & Sernvices

Home == Inquiries & Searches

Reports Tools & Preferences Lser Administration

[ Favorite Reports

Access Management
Inactive User Inquiry
Cash Statement
Balance Summary Inquiry
Account Statement Inquiry
Transaction Summary Inquiry
Transaction Detail Advice
Inguiry
Incremental Account
Statement Inquiry
MA Paid Cheques Inquiry
Statement Delivery Status
Inquiry
Latin America Consolidated
Position Summary Ingquiry
Latin America Account
Position Inguiry
Latin America Float Analysis
Inquiry
Latin America Controlled
Disbursement Inquiry
Liguidity Management
Sweep Rates Inquiry
Lockbox
Lockbox Interim Motification
Inguiry
Lockbox Activity and Image
Inquiry

Trade PO
Purchase Order Inquiry
Invoice Inquiry

Trade Services

| Trade Bill Details Inquiry

2
] :

Trade Letter of Credit Details
Inquiry
Trade Guarantee/Standby
Letter of Credit Details
Inquiry
Trade Settlement Funding
Inquiry
Trade Future Funding Inquiry
File Services
Import File Inquiry
Check Disbursements
LIS Today's Items High Order
Prefix Inquiry
LIS Check Status Inquiry
US Paid Without Issuance
Inguiry
US Today's ltems Inquiry
US Controlled Disbursement
Funding Presentment Recap
Inquiry
LIS High Order Prefix Inquiry
US Controlled Disbursement
Funding Inquiry

<

L]

1. User should select the Inquiries Link from the top navigation bar

2. Select Trade Services Inquires—Trade Bill Details Inquiry
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3.1.5 Trade Bill Details Inquiry

The Criteria Tab helps users to select a specific transaction.

1 Trade Bill Details Inguiry
Criteria Bill Summary T Bill Detail

= Customer ID

v

equals
Product Type
equals ﬂ

1. Customer ID can be selected from the Library Look Up and Product Group can be selected from the drop-
down, or include all

| Library Look Up Dialog =

(1) Branch Code Branch Hame (2} Customer ID Customer Hame
71z HONG EONG CITIBANE oooooz MRO0O] JOOOI- 0000 FOD0OO MM X0 =

71z HONG EONC CITIBANE O001zE FOOCODC FOOOL 0000000 K 304 200

<= Rowy 1 0f 400+ == | (1)0(2) sorted calumns

Search Update Screen More Cancel

2. Select the relevant Customer information from the Customer ID Library Look Up Dialog Box and click OK

Toview a specific tr: i I onhe of the ing five criteria fields.
Bill Reference

I equals j I
LC Reference

| equals j I
Drawer [ Beneficiary Reference
[cauats M

Intermediary Bank Reference
| equals ﬂ

Direct Collection Reference
| emquals j I

3. To view a specific transaction, users can input reference number details into any one of the criteria fields

4
- Toview a range of transactions, complete one or more of the following criteria fields.

Intermediary Bank Hame
equals ﬂ

Counterparty Country
equals ﬂ

CcCy

equals ﬂ

4. To narrow the search results of transactions, users can include additional filtering criteria detailed above
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Outstanding Bill Amount

Iaquals j I
Book Date
from | N - N -
| e || fr e[ s =
Settlement Date
quuals - =1
| s |
Status
equals I j
"] Discount Indicator
[ Show Overridden Discrepancies i
= Reguired Field .
. Clear Default Search - Split
@ ﬁ EuBmi Criteria Criteria Options [T View

5. Additional Information such as Outstanding Bill Amount, Book Date, Settlement Date, Status and checkboxes
Discount Indicator (if discounts are applicable) and Show Overridden Discrepancies (if applicable) which help
make the search more transaction specific, can be provided here

After all the criteria has been appropriately included, click on Submit. The user can choose not to include any
search criteria, and simply click on Submit

User can select any of the other action buttons:

Clear Criteria—Clears the options selected or text input in the text boxes.
Default Search Criteria Options—All the default options are selected.
Print—Prints the Screen.

Split View—Enables user to view the Import LC Payment Summary list at the bottom of the page.

3.1.6 Bill Summary Tab

The Bill Summary Tab displays the Transaction(s) which have satisfied the criteria details provided by user in the
Criteria Tab.

Trade Bill Details Inquiry
Criteria BillSummany || Bill Detail

(1) Product Type I Bill Reference I Drawer / Beneficiary Reference Direct Collection Reference I Counterparty Country | CcCY |
Export Eill (Discounted) TAM1Z060443114 TTZ1708 TC4 UNITED STATES OF AMERICA usD =
Export Eill (Discounted) TAM1Z20614432827 TTZ6719 TCl4 UNITED STATES OF AMERICA usD —

=
4| | L4
== Row 23 of 400 + == | |Right Click on column titles to customize‘ (142 sorted columns

User can select any of the action buttons:

* Required Field Run DatedTime: Update Gota print Spiit
Screen | Details View

Update Screen—Refreshes the screen.
Go to Details—View LC Details on the LC Detail Tab.
Print—Prints the Screen.

Split View—Enables user to view the LC Summary list at the bottom of the page.
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3.1.7 Bill Detail Tab

Bill Detail Tab displays the details of the Export LC Payment transaction. All fields are view only.

Trade Bill Details Inqguiny

Customer ID ' Hame

[o0ooo1 [ cosToMER: MEME

Product Type
EXPORT 1IC

Bill Reference

TAM1Z0E0443114

Direct Collection Reference

Beneficiary Reference

TT31702 TC4

Bank Entity

240 NEW YOPK CITIBANK - =

Original Bill CCYiAmount

Like) Z.500.000,00

LC Reference

020828337

Applicant Reference

TT21702TC4

Beneficiary Name & Address Applicant Name & Address
| BENE NAME = |APPLICAN'I NRME
Beneficiary Country Applicant Country

|UNITED STATES OF AMERICA

Collecting Bank Reference
TT31709TC4

Collecting Bank Name & Address

|L|'NITED STATES OF AMERICA

Remitting Bank Reference

Bank Name & Address

|CO]..LECIING BANK NAME
Collecting Bank Country

|NEW TORE CITIBANK - FI

Bank Country

|TJNITED STATES OF AMERICA

Book Date

=l
04/18/2012 ;lﬂ
Discount Date
04/18/2012 ﬁj

QOutstanding CCY/Amount

US> 1.280.000,00

Total Settled Amount

US> 1.280.000,00

Last Tracer Date
=
= |
# Acceptance Tracers

Tenor Terms

32 DAYE FROM

Country of Origin

|T_|'NITED STATES OF

Acceptance Date

=
04/18/2012 ;lﬂ

Discount Rate
£

Maturity Date

=
0572172012 ;lj
Settlement Date

=
0471872012 ;lj

Last Tracer Type
# Payment Tracers
Type of Export

Mode of Transport

Company or Air Carrier Name

Vessel Name

Issuing Bank Issuing Bank Reference
[zssUTNG BRI =| [mss
Bl Date BiL Reference
=
- |
Agent Name: Agent Commission CCYiAmount
FX Contract Number Due Date for FX Contract
T
Supplier Financing Cost CCYiimount Funds Available Since
e
A

Megotiations Under Reserve

Agent Payment Instructions

Lizt of Discrepancies
Wigw Documents

Bill Charges

Courier Information

Activity

Activity
0371372012 Booking/Issuance

<

Status | ecy |  settlement Amount

Discrepant Documents uSD 0,00 TS

<= Row D of1== | (1342) sorted columns

* Required Field

CIL
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User can select the following Links:

List of Discrepancies: Users can view various discrepancies regarding the submitted documents or the
Information provided.

View Documents: All the documents submitted along with Letter of Credit are listed in the Documents Library

|£:| Bill Charge Surmmary
Charges Grid
(1) Settlement Date Value Date Description
1171472013 1171577013 Payment Commission
1151442013 1171572013 Postage Charges
1151472013 11/1&/2013 Eill Drawings
1171472012 117187201z Other Charges

4| |

== Row Oof 4 == (1021 =orted columns

Print Cancel

Bill Charges: View charges associated with the transaction.
Courier Information: View document courier delivery information.

Related Invoices: View all the invoices related to the Letter of Credit.

User can select any of the Action buttons:

Return to Bill Summary—Takes the user to Bill Summary Tab.
Criteria—Takes the user to Criteria Tab.

Previous—Takes the user to previous Tab.

Next—Takes the user to next Tab.

Print—Prints the Screen.
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Direct Presentation

The Direct Presentation offering allows exporter clients to submit documents for presentation/payment directly to
the Importer’s Issuing Bank. Exporters submit documents electronically via the Trade Portal for bank review, and
will receive the results of the review electronically. For documents that are clean, clients will receive a Clean
Document Cover Letter. For documents that are discrepant, clients will receive a bill discrepancy naotification, and
will be required to resubmit the documents for re-examination.

Direct Presentation is an offering for select customers who meet the necessary Know Your Customer (“KYC”)
requirements.

3.1.8 Direct Presentation Submission

Access the Direct Presentation Module through “My Transactions and Services”, then Trade Services.

rarny) CitiDirect® Online Banking | OnlineHelp | MyPreferences | Inbox | SupportWebsite | Close il
Cltl Change Client Context | Privacy Statement
032012014 17.47:46 "
[search Citiirect Menu a]
lwould like to ... -
|5 Home My Transac Inquiries & Searches Reports  © Tools & Preferences User Administration ‘
Home == Wy Transactions & Senvices == Trade Senvices > Trade Senvices [ Favorite Reports
Trade Services Last Login Date 03/19/2014 09:24:38

Repair Reqd Verification Reqd Auth Regd Release Reqd Offline Authorization Incoming Messages

Service Type Customer ID Customer Hame Customer Reference Counter Party Hame | cCY ‘ Amount Maker Hame

|»

m

4| |
< Row 1 0f 400 + == | ‘Righi Click on column titles to customize  (1)1(2) sorted columns

R Go To ’ Other
q @ Submit = Hew Details Delete Options

On the Input/Modify Tab, click on “New”.
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B2 Details Dialog (%]

= Transaction Initiator = Customer ID
1] | Your Company I 000000
Name

IYour Company Name

= Transaction Type = Creation Method

B ||
2

* Required Field .

A new screen will appear requesting to select the Transaction Type and the Creation Method.

1. Choose Direct Presentation Submission as the Transaction Type and click OK

Library Look Lip Dialog

{1} Service Description

Direct Presentation PResubmission | %

Direct Presentation Submission

-

== Row 11 of 26 == | (1021 sorted columns

OK Update Screen Cancel

2. Select the applicable Creation Method and click OK

Library Look Lip Dialog

Copy Transaction

Create New

Create from Pre Format

== Row 1 0of 3 == | (112 sorted columns

0K Update Screen Cancel
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3.1.8.1 Direct Presentation Details
MAIN TAB

The user will be taken to the Direct Presentation Submission module and will need to fill out the open fields (in
white). Fields that are greyed out will be auto- populated by the system.

Direct Presentation Submission

Main Details Documents

Transaction Initiator Customer ID

ICUSTOMER NAME 00000

Transaction Status Drawer Reference Humhber

I IDDDDD
Advising Bank Reference Mumber Bank Bill Reference Humber
Issuing Bank Reference Number Drawee Reference Number

* Drawer Hame |/ Address = Drawer Country
n | El ﬂ IEIU‘NITED STATES
* Drawee Hame / Address * Drawee Country
o =l
= CCY 7 Amount
s Kl
= Tenor
B =
Days Tenor Terms Date
- 4 77 =

Advising Bank Reference Number: Reference Number that the Advising Bank provided
Issuing Bank Reference Number: Reference Number that the Issuing Bank provided
Drawee Reference Number: Reference number of the Drawee (Importer)

Drawer Name/Address: Name and Address of the Drawer (Exporter)

Drawer Country: Country of the Drawer (Exporter)

Drawee Name/Address: Name and Address of the Drawee (Importer)

Drawee Country: Country of the Drawee (Importer)

CCY/Amount: Currency and amount of the presentation

© © N o 0o &~ w NP

Tenor: Choose from Sight or Usance

a. If Usance is selected, Days, Tenor Terms and Date will be editable fields
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* Tenor

IUsaru:e j

Days = Tenor Terms Date

- J [ =

DETAILS TAB

Users can select the type of documents that will be submitted, as well as indicate if these documents are
originals, copies, manually signed, manually endorsed, stamp signed, stamp endorsed, have a courier receipt,
have a raised commerce stamp or have a raised notary stamp. Users are also able to indicate how many originals
and/or copies they are submitting, and if they will be transmitted via fax.

Main Details Documents

Documents to be mailed to the 1ssuing Bank .
Originalis) Copwlies) Transmit Via Fax

?ILeﬂer of Credit [ [ Cms [mME [ss [SE u
# of Amendment(s)
[ | Amendment(s) [ [ [ Ems MEME Mss [HsE r
% |commercial Invoice [ [ [Ms [ME [1ss§ [I1SE [JRCS [IRNS | ¥
| |Packing List [ [ Mms [TME [1ss [JsE u
% |ocean Bill of Lading [ [ [Ms [ME [1ss [1SE n
T |Draft [ [ Ems MEME Mss [HsE r
I |airwayhbill [ [ EmMs [EME JEss [ESE r
[ |certificate of Origin [ [ Ems [EME [ss [EsE [ERes [ERNS | I
n |_ l_ [Ms ME [1ss [ISE [JRcS [IRNS | [

M5 - Manually Signed, ME - Manually Endorsed, 55 - Stamp Signed, SE - Stamp Endorsed, CR - Courier Receipt,
RCS - Raised Commerce Stamp, RNS - Raised Notary Stamp

= Required Field Return to Other

Submit Save Download Hext Clear Print Print Preview "
Summary Options
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1. Users can select the checkbox next to each document that they would like to include in the transaction

2. If the check box is selected, users can include the number of originals/copies and how the documents are
signed or endorsed. The acronym legend can be found at the bottom

3. If documents should be transmitted via fax, users may select the checkbox in the “Transmit via Fax” Column

4. Users can include any additional documents that are not included in the list by using the lookup arrow and
choosing from a user-maintained library, or insert free form text

DOCUMENTS TAB

Main Details Documents

Uplosd Document §
Narrative

Return to _ _ _ Other

Submit Save Download Hext Clear Primt Print Preview _
Summary Options

1. Select Upload Document on the Documents tab

Users will be taken to the document upload screen.

B | |

DocType:[BOLBill Of Lading  ~fTitle: [5il 07 Lading Folder: [Submission
+ Add Files... | @ Cancel Al @ Clear Al @ upload Al ¥ Refresh
i
W
Bill of lading.pdf 112.67 KB File Uploaded Successfully

g

x Submission BOL CSA DC9883 04/16/2013 Bill of lading.pdf  Document Uploz
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2. Select the type of document to upload from the drop-down list
3. Give the document a title and or folder name

4. Click Add Files and browse for the documents using the standard upload box

Choose file

Look in: I@ Desklop

@ Analysis Cert
E Bill of Lading
My Recent B3| Certif of Origin

G-

Dacuments E] Insurance
K W Irvaice
: [ELC Advice
Desktop
b4y Computer File name: I

Files of type: I.-'E-.II Files [*.7]

When the text “File Uploaded Successfully” appears, the document that the user has uploaded will be viewable in
the Documents List. Users have the opportunity to view, delete and add comments.

5. Hit Close when completed. Users will be taken back to the Documents Tab

6. Click Submit on the Documents Tab to send the transaction for authorization

3.1.9 Viewing Results of Document Review

After the documents are submitted, the bank will review the documents against the Letter of Credit. If the
documents are clean, the client will receive an incoming message that contains a cover letter. The client should
print out the cover letter and append it to the document package for presentation to the Issuing Bank.

If the documents are discrepant, the client will receive a Bill Discrepancy notification that will detail the reasons
why the documents are discrepant. The client will need to resubmit the documents.
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3.1.9.1 Clean Documents

If the documents are clean, users will be able to view the clean cover letter in the Incoming Message tab.

[ AuthReqd | Release Reqd Offline Authorization ' Incoming Messages View

Input Modify

Repair Reqgd

Yerification Reqd

Message Type

| 11) customer D |

Customer Hame

Clean Document Cover Letter Incoming

Qooooo

b e

Select the Clean Document Cover Letter Incoming message and click on Go to Details at the bottom of the

screen (not pictured here).

Incoming Response

Hame

| CUSTOMER NAME

Bank Entity

| XXX |

Attention

| MRS. XXXXX

Bank Bill Reference Number
|xxxxxxx

Drawer Hame & Address

Drawer Reference

Drawee Reference

Wienwy Documents

Incoming Harrative

Customer ID

000000

Message Status

Message Received Date/Time
=t

| -

Message Reference Humber

CCYAmount
|xx |xxxxx

Advising Bank Reference Humber

Issuing Bank Reference Number

Pleaze see attached Cover Letter

|
[

Select the View Documents link. The user will find the cover letter in the Incoming folder of the Documents List.
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Eolder Details Documents List

4. Incoming

XK U

H Cover Letter.pdf

Open this document and print out a copy. Append it to the document package that will be submitted to the Issuing
Bank for submission.

3.1.9.2 Discrepant Documents

If documents are discrepant, the client will receive a Bill Discrepancy Notification in the Incoming Messages tab.
Bill Discrepancy Notification

Incoming Response

Name Customer ID

Bank Entity Message Status

Attention Message Received Date/Time
;I -

| | ==

Bank Bill Reference Humber Message Reference Number

Drawer Hame & Address CCY/Amount

Drawer Reference Related LC Reference Number

Drawee Reference

Incoming Narratnre

Discrepancy Advise

The Port of Destination is mwisspelled. Please
correct it and re-submwit.

* Required Figld Return to Other

Download Hext Print N
Summary Options

Mark A= Read
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1. Click on “View Documents” to view the associated documents

2. The Discrepancy Advise field contains an explanation of why the documents are discrepant

3.1.10 Direct Presentation Resubmission

If documents are found to be discrepant, these documents should be revised and resubmitted for presentation

1.

Select New from the Input/Modify tab

2. A new screen will appear. Select Direct Presentation Resubmission and click OK. The Creation Method will

be automatically populated as “Create New”
Details Dialog E'

= Transaction Initiator = Customer ID
5 |
HName
= Transaction Type = Creation Method

ﬂ | ﬂ |Create New

* Required Field
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The Direct Presentation Resubmission module will be shown.

The user can choose an existing transaction to resubmit using the lookup arrow beside the Drawer Reference
Number field.

Details Documents
Transaction Initiator Customer ID
Transaction Status * Drawer Reference Numhber
| K
Adhvising Bank Reference Numhber Bank Bill Reference Humber
Issuing Bank Reference Humber Drawee RBeference Number
Drawer Name ! Address * Drawer Country
| = Hl |
* Drawee Name | Address * Drawee Country
hill = Hl |
= CCY F Amount
|l |
* Tenor
Days Tenor Terms Date

P | B =N

The Library Look Up dialog will allow the user to choose the existing transaction to resubmit. Upon selection, the
applicable transaction information will populate.

| £:| Library Look Up Dialog @
Drawer Reference he Drawer Hame Bank Bill Reference he fud q Bank Reference he Amo
0000033165001
0000023165002
4| | y
==z Rowe 1 of 2== | [1)02) sorted columns
OK Search Update Screen Cancel
N



The user will follow the same steps as the Direct Presentation Submission outlined in 3.6.1.
Upon clicking the Upload Document link in the Documents Tab, the user will be brought to the below screen.

The uploaded documents will be saved in the Re-Submission folder. If multiple resubmissions are created, the
subfolders with title “001”, “002”, “003”, etc will be created.

Folder Details Documents List

J' .| submission Opn Type ype

a4 | Re- submission

. . ]oo1 X FRe B/L

submission
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Glossary

APPLICANT LC REFERENCE NUMBER

A unique ID number that is assigned to the Export LC transaction. Depending on user’s company’s configuration,
user might need to enter the number manually, or it may be assigned automatically. If it is assigned automatically,
user will not be able to manually enter or change this number.

ISSUER OF LC

The party that is responsible for this Export LC. Also known as By Order Of party, this is the party who is dealing
with the bank and to whom the credit line is granted.

ISSUING BANK

The bank that issues the LC. Typically, this is the bank that the Applicant/By Order Of parties are dealing with.
This is a read-only field that uses data from a list of valid issuing banks that are defined in user’s customer
configuration. User cannot create a new Issuing Bank party.

BANK LC REFERENCE NUMBER

A unique number that is used by the bank(s) to identify the transaction. This is a read-only field. User’s
organization may be assigned a pool of bank reference numbers. If this is the case, the bank reference number is
added to user’s LC application automatically when he/she initiates the application. If his/her organization does not
use pre-assigned reference numbers, the bank reference number is assigned to the transaction when it is sent to
the bank.

APPLICANT

The party for whom the LC is being opened. This is usually the same as the Issuer/By Order Of party. Most of the
time the Applicant is the Exporter, but this is not always the case. Choose the applicant from the drop-down list or
click the icon to add a new applicant.

BENEFICIARY

The party in whose favor the LC is issued and who is entitled to present documents for the LC and receive
payment. Most of the time the Beneficiary is the Exporter, but this is not always the case. Choose the beneficiary
from the drop-down list or click the icon to add a new beneficiary.

ADVISING BANK

The bank that receives the LC from the Issuing Bank for authentication and delivery to the Beneficiary. The
Advising Bank is usually a correspondent of the Issuing Bank, located near the Beneficiary. Select or enter the
advising bank.

FORM OF DOCUMENTARY CREDIT
Choose whether user wants to create an Irrevocable LC or an Irrevocable Transferable LC.

Irrevocable LC is the Export letter of credit that cannot be modified or cancelled without the consent of the
beneficiary.

Irrevocable transferable LC is an Irrevocable Letter of Credit that permits the beneficiary of the letter to make
some or all of the credit available to another beneficiary.

CONFIRMATION INSTRUCTION

Specify how the Beneficiary/Advising Bank must confirm the LC.
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TOLERANCE

This is the percentage difference that is acceptable between the amount that is drawn and the amount of the LC.
Enter the tolerance percentage as a +/- range.

EXPIRY DATE

Enter the date when the LC will expire or click the Calendar button to choose a date directly from the calendar.
EXPIRY PLACE

Choose the location where the LC will expire. This is usually the Beneficiary's country.

AVAILABLE WITH

Specify whether the LC can only be negotiated or accepted by a particular bank or institution.

AVAILABLE BY

Choose the settlement (payment) type for the LC.

TENOR

The number of days of business credit the customer has before they need to make payment to the supplier. This
starts when they receive the goods and is typically 30, 60, 90, 120 or 180 days.

TENOR TERMS
These form the payment terms of the LC.
DAYS

The number of days between an agreed upon action (such as the delivery of the shipment) and the payment due
date. Enter the number of days after an event that payment is due.

CHARGES

Choose which party is responsible for paying the bank charges for the LC.
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Chapter 4 Export Transfer LC

About the module

The Bank Portal’'s Export Transfer LC module enables users to:

e Apply for their LC to be transferred

e Apply for amendments to transferred Export LCs

e Authorize Export Transfer LCs

¢ Release Export Transfer LC requests to the bank for processing

Accessing the Export Transfer LC Module

From the Main Trade Services homepage, click on the Input/Modify tab to access the Export Transfer LC or
Amendment to Export Transfer LC Module.

Py} CitiDirect® Online Banking | OnlineHelp | MyPreferences | Inbox | SupportWebsite | Close —
Cltl Change Client Context | Privacy Statement
03/20/2014 17.47:46 P
| would like to -
‘ TG 1y Transactions & Senices Inquiries & Searches | Reporis Tools & Preferences User Administration ‘
Home == MyTransactions & Senices == Trade Senices == Trade Senvices [ Favorite Reports
Trade Services Last Login Date 03/19/2014 09:24:38

INPUEModify ] Repair Reqd | Verification Reqd | Auth Reqd | Release Regqd [ Offline Authorization | Incoming Messages [ View

Service Type | customer 10| Customer Hame. | Customer [ Counter Party [ ccy | Amount Maker Hame

m

-
4| | 2
—
<< Row 1 of 400 + »» | ‘nghi Click on column titles to customize  (1)42) sorted columns

ﬁ = - Go To Other
HQ Q ‘| Submit | Hew Details Delete options

n
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Creating an Export Transfer LC Request

Initiation of an Export Transfer LC request can be done three different ways

e Create a new Export Transfer Letter of Credit Request by entering all the details

e Copy from a similar Export Transfer LC Request that already exists in the system. This allows the user to
quickly create an application, by entering or updating only the details that differ from the existing request

e Create an Export Transfer LC Request based on a Pre-format. The information from the pre-format is entered
automatically into the application, and the user will only need to update the relevant fields

Creating a New Export Transfer LC Request

A user can create a new Export Transfer LC(without pre-formats or copy from an existing request) as follows:

1. Choose Trade Services | Choose Input/Modify

2. Click on the New button

Trade Services
LT, | - - -
InputModifiy & Repair Regqd | Verification Regqd | Auth Reqgd

Release Reqd | Offline Authorization | Incoming Messages

-

Service Type Customer ID I Customer Hame Customer Reference Counter Party Hame
4| |
== Row 13 of 400 + == | |Right Click on column titles to cus‘tomize| (1342) sorted columns
_ GoTo
Q @ ﬁ Submit | Hew Details

3. Details Dialog

|| Details Dialag

* Transaction Initiator

+ Customer ID

ﬂlm@c{x

= Transaction Type

ooooos

= Creation Method

M)l

H|

* Required Field

Ok | Cancel

In the Details Dialog box, click on the dropdown of the Transaction Initiator field. The Transaction Initiator Library
contains the unique identifiers. Select a name of relevant Transaction Initiator from the Transaction Initiator
Library Look-Up Dialog Box and click OK. Select the dropdown of the Transaction Type and choose Export

Transfer LC.
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| £ Library Lok Up Dialog | = |

{1} Service Description

Amendment to Export Transfer LC -

Export Transfer LC

<= Row 4of8== | (1)2) sorted columns

OK Update Screen Cancel

In the Creation Method field, select Create New and click OK.

B Library Look Up Dialog x|

(1) Creation Method

Copy Transaction

Create New

Create from Pre Format

== Row 2of 3 == | (1002 sorted columns

OK Update Screen Cancel

The Snapshot below displays the Transaction Initiator dialog box with fields populated through the selections
made via Library Look-ups. All the fields need to be filled. Click OK.

' h'
| %] Details Dialog =5

* Transaction Initiator * Customer ID
ﬂ |x>c>{>c>{x pialecelecelerd 000003
Hame

= Transaction Type = Creation Method
ﬂ |Export, Transfer LC ﬂ |Creat,e HNewr
* Required Field ok Cancel
L "y

4. The Export Transfer LC module contains the following tabs: Main, Master LC, Conditions, Documents,
Shipment, Details, Goods and Others

The snapshots below illustrate the Export Transfer LC module's features:
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Transaction Initiator Transaction Status
1 |><}<}<}{xx 10000000000 1000000 |
Customer ID
000003
* Applicant LC Reference Humhber Bank LC Reference Humher
2
* Form of Documentary Credit = Applicahle Rules
3 IIRREVDCABLE :I IUCP LATEST WERSION |j

MAIN TAB
The Main Tab of Import LC Issuance Screen is presented.

Any fields with the * is a mandatory field and must be completed.

Export Transfer LC

Main Master LC Conditions Documents Shipment Details Goods Others

S

1. Transaction Initiator, Transaction Status and Customer ID fields are pre-populated as per the selection done

in the Transaction Initiator Dialog box

2. In Applicant LC Reference Number field, a unique reference number should be entered by the user.

The Bank LC Reference Number is a unique number pre-assigned by the Issuing bank, which will be

populated once processed.

3. Form of Documentary Credit defaults to Irrevocable and Applicable Rules need to be completed by the user

Applicant Name / Address Applicant Country
ﬂ |x>c><x>cx 100000 El ﬂ IE'HDNG KONG

+ Beneficiary Name | Address = Beneficiary Country

| =~

Contact Person Contact's Email Address
| |

Telephone Humber Fax Number

| |

Advising Bank Name | Address Advising Bank Country
s K] = o[

n!

4. User can select the Applicant Name/Address and Applicant Country from the Library

5. Beneficiary Name/Address, Beneficiary Country, Contact Person, Contact’'s Email Address, Telephone
Number and Fax Number need to be either entered by the user or populated through Library Look Up

6. The Advising Bank Name/Address and Advising Bank Country fields can be selected from the Advising Bank

defined for the counter party selected from the Trade Counter Party Library or via Free Form Text

Note: The parties mentioned must be pre-defined in the respective libraries in order to populate these fields.

= CCY [ Amount * Available By n
j I I IBY NEGOTIATION :I
* Available With Bank Name ! Address
. ]
Bank Country
H[
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1

1

1

2

14

1

1

6

7

7. The CCY/Amount field can be inserted using the Currency Library Dialog Box. User can select a currency from
the list and click OK, then enter the amount in the next field

8. In the field Available By, user can choose the settlement (payment) type from this list:

EY ACCEPTANCE

EY DEF PAYMENT
ET NEGOTIATION
EY PATMENT

9. In the field Available With, user can choose the appropriate party that will process the final settlement. Users
can choose from Any Bank, Any Bank In, Banamex, Citibank, Other

10. Depending on the option chosen in the previous field in item 13, the Bank Name/Address and Bank Country
will need to be populated. For example, if “Any Bank In” is selected, the Bank Country field will need to

be populated

* Required Field ** At least one reguired field

m saue

Download Hext

Return to
Summary

Expiry Place + Expiry Date Tolerance +-
| ;o : | |_ |_
+ Notify By Drafts Required
J p
* Tenor * Confirmation Instructions
Days Tenor Terms
[ g
Drawn on Charges
l o

Other

Clear || Print Options

Print Preview

11. In Expiry Place, users can enter the city and country where the export transfer LC will expire

In Expiry Date, user can click the Calendar button to choose a date when the export transfer LC will expire.
The date entered here is the final/latest date on which drafts and/or documents can be presented to a bank
for negotiation or payment

Tolerance is the percentage difference that is acceptable between the amount that is drawn and the amount
of the export transfer LC. User can enter the tolerance percentage as +/- range

12. Notify By allows the user to select the appropriate communication method (eg. Mail, Cable, Fax) for the bank
to forward communication to

13. Drafts Required allows the user to select the check box if drafts are required
14. Tenor allows the user to select from “Sight” or “Usance” terms
15. Confirmation Instructions—users can select from “Confirm”, “May Add” or “Without”.

16. If “Usance” was selected in Item 14, Tenor Terms and Days will need to be filled out

= Tenor

IUsance j

= Days = Tenor Terms

[ r =
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17. For Drawn On, user can populate this field using the Library Look Up and select the relevant Party from the
list and click OK

|£| Library Look Up Dialog @
D 0

ABC BRENE

ABCD BANK

Party 1

Barty 2

<= Row 1 of 15== | [13(2) sorted columns

OK Search Update Screen Cancel

18. For Charges, user can click the Library Look Up to open a Library Look Up dialog box. User can select clause
from the charges list and click OK

| £/ Library Look Up Dialog @
{1} Clauze Type I {2} Clauze Text Short Description Clauze Text iz locked Branch Code
Text 1 T
CHEGS Text 2 N
CHRGE Text 3 T
CHRES Text 4 v
=z Row 1 of 10 == | [1)(2) sorted columns
OK Search Update Screen Cancel




MASTER LC TAB

Click on the Master LC tab and the screen is displayed below:
Export Transfer LC

Master LC Conditions Documents Shipment Details Goods Others

= Master LC Reference Issuing Bank Reference
ﬂ I— Retrieve Transaction Histor I—
Issuing Bank Name/Address Issuing Bank Country
o = o™

* Required Field ** At least one reguired field
Save Download Hext Returnto Clear || Print Print Preview Other

Summany Options

1. Inthe Master LC Reference text box, the user enters the Master LC Reference, or selects from the library
look up by clicking on the arrow.

2. Inthe Issuing Bank Reference text box, the user can enter the Issuing Bank Reference Number.

3. Inthe Issuing Bank Name/Address text box, the user can enter the Issuing Bank Name/Address or select
from the library look up by clicking on the arrow.

4. Inthe Issuing Bank Country text box, the user can select the appropriate country from the library look up.
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CONDITIONS TAB

Click on the Conditions tab and the screen is displayed below:

Export Transfer LC
Master LC | Conditions Documents Shipment
Conditions
| Al
=l
* Required Field  ** At least one reqguired field Return to Other

Save Download Hext Clear Print Print Preview -
Summany Options

The user can enter free form text into the Conditions field, or select a previously saved clause by clicking on the
arrow.
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DOCUMENTS TAB

Click on the Documents tab and the screen displayed is the below:

Export Transfer LC

Master LC Conditions || Documents Shipment

* Documents
A El
=
* Reguired Field  ** At least one reguired field Return to Other

Save Download Hext Clear Print Print Preview

Summary Options

The user can enter free form text into the Documents field, or select a previously saved clause by clicking on the
arrow.
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SHIPMENT TAB

Click on the Shipment tab. The Shipment tab is presented and allows users to include shipment requirements.

Export Transfer LC
Master LC

Conditions

+ Partial Shipment + Transshipment
IProhibited = IProhibited ~|
Ship From

V||
Port of Loading

|
Ship To

|
Port of Discharge

A

+ Shipment Terms
x|

Presentation Period Latest Shipment Date

* Required Field  ** At least one required field

m Save Download

Hext LTI D Clear Print Print Preview Othfar
Summary Options

1. Choose whether Partial Shipment of the goods is Permitted or Prohibited

© N o o~ w DN

text box

9. Choose the Latest Shipment Date allowed from the calendar

92

Choose whether Transshipment of the goods is Permitted or Prohibited

Enter the shipment's Departure Location in Ship From text box or choose from the drop-down list
Enter the shipment’'s Port of Loading or choose from the drop-down list

Enter the shipment's Final Destination in the Ship To text box or choose from the drop-down list
Enter the shipment’s Port of Discharge or choose from the drop-down list

From the Shipment Terms of delivery list, choose the INCOTERM that will be used for the Shipment

Enter the Number of days after shipment allowed for presentation of documents in Presentation Period



DETAILS TAB

Click on the Details Tab. The Details tab is presented, and can be used to enter purchase order (PO) details with
the transaction.

Export Transfer LC
Master LC Conditions Documents Shipment | Details Goods Others

0 Failed Login since Last Login Date 10/03:2014 20:01:26  CITIDIRECT TRADE UAT

Details Layout

|Pre—Defined Standard Structure

Details

4|

PO Humber Date of PO VYendor Hame Buying Office SKU ID

| 3

== Row 0of 0== | (13i(2) sorted columns 3 Add || Hew || Edit || Delete | Totals

= Copy &mount Total to Transaction Amount?

* Required Field  ** At least one reqguired field Return to Other

1.

Submit || Save Download Hext Clear || Print Print Preview -
Summany Options

When the user clicks on the Details Layout Look Up button, the Details Library Look Up Dialog box will
appear, allowing the user to select an appropriate PO detail layout.

| £ Library Look Up Dialog @

Sub-Structure Id De=scription
Pre-Defined Standard Btru... Detail Structure Defined By the Client =

== Row 1 of 10 == | [1TW2) sorted columns

0K Search Update Screen Cancel

2.
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In this dialog box, users have the option to choose from pre-set PO information or enter new information.



3.
user should click on New. This will bring up a separate PO Detail Dialog box for the user to complete.

If User wants to enter previously saved information, user will click on Add. If new information is required, the

-
| £ Details Dialog

=)

*+ PO Number

== \fendor Name

*+ SKUID

e

== Quantity

=+ Rate per Unit

*+ Purchase Order Amt

== Additional Field 1

=+ Date of PO
=1
R
== Buying Office

++ Product Description

*+ Quantity Units

++ Rate Currency
i

~+ Reference Number

== Additional Field 2

++ Additional Field 3
=+ Purpose Code
** PO Quantity

*+ Customer Name

== File I

*= WYendor ID

=+ D0 Version Number
1

*+ PO Country Code
il

=+ Master Contract No

*+ Customer ID

== RunID

=+ \fendor Address

== it least one recuired field

L

4 I Save

Clear

Print

Close

1

4. The PO Detail Dialog box appears. Users fill out the PO information and should click on Save

when completed.
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GOODS TAB

Click on the Goods Tab, where users can enter the details of the goods and services associated with the Export
Transfer LC.

Export Transfer LC

Master LC Conditions Documents Shipment

*+ Goods text before “Details” =

h]

Showy Details

== (Goods text after “Details™

* Required Field  ** At least one reqguired field Return to Other

Save Download Hext Clear Print Print Preview -
Summany Options

1. Inthe text boxes Goods text before Details or Goods text after Details, users can choose pre-defined Clauses
from the Library Look Up. When user chooses a clause from the list, the clause text is inserted into the text
box. User can insert as many clauses as necessary. User can input free form details or directly paste the data

from an electronic copy of the text

2. The Show Details link takes the user back to Detail Tab
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OTHERS TAB

Click on the Others Tab. The Others tab allows for internal notes and any additional information

Export Transfer LC
Master LC Conditions Documents Shipment Details Goods Others

Pre Format Code

Insurance covered by

-

User Data

IIHII ||HII ||H|I

The following information is for your purposes onlhy.
This information will not be sent to bank's processing location.
Additional Field 1 Additional Field 2

Additional Field 3

Summany Options

* Required Field ** At least one reguired field
Save Download Hext Returnto Clear || Print Print Preview Other

1. |If a pre-format was used, the pre format code would be displayed in the Pre Format Code text field
2. Insurance covered by: Select an option from the dropdown menu

Insurance covered by

A

Buyers
Shipper
Tltimate Buyer

3. The User Data Section displays three Additional Fields. These fields can be used to include additional
information, but this information will not be sent to the bank, nor be included in any reports
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SUBMITTING THE TRANSACTION

EN | o | B B
Save Download Hext BT Clear Print Print Preview Oth_er
Summary Optiong

1. Once all the fields and tabs are completely filled out, the user can Submit the transaction. If any field was
populated incorrectly, or if a mandatory field was left blank, an Error pop-up will appear on the screen

2. Save—The Export Transfer LC is saved with the status of Incomplete. User can return to complete the
application at a later time

Download—User can download the transaction to his/her PC

Next—Takes the user to back to the summary screen to the next transaction
Return to Summary—Returns the user to the Trade Services Summary screen
Clear—Clears all the content entered by the user

Print—Prints the transaction

Print Preview—Provides print preview of transaction

© © N o 0 &~ W

Other Options—When user clicks on Other Options, he/she can see two options: View Error and Transaction
History. View Error provides users a view of the Error (if any) with the transaction. By clicking on Transaction
History, user can view the complete history of the transaction

After the user clicks on Submit, a Submit Dialog pop-up will appear, allowing the user to save the completed
application as a Pre Format for future transactions or to add counter party/ bank information to the
Trade Libraries

| £ Submit Dialog

Pre Format Code / Description

[~ Add Counter Party to Trade Counter Party Library [ Add Bank Information to Trade Bank Library

List of available Pre Formats

|
* Required Field | ok |

4.1.1 Reviewing and Authorizing the Transaction
After the transaction is submitted by the maker, this transaction will be routed to the “Authorization Reqd” queue.

All transactions with the status "Authorization Required" will require an Authorizer to approve the transaction
before it is released to the bank for processing. The snapshot below illustrates the Transaction Review screen.
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Trade Services

InputModify T Repair Regd | Verification Reqd [F8uthREqi™| Release Reqd Offline Authorization | Incoming Messages

Service Type Customer ID Customer Hame Customer Reference ion / Cust. Rel, Ref. Bank Reference
Export Transfer 1LC 000003 CUSTCMER NAME LBC123

1| |

== Raow 1 of 1 == | |Right Click on column titles to l:usmmize| (124(2) =orted columns

Q& ﬁ Authorize

Send To " GoTo Other
Repair podiviigielets Details Options

1. The Authorizer can select and view the transaction before approving or sending the transaction to repair. This
can be done by clicking on Go To Details action button

2. The Magnifier image icon allows users to perform a quick search for transactions. The Printer image icon
allows users to print the summary page of transactions that require authorization. The Desktop-Building
image icon allows users to export all or selected rows in the authorization required screen

3. Additionally, from the summary screen, the user can select any of the action buttons to perform
various functions

e Authorize—Authorizes the transaction and sends transaction for processing

e Send To Repair—Sends the transaction back to the maker for repair

e Modify—Opens the transaction for editing

e Delete—Deletes the transaction

e Go to Details—Takes the user to details of the selected transaction

e Other Options—When user clicks on Other Options, he/she can choose from various options, including
Search, Update Screen, Print, View Errors, Print Details, View Totals, View Transaction History
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Export Transfer LC

Master LC Conditions Documents Shipment Details Others
Transaction Initiator Transaction Status =
|>{>{>{>{>{x XOCOoOOoO000! HOo0oH Auth Bequired Level 1
Customer ID
0000032
= Applicant LC Reference Number Bank LC Reference Number
|123455 I
= Form of Documentary Credit = fApplicable Rules
IIRREVDCABLE j IUCP LATEST VERSION j

Applicant Hame | Address Annlicant Countos

Wlﬂ - S5

* Beneficiary Name / Add| | | Please enter the reason for rejecting this itemn.

j IBENE 1

Contact Person

Telephone Humber

Advising Bank Name ! A&
|
= CCY [ Amourt

= Bvailable With

ICITIBANK j

* Required Field _ Return to _ Other
== At least one required field Delete || Modify | Hext Summarny [T (e Options

The Checker will be able to view all the details related to the transaction, exactly as the Maker entered them, and
can scroll through the tabs at the top
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11.

If Checker finds that something is wrong with the transaction, he clicks on Send to Repair

If Send to Repair is selected, a Reason dialog box appears, prompting the user to enter a reason for sending
the transaction to repair

If the details of the transaction are correctly entered, the checker clicks on Authorize
Download: Downloads the transaction details

Delete: Deletes the transaction

Modify: Opens the transaction for editing

Next: Takes the user to the next transaction

Return to Summary: Returns the user to Summary Tab

Print: Prints the transaction

. Print Preview: Provides print preview of the transaction

Other Options—When user clicks on Other Options, he/she can see two options: View Error and Transaction
History. Clicking on View Error, the user views the Error (if any) with the transaction. By clicking on
Transaction History, user can view the complete history of the transaction

Create a Letter of Credit from an existing Export Transfer LC

Users can create a new Export Transfer LC request based on an existing transaction that has been processed.
This is useful if user needs to create an Export Transfer LC transaction where most but not all of the details are
the same (eg. Same beneficiary and banks involved).

100

|| Details Dialog 53
+ Transaction Initiator + Customer ID
ﬂ |x}<}<}<}{x SODOOOT 000003

* Transaction Type + Creation Method
Ad| N
* Reguired Field ok Ccancel




1. The user should click on the Transaction Type Library Look Up and the Creation Method Library Look Up to
select the relevant Transaction Type and Creation Method (in this case, Export Transfer LC and
Copy Transaction)

| £ Library Look Up Dialog [ = |

{1} Service Description

Amendment to Export Transfer LC

Export Transfer LC

== Row 4 of § == | (134021 sorted columns

OK Update Screen Cancel

2. When the user clicks on the Transaction Type Library Look Up, the user is able to select from various service
types (depending on user entitlements). User should select Export Transfer LC option from the list provided
and click on OK

| £:| Library Lock Up Dialeg @

Copy Transaction

Create MNew

Create from Pre Format

== Row 1 of 3 == | (1342) sorted columns

OK Update Screen Cancel

3. When the user clicks on Creation Method Library Look Up, the user should select the Copy Transaction
Option from the list provided

i ™Y
| 2| Detals Dialog S5

+ Transaction Initiator * Customer ID
ﬂ |>{x}<}<}<}< ot 000003
Name

+ Transaction Type + Creation Method
ﬂ IExport, Transfer LC ﬂ ICopy Transaction

+ Applicant LC Reference Humber

ITCRD400584EXPTR

* Required Field Ok Cancel

4. The Details Dialog box is now populated with the selections made by the user
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Ex=port Transfer LC
" Main Master LC Conditions Documents Shipment Details Goods Others

Transaction Initiator Transaction Status
|><}<}<}<}<}< JOC0O0D00000! 100000 |

Customer ID
000003
+ Applicant LC Reference Number Bank LC Reference Number
+ Form of Documentary Credit = Applicable Rules
IRREVOCAELE j |UCP LATEST WERSION j
Applicant Name / Address Applicant Country
|><}<}<}<}<}< JOC0O0D00000! 100000 El ’E |HDNG KONG
+ Beneficiary Name / Address + Beneficiary Country
v| [aBc coze =| v|[ve [mrrer statEs
Contact Person Contact's Email Address
Telephone Humber Fax Humber
Advising Bank Hame / Address Advising Bank Country
| =
+ CCY f Amount + Available By
ﬂ EUR z.000,00 BY NEGDTIATIDNj
* Available With Bank Name / Address
CITIBANE || ﬂ | =
Bank Country
H[
Expiry Place + Expiry Date Tolerance +-
ezt ]
|m:w TORK ;o ;IJ |— |—
+ Notify By Drafts Required
ﬂ |1‘Iail Il
* Tenor + Confirmation Instructions
sight |v| wITHOUT > |
Days Tenor Terms
Drawn on Charges
ﬂ | ﬂ BORNE BY THE EENEFICIARY]|

= Reqguired Field  =* At least one required field
m Save Download Hext L Clear | Print Print Preview Elir

Summany Options

5. All the transaction details are pre-populated based on the existing Export Transfer LC transaction. Users can
make changes wherever required and click on Submit once completed
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Create a Letter of Credit from a Pre Format Template

A new Export Transfer LC request can be created from a Pre Format template. This allows user to fill in minimal
details since most of the information is pre-populated. (Refer to Section 13.4 for more details on how to create a

new Pre Format Template)

| | Details Dialag

* Transaction Initiator

+ Customer ID

ﬂlm@c{x

oooooz2

+ Transaction Type

* Creation Method

XS

Al

H|

* Recuired Field

Ok

Cancel

1. User should click on Transaction Type Library Look Up and Creation Method Library Look Up to select the
relevant Transaction Type and Creation Method (In this case, Export Transfer LC and Create from

Pre Format)

i

| 22 Library Look Up Dialog

Copy Transaction

Create New

=

(1) Creation Method

Create from Pre Format

OK

== Row Jof 3 == | (112 sorted columns

Update Screen Cancel

-

2. When user clicks on the Creation Method Library look-up, the user should select Create from Pre Format

Option from the list provided
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3 i
| 4| Details Dialog S5

= Transaction Initiator = Customer ID
ﬂ |><><><><xx HOOOTTN 000003
Name

+ Transaction Type = Creation Method
ﬂ IExport, Transfer LC ﬂ ICreate from Pre Format
+ Pre Format Code ! Description
ﬂ IExport.l Exportl
* Reguired Field ok Cancel

3. The Details Dialog box is populated by the selections made by user. User should select the appropriate Pre
Format Code/Description from the Library Look Up
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Ex=port Transfer LC

Master LC Conditions Documents

Transaction Initiator

|X}<}<}<}{XX}{}{}G{X}G{X}{}{XX}G{X}{}{X

Customer ID

ooooos

+ Applicant LC Reference Number

e Clteen

+ Form of Documentary Credit

IRREVOCAELE j

Applicant Name / Address

|X}<}<}<}{XX}{}{}G{X}G{X}{}{XX}G{X}{}{X

+ Beneficiary Name / Address

ﬂ [aBc coze
Contact Person

Telephone Humber

Advising Bank Hame / Address

|
+ CCY f Amount

ﬂ ,ﬁ £.000,00

* Bvailable With

CITIBANE ||

Expiry Place

|m:w TORK

* Notify By
ﬂ |1‘Iail
* Tenor
sight |v|
Days

pe

Drawn on

]

= Reqguired Field  =* At least one required field

Shipment Details

Transaction Status

Bank LC Reference Number

=

= Applicable Rules
|UCP LATEST WERSION j

Applicant Country

El HE |HDNG KONG

+ Beneficiary Country

= ﬂ s |U'NITED STATES

Contact's Email Address

Fax Number

Advising Bank Country

=
+ Available By

EY NEGOTIATION j

Bank Name / Address

H|

Bank Country

H[
+ Expiry Date
R
;o ;IJ
Drafts Required
[vl
+ Confirmation Instructions

wITHOUT > |

Tenor Terms
[ |
Charges
ﬂ BORNE BY THE BENEFICIARY|

m Save Download Hext L

Summany

5. All the transaction details are pre-populated based on the pre format template. Users need to enter details
that relate to the specific transaction (eg. Amount, currency, expiry date) wherever required and click on Submit

once completed
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Creating an Export Transfer LC Amendment

Clients can make amendments to existing Export Transfer LCs that have been issued by the bank.

To amend an Export Transfer LC, access the Amendment to Export Transfer LC page from the Trade Services

Fany) CitiDirect® Online Banking | OnlineHelp | MyPreferences | Inbox | SupportWebsite | Close d
Cltl Change Client Context | Privacy Statement
03/20/2014 174746 —
Iwould like to .. -
Inquiries & Searches  ~ Reporis Tools & Preferences User Administration ‘
Home == My Transaclions & Services => Trade Services > Trade Senvices F" Favorite Reports
Trade Services Last Login Date 03/19/2014 09:24:38

Verification Reqgd Auth Reqd Release Reqd Offline Authorization | Incoming Messages

Service Type Customer ID_| Customer Hame | Customer Reference | Counter PartyHame | CCY | Amount Maker Hame

4| |

i

<< Row 1 of 400 + > | \Rigm Click on column titles to customize|  (1)/(2) $ored columns

Hq & ﬁ “ submit | New | S2T° | pelete
Details

oy

Other
Options:

The user should click on the Input/Modify Tab and New. The user should select Amendment to Export Transfer

LC from the Transaction Type Library Look Up Dialog Box.

© ™
|%| Details Dialog [E55

* Transaction Initiator = Customer 1D
ﬂ |>c>c><>cxx fstecatecated 000003
Name

= Transaction Type = Creation Method
ﬂ IAmend.ment. to Export Tramsfer LC ﬂ ICreate New
* Reqguired Field ok cancel
- S

For Creation Method, select Create New.
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MAIN TAB

Clients are able to retrieve previously submitted Export Transfer LC transaction data on this tab. Fields in grey are
bank-populated from the original transaction, which the user will not be able to edit. Fields with the white

background are the fields which amendments can be provided. Fields with * are mandatory.

Amendment to Export Transfer LC
Main Marrative Shipment Details
Transaction Initiator

IX}O{X}G{X}O{X}G{}O{XXX}(X}O{X}W

0 Failed Login since Last Login Date 07/10/2014 01:15:55 CITIDIRECT TRADE UAT

Customer ID

IUDDDDS

Transaction Status

= Applicant Amendment Reference Number

Illlllll

* Bank LC Reference Number

ﬂ |123456

= Master LC Reference Number

ﬂ |9999999

Amendment Sequence Number

Applicant Name | Address

IX}O{X}G{X}O{X}G{}O{XXX}(X}O{X}W

Beneficiary Name/Address

IBEN'E HAME

Advising Bank HameiAddress

ariginal CCY | Amount

Iﬁ| 10,000.00

Issue Date
e [
|1:Lf01f2013 ;IJ

Tolerance {+/-) %

[

Tenor
I USANCE

Tenor Terms

Retrieve LC Transaction Histor

Applicant Country

IHR IHDNG KONG

Beneficiary Country

[os | mrzep smres

Advising Bank Country

[

Amend Amount By
INO Change j

Expiry Date

e [
|31f10f2016 ;IJ

Mew Tolerance {+/-)%

[T

New Tenor

ISight, j

| 15t PRESENTATION

Available By
IBY NEGOTIATION

Days

|?

Hew Available By
IBY ACCEPTANCE j

Retrieve Master LC Transaction History

CCY Amount

H[ |

Hew Expiry Date
[ -
Ialflofzom ;lJ

New Tenor Terms

Available With New Available With

|2Bc Bawg [ar Bam |

Country Bank Hame | Address

IE| UNITED SIATES ﬂ| =
Country

H[

* Required Field

m Save Download Hext

Return to Other

Clear Print Print Preview

Summany Options

1. The user will pick the appropriate existing transaction using the corresponding Bank LC Reference Number

from a Library Look Up. The form is populated once the appropriate Bank LC Reference Number is selected.
The Master LC Reference number is also populated if one is associated with the Bank LC Reference Number.
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2. Fill out the Applicant Amendment Reference Number field
3. Inthe Amend Amount field, select Increase, Decrease or No Change from the drop-down (if applicable)
If “Increase” or “Decrease” is selected, the Currency and Amount fields will be mandatory

Amend Amount By = CCY = Amount

IIncrease j ﬂ I_ I
Amend Amount By = CCY * Amount

acesese - £l —

4. New Expiry Date: Enter the new expiry date for the LC (if applicable)
5. Inthe New Tolerance field, enter the new tolerance percentage (if applicable)
6. New Tenor: Choose a new tenor—Sight or Usance (If applicable)

6.1 If “Sight” is selected, Days and New Tenor Terms are not editable

New Tenor

| Sight j
I[E New Tenor Terms
[ [

6.2 If “Usance” is selected, enter the number of days and pick new tenor terms from the Library Look Up

New Tenor

Tzsance j

* Days = New Tenor Terms
Available By New Available By
Available With New Available With n

— S —
Country Bank Name |/ Address
[ hi| =

Country
H[
* Required Field Return to Other

Save Download Hext Clear || Print Print Preview -
Summary Options

7. From the New Available By list, choose the settlement (payment) type for the transaction.

From the New Available With list, choose the appropriate party that will process the final settlement of the
transaction.

If Any Bank or Citibank is selected; Bank Name Address and Country Fields will not be editable
If Any Bank In is selected, Country field will be editable
If Other is selected, both Bank Name/ Address and Country will be editable

8. After making the necessary changes, proceed to the Narrative tab.
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NARRATIVE TAB

The Narrative tab is used to enter additional text for the transaction.

Amendment to Export Transfer LC

Marrative Shipment Instructions

Narrative
1 I 'iiUSER CAN INPUT FREE FOEM TEXT OR SELECT THE DROP DOWN ARROU T 4|
CHOOSE SAVED CLAUSES.

* Required Field
m Save Download Hext Returnto Clear || Print Print Preview Other

Summany Options

1. Inthe Narrative field, enter any additional free form text, or click the Library Look Up to open a Library Look
Up Dialog box. Select clauses from the list and click OK to close the box
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SHIPMENT TAB

Shipment details can be amended in the Shipment Tab.

Amendment to Export Transfer LC

Shipment

Instructions

Ship From Change Shipment From

| -

Port of Loading Change Port of Loading

| 2 MY

Ship To Change Shipment To

| o Bl

Port of Discharge Change Port of Discharge
. B

Shipment Terms Change Shipment Terms

Presentation Period

Latest Shipment Date

7/ =i

* Required Field

5 AJI
n Change Presentation Period
Change Latest Shipment Date
7 |' o
A

m Save Download Hext LD
Summany

Other

Clear Print Print Preview -
Options

On the Shipment tab, users can amend the details of the shipment associated with the transaction, if applicable.

1.

2
3
4.
5
6
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Change Shipment From: Input the shipment's new departure location or select from Library Look Up

Change Port of Loading: Input Shipment’'s new port of loading or select from Library Look Up

Change Shipment To: Input the shipment's new destination or select from Library Look Up

Change Port of Discharge: Input Shipment’s new port of discharge or select from Library Look Up

Change Shipment Terms: Input the new INCOTERMS or select from Library Look Up

Enter the modified number of days after shipment allowed for presentation of documents in Change
Presentation Period text box

Enter the latest shipment date of the amended LC in the Change Latest Shipment Date or select from
the Calendar



DETAILS TAB

The Details tab is used to present any additional PO information.

Amendment to Export Transfer LC

Shipment Instructions

Details Layout
=[]

* Required Field
m Save Download Hext L=NTD Clear Print Print Preview G

Summany Options

1. When the user clicks on the Details Layout Look Up button, the Details Library Look Up Dialog box will
appear, allowing the user to select an appropriate PO detail layout

[ |£:| Library Lock Up Dialog @

Sub-Structure Id Description
Pre-Defined 3tandard Stru. .. Detail Structure Defined By the Client

== Row 1 of 10== | (10i(2) zorted columns

0K Search Update Screen Cancel
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2. Inthis dialog box, users have the option to choose from pre-set PO information or enter new information

Main | Conditions Documents | Shipment Details T Goods Others
Details Layout
m |Pre-Datined standard structure

Details

X

** PO Number ** Date of PO =
|| I 1 3: vi
*+ Vendor Name ** Buying Office
= SKUID =+ Product Description
*+ Quantity ** Quantity Units
=+ Rate per Unit =+ Rate Currency
Y|
== Purchase Order Amt == Reference Number
== Additional Field 1 ** Additional Field 2 g
== Additional Field 3 == PO Version Number
1
== Purpose Code == PO Country Code
A/l
*= PO Quantity == Master Contract No
*= Customer Name ** Customer ID
*= File ID ** Run ID
== endor ID == Vendor Address v
** At least one required field Save | Clear Print Close
4 | >
<<Row 00f 0 »> | (142) sorted columns 3 Add | New | Edit | Delete Totals

| Copy Amount Total to Transaction Amount?

* Required Field *=~ At least one required field
Submit Save Download Next e ‘ Clear Print Print Preview her

If Copy Amount Total to Transaction Amount is checked, it will override the transaction amount on the main tab

3. If User wants to enter previously saved information, user will click on Add. If new information is required, the
user should click on New. This will bring up a separate PO Detail Dialog box for the user to complete

4. The PO Detail Dialog box appears. Users fill out the PO information and should click on Save
when completed
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INSTRUCTIONS TAB

The Instructions tab is used to provide any additional Instruction information or changes in the existing one.

Amendment to Export Transfer LC

Shipment Instructions

Instructions
hd

* Required Field

1.

Other

Options

In the Instructions field, enter any additional text manually, or click the Library Look Up to open a Library Look
Up Dialog box. Select clauses from the list and click OK to close the box.

Once all the fields and tabs are completely filled out, the user can Submit the transaction. If any field was
populated incorrectly, or if a mandatory field was left blank, an Error pop-up (below) appears on the screen.

-
|£| Error

[S=)

All ofthe following rules must be met:

1. CCY. Required field, please enter,

2. Amount. Required field, please enter.

3. Days: Required field, please enter.

4. Mew Tenaor Terms: Required field, please enter.
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Save—The transaction is saved with the status of Incomplete. User can return to complete the application at
a later time.

Download—User can download the transaction to his/her PC.

Next—Takes the user to back to the summary screen to the next transaction.
Return to Summary—Returns the user to the Trade Services Summary screen.
Clear—Clears all the content entered by the user.

Print—Prints the transaction.

Print Preview—Provides print preview of transaction.

Other Options—When user clicks on Other Options, he/she can see two options: View Error and Transaction
History. View Error provides users a view of the Error (if any) with the transaction. By clicking on Transaction
History, user can view the complete history of the transaction



Chapter 5 Import Collection

A documentary collection is a type of trade transaction in which the exporter provides instructions to his/her bank
to collect payment for goods supplied to his/her importer. The exporter submits shipping documents to his/her
bank, and the bank forwards these documents, together with a bill of exchange or draft with an instruction for
either 1) documents against payment (sight payment), or 2) documents against acceptance (usance payment). In
a sight payment scenario, the importer needs to pay the face amount of the draft at sight, while in the usance

payment scenario, the importer is required to pay at a future, specified date.

In an Import Collection transaction, the bank represents the importer, and receives documents from the exporter’'s
bank and makes payment against the documents, or accepts a draft and the documents to pay at a later date.

About the module

The Bank Portal’'s Import Collections module enables user to:

°

View Import Collections that the Bank has processed

Receive notifications when documents arrive and when payments are due
View images of the underlying collections documents

Accept or Reject Collections

Authorize payment and provide settlement instructions for user’s Sight and Usance Import Collections

View and print images

Accessing the Import Collection Module

From the Main Trade Services homepage, click on the Incoming Messages tab to access the incoming Import
Collections messages

. CitiDirect® Online Banking | Online Help | MyPreferences | Inbox | SupportWebsite |

0312012014 17:47:46
Search CaiDirect Menu

| would fike to

Home Inquiries & Searches  Reports  Tools & Preferences  User Administration

Home >> MyTransactions & Services >> Trade Senices >> Trade Senvices & Favorite Reports

Trade Services Last Login Date 03/1922014 09:2.

Close
CItl Change Gllent Context | Prvacy Statement

<

4:38

Service Typo T customer | Customer Neme Customer Reforence Counter Partytame | ccv | Amount | Moker Hame

2| |

<<Row 1 0f 400 + > [ Right Click on column titles to customize| (12 sorted columns

% |

RE
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Import Collection

5.1.1 Receiving Incoming Collections Notification

All unread and un-actioned messages can be found in the Incoming Message queue. The Inbox will alert user to
unread messages in the Incoming Messages queue. User can access incoming messages by selecting the item
from the Inbox. This will navigate user to the Incoming Messages tab within the Trade Services Category.

Another way to access incoming messages is to navigate to the Incoming Messages tab. At this screen, user will
see a summary list of unread messages and messages with a pending response status.

Trade Senvices 0 Failed Login since Last Login Date 2013/:09/19 18:48:48 CITIDIRECT TRADE

Input Modify Repair Reqgd Verification Regd Auth Regd FX Funding Release Reqd Incoming Messages

Message Type Customer ID Customer Hame LC/Bill Reference Humber I
Import Collections Notification 00001 Client 123 MEZIGEE J=]
Import Collections Notification o000l Client 122 LABCDEFZ

1| |

== Row 1 of 400 + == | |Right Click on column titles to cus‘tumize| (13021 sorted columns

Go To Other
q @ ﬁ Details LEItE Options

1. Users receive an incoming Import Collections Notification in the Incoming Messages Tab

2. Select a transaction from the list of transactions in Incoming Messages Tab and click on Go To Details

5.1.2 Reviewing the Message

Import Collection Motification 0 Failed Login since Last Login Date 2013/09/19 18:48:48 CITIDIRECT TRADE
e |

Incoming Response

Name Customer ID 5 =

|c:1:'.em: 123 |DUUUUl

Bank Entity Message Status

|940 |mzw TORK CITIEAMK - FI IUnread n

Attention Message Received DateTime

M crIENT |z010/09/0z 15:40:28 =

Users are brought to the Import Collection Notification Screen and can select the Incoming or Response Tab
Name: Name of the Client

Bank Entity: Bank Branch Code that processed the transaction

Attention: A user or group that should action on the incoming message is listed

Customer ID: Unique number assigned to Client which is pre-populated

o g c w0 DpoRE

Message Status: For all the new transactions, the Message Status will be Unread, if the user clicks on “Mark
Read” the status of the message will move to the Response Pending queue

7. Message Received Date/Time: Date and Time when message was received
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I =

n Bank Bill Reference Number Message Reference Number

Inulsass? IDlZSl4lDSE4lGDZS

Drawer Hame & Address CCYAmount
IDRAWER = IUSD | £O0._ 000, 00

= =
(BN o

8. Bank Bill Reference Number: Bill reference number assigned by the bank
9. Drawer Name and Address: Name and Address of Drawer
10. Message Reference Number: System populated reference number

11. CCY/Amount: Currency and Amount of the collection transaction

Drawer Reference Number

|ADHD CDLA igsy DOCUMENTS 16

Documents Against Due Date

IAccept,ance IUSIUl;’ZUlq ﬁj
—

Incoming Narrative

1. LATE SHIPMENT EFFECTED FOR ;I
INV 123456

2. TRANSFORT DOC NOT SHOWING BO NO. FOR
INV 123456/123457,/123458

Charges

* Reguired Figkd
Mark As Read Download Hext

117

Return to
Summary

Other

Lt Options



12.
13.
14.

15.
16.

Drawer Reference Number: Reference number assigned by the drawer
Documents Against: This determines the collection type whether a Sight or a Usance Bill

Incoming Narrative: The bank operations group provides any instructions regarding the collection transaction
(for example, late goods shipment, missing transport documents, unclear images)

Charges: This gives the summary of all charges

Users can click on View Documents Link, to view the documents list

Related Documents: The list of relevant documents is displayed when the View Documents link is selected

| £:| Related Documents Dialog @
Related Documents
(1) Document Type Approximate % of Pages Scan Date

Airway Bill 3 09/11/20... |4
Bill 0f Lading 2 095117200 ..
Commercial Tnwoice 15 03/11/720. ..
Documents arrival notice 1 097137200 ..
Documents arrival notice 1 097137200 ..
Documents arrival notice 1 097137200 .. =
Documents arrival notice 1 0%/13720. ..
Documents arrival notice 1 0%/13720. ..

4| »

2= Rowy 0 of 11 == | (130:2) zorted columns

View Retrieve Close View Status Details Print

17

. Due Date: Latest date for payment on the transaction
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5.1.3

Responding to the Message
Import Collection Notification 0 Failed Login since Last Login Date 2013/09/19 18:48:48 CITIDIRECT TRADE
i —_—
Incoming Response |
Transaction Initiator Customer ID {5
I Client 1232 oooool
Bank Entity Message Status
|940 INEIlI YORE CITIBANKE - FI I
Department Hame
IProof 240
Attention Message Sent Date/Time
If_':i.t.i Frocessing I ;s - - ﬁj

2

Bank Bill Reference Humber

I BRACDEEG

Drawer Hame & Address
IABC LTD

Drawer Reference Humhber
TTTTIRTT

Documents Against
IPayment

= Response

I -

Aoocepted

Message Reference Number

osso fefronce!

= CCfiAmount

IUSD | 1000. 00

Wiewy Documents

Due Date
;I -
-
Payment Account —

prmenAceon

ﬂ Approved Payment
Await Instruction

Rejected

1. User can now select the Response Tab to respond to the Import Collection Notification

N

The Response drop-down is used to select the response. The user can choose from the following options:
Accepted, Approved Payment, Await Instruction and Rejected

e Accepted: Documents are accepted for payment in the future (Usance transaction)
e Approved Payment: Approval to make payment to the exporter

e Await Instruction: Indicate to Bank that further instructions will come at a later stage
e Rejected: Reject the transaction

Marrative

3
. User can input free form tewxt or select the

dropdown arrow to choose pre-created text

nie

* Required Field

Download Save Hext LI Clear Print iz
Summary

Submit Options

citi



3. The user can insert comments in Narrative field. The text can be selected from the Library Look Up; it can be

4,

inserted as free form text, or pasted through an electronic copy of the data

Click on Submit to submit the response to the bank for processing.

User can choose any of the following options at any point

120

Mark As Read—It cannot be selected when user is in Response Tab
Submit—Saves the transaction.

Download—Downloads the documents

Next—Takes the user to subsequent message, there is no need to scroll to the top
Return to Summary—Returns the user to the Summary Tab

Clear—Clears all the content entered by the user

Print—User can print the available documents in the transaction

Other Options—When user clicks on Other Options, he/she can see two options: View Error and Transaction
History. Clicking on View Error the user views the Error (if any) with the transaction. By clicking on Transaction

History user can view the complete history of the transaction



Trade Bill Inquiry

Py CitiDirect® Online Banking | MyPreferences | Inbox | SupportWebsite | Close
c tl Privacy Statement | Online Help
03/20/2014 17:47:46 —
|Search CitiDirect Menu aQ |
| would like to ... -
‘ © Home My Transactions & Sernvices Reports Tools & Preferences User Administration

Home == Inquiries & Searches

[ Favorite Reports

Access Management
Inactive User Inquiry
Cash Statement
Balance Summary Inquiry
Account Statement Inquiry
Transaction Summary Inquiry
Transaction Detail Advice
Inguiry
Incremental Account
Statement Inquiry
MA Paid Cheques Inquiry
Statement Delivery Status
Inquiry
Latin America Consolidated
Position Summary Ingquiry
Latin America Account
Position Inguiry
Latin America Float Analysis
Inquiry
Latin America Controlled
Disbursement Inquiry
Liguidity Management
Sweep Rates Inquiry
Lockbox
Lockbox Interim Motification
Inguiry
Lockbox Activity and Image
Inquiry

Trade PO
Purchase Order Inquiry
Invoice Inquiry

Trade Services

| Trade Bill Details Inquiry

Trade Letter of Credit Details
Inquiry
Trade Guarantee/Standby
Letter of Credit Details
Inquiry
Trade Settlement Funding
Inquiry
Trade Future Funding Inquiry
File Services
Import File Inquiry
Check Disbursements
LIS Today's Items High Order
Prefix Inquiry
LIS Check Status Inquiry
US Paid Without Issuance
Inguiry
US Today's ltems Inquiry
US Controlled Disbursement
Funding Presentment Recap
Inquiry
LIS High Order Prefix Inquiry
US Controlled Disbursement
Funding Inquiry

[

<

L]

m

1. User will login to Bank Portal and will select Inquiries Link. The Inquiries Menu will expand

2. Select Trade Services—Trade Bill Details Inquiry
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5.1.4 Trade Bill Details Inquiry

The Criteria Tab helps user to select a specific transaction.

1 Trade Bill Details Inguiry
Criteria Bill Summary T Bill Detail

= Customer ID

v

equals
Product Type
equals ﬂ

1. Customer ID can be selected from the Library Look Up and Product Group can be selected from the drop-
down, or include all

Toview a specific transaction, com one of the ing five criteria fields.
Bill Reference
IEq\Aals ﬂ I
LC Reference

| emquals j I
Drawer | Beneficiary Reference
I equals j

Intermediary Bank Reference
|equals j I
Direct Collection Reference

Iaquals j I

2. To view specific transaction user can input reference number details into any one of the criteria fields

Toview a range of transactions, complete one or more of the following criteria fields.

Intermediary Bank Name
equals ﬂ

Counterparty Country
equals ﬂ

CcCy

equals ﬂ

3. To narrow the transaction search, the user can input additional search criteria in the above fields

4 Outstanding Bill Amount
| equals j I

Book Date

[eron = =
Settlement Date

Iaquals j Y illj

Status

equals I— ﬂ

[ Discount Indicator

[+ Show Overridden Discrepancies 1.

@ ﬁ = Reduired Field Clear Default Search Split

SuBmt Criteria Criteria Options ot View

citi



4. Additional Information such as Outstanding Bill Amount, Book Date, Settlement Date, Status and checkboxes
Discount Indicator (if discounts are applicable) and Show Overridden Discrepancies (if applicable) which can
make the search more transaction specific can be provided and click Submit action button

After all the criteria has been appropriately included, click on Submit. The user can choose not to include any
search criteria, and simply click on Submit.

User can select any of the other action buttons:

Submit—Submits the criteria inserted for transaction search.

Clear Criteria—Clears the options selected or text input in the text boxes.
Default Search Criteria Options—All the default options are selected.

Print—Prints the Screen.

Split View—Enables user to view the Import Collection Payment Summary list at the bottom of the page.

5.1.5 Bill Summary Tab

Bill Summary Tab displays the transaction(s) which have satisfied the criteria details provided by the user in the
Criteria Tab.

Trade Bill Details Inguiry 0 Failed Login since Last Login Date 12/13/:2013 14:49:34
Criteria BillSummany | Bill Detail
{1} Product Type Bill Reference Drawer /B ficiary Reference Direct Collection Reference Counterparty Country
-
Import Bill (Discounted) 03006826 UNITED STATES OF AMERICA
Import Bill (Discounted) TAM13101532373 UNITED STATES OF AMERICA
Import Bill (Discounted) TAM1310Z13Z515 238745 UNITED STATES OF AMERICA =
4 | »

== Row 1 of 400 + == | |Right Click on column titles to customize| (121(2) sorted columnz

ﬁ * Required Field  Run DatedTime:

(=]

Update Go to . Split
Screen || Details LA View

The user can select any of the action buttons:
Update Screen—Refreshes the screen to show all the latest transactions which satisfy the Criteria Tab’s options.

Go to Details—The Bill Detail Tab appears which displays the details of the selected transaction.

Print—Prints the Screen.

Split View—Enables user to view the Import Collection Payment Summary list at the bottom of the page.
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5.1.6

Trade Bill Details Inquiry

Customer ID / Name

Bill Detail Tab

Bill Detail Tab displays the details of the Import Collection Payment transaction.

All fields are read only.

[ououoL [customer 1

Product Type
Import Bill

Bill Reference

TAM11030834072

Direct Collection Reference

Bank Entity
940  [WEW YORK CITIBAME - EI

Original Bill CCY/Amount

CEP 200.000,00

LC Reference

08077992

Beneficiary Reference Applicant Reference

iary Name & Address Mame & Address
‘Bene 1 EI ‘ Applicant 1
Beneficiary Country Applicant Country

‘U‘NITED STATES OF AMERICA

Collecting Bank Reference

Collecting Bank Name & Address

‘U‘NITED STATES OF AMERICA

Remitting Bank Reference

Remitting Bank Name & Address

‘NEW TORK CITIBANK - FI

Collecting Bank Country

‘Remlttlng Bank Name

Remitting Bank Country

‘U‘NITED STATES OF AMERICA

‘U‘NITED STATES OF

Book Date Acceptance Date
1170372014 ﬁj 1170372014 ﬁj
Discount Date Discount Rate
i == B
Outstanding CCY/Amount Maturity Date
=l
GEP z00.000,00 0171572015 ;IJ
Total Settled Amount Settlement Date
=l
GEF 0,00 a ;IJ
Last Tracer Date Last Tracer Type
77 EH
# Acceptance Tracers # Payment Tracers
Tenor Terms Type of Export
73 DAYS FRON EI
Country of Origin Mode of Transport
Shipping Company or Air Carrier Name Vessel Name

Ira

Issuing Bank Issuing Bank Reference
B Date B Reference
=1 |
- |
Agent Name Agent Commission CCY/Amount
FX Contract Number Due Date for FX Contract
=1+
-

Supplier Financing Cost CCY/Amount

[ [

Funds Available Since

=1
11/03/2014 ;IJ

Megotiations Under Reserve Agent Payment Instructions
Courier Information

Bill Charges
Activity

Activity 1) Status | cer |
11/02/2014  Booking/Issuance Epproved CED 0,00 CBR 200. 000,00
11/02/2014  Bill Acceptance Epproved CED 0,00 GER 200. 000,00
4| |»

—
<<Row 0ot 22> | (1)12)sorted columns

CIL

= Reduired Fisid
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User can select the following Links:

List of Discrepancies: Users can view various discrepancies regarding the submitted documents or the
Information provided.

View Documents: All the documents submitted are listed in the Documents Library Look Up Dialog box.

I =

| £ Bill Charge Summary
Charges Grid
(1) Settlement Date Value Date Description

11751472013 1151552013 Payment Commission

1171472012 1171572013 Postage Charges

1171472013 1151572013 Bill Drawings

1171472013 1171542013 Other Charges

Kl | y

== Row 0of 4== | (1202) zorted columns
Print Cancel

Bill Charges: If user clicks on Bill Charges Link, the Bill Charges Summary pop-up displays. The bill charges
summary details the Settlement Date, Value Date and Description of the Charges for the selected Import
Collection payment transaction.

Courier Information: View document courier delivery information.
Related Invoices: View all the invoices related to the Letter of Credit.
User can select any of the action buttons:

Return to Bill Summary—Takes the user to Bill Summary Tab
Criteria—Takes the user to Criteria Tab

Previous—Takes the user to previous Tab

Next—Takes the user to next Tab

Print— Prints the Screen
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Glossary

DRAWER

The party who is entrusting the handling of a collection to a bank. The Drawer draws a Bill of Exchange and
prepares the collection documentation to demand payment from a Buyer/Importer for goods or services. Also
known as the “Principal’, the Drawer is usually the Seller/Exporter.

DRAWEE

The party to whom presentation is to be made in accordance with the collection instruction. Also known as the
“Payer” or “Acceptor”, the Drawee is the party who the Bill of Exchange is drawn on, to whom documentation is
due against payment or acceptance, and who is liable for paying the Bill of Exchange. The Drawee is usually the
Buyer/Importer.

REMITTING BANK

The bank to which the Principal has entrusted the handling of the collection. The Remitting Bank is usually
located in the Exporter’s country, and often is the Exporter’s bank.

COLLECTING BANK

Any bank, other than the Remitting Bank, involved in the processing of the collection. Typically, there are only two
banks involved in a collection:

e The Remitting Bank
e The Collecting Bank

The Collecting Bank is usually located in the Importer’s country, and often is the Importer’s bank. Consequently,
the Collecting Bank often serves as the:

PRESENTING BANK

It's the Collecting Bank making presentation to the Drawee.
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Chapter 6 Export Direct Collections

Export Direct Collections—Overview

A documentary collection is a type of trade transaction in which the exporter provides instructions to his/her bank
to collect payment for goods supplied to his/her importer. The exporter submits shipping documents to his/her
bank, and the bank forwards these documents, together with a bill of exchange or draft with an instruction for
either 1) documents against payment (sight payment), or 2) documents against acceptance (usance payment). In
a sight payment scenario, the importer needs to pay the face amount of the draft at sight, while in the usance
payment scenario, the importer is required to pay at a future, specified date.

In an Export Collection transaction, the bank represents the exporter, and forwards the export documents,
together with a cover letter which provides collecting instructions, to the importer’s bank for payment, or
acceptance of the draft.

A Direct Collection transaction is a select offering that allows the exporter to submit documents directly to the
importer’s bank, without having to send documents through Citi. This saves them both time and courier fees.

About the module

User initiates all tasks through the Direct Collections module, replacing paper applications. After user has created
the Direct Collection Letter application in the Trade Portal, the application is routed through the bank for
processing, and is then issued by the bank as an Export Direct Collections.

As a Bank Portal export client, user has a number of services with which to generate cover letters and to
communicate the details of your collection transactions. There are different types of services offered depending
upon the characteristics of the export collections.

In the Direct Collections Letter module, user can electronically:

o Apply for new Direct Collections letters

e Authorize Direct Collections letters

e Release Direct Collections letters to the bank

¢ View Direct Collections letters

o Keep track of payments
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Accessing the Export Direct Collection Module

SN CitiDirect® Online Banking | Online Help | WyPreferences | Inbox | SupportWebsite | Close

CI I Change Client Context | Privacy Statement
03/20/2014 17.47:45 -

[search Ciiirect Menu a]

| would like to -

My Transactions & Services Inquiries & Searches Reports  © Tools & Preferences User Administration ‘
Home == My Transactions & Senices == Trade Senvices == Trade Senices [F‘"* Favorite Reports
Trade Services Last Login Date 03/19/2014 09:24:38

Repair Reqd Verification Reqd | Auth Reqgd Release Reqd Offline Authorization | Incoming Messages

Service Type Customer ID Customer Hame | Customer Reference Counter PartyHame | CCY | Amount Maker Hame

|»

-
| | L2
<« Row 1 of 400 + == | ‘Righi Click on column titles to customize  (1)i(2) sorted columns

= - Go To Other
Q Q ﬁ Submit [ NHew Details Delete Options

From the Main Trade Services homepage, click on the Input/Modify tab to access the Export Direct Collections

Module.

Creating an Export Direct Collections Transaction

Initiation of an Export Direct Collections can be done in 3 different ways:
e Create a new Export Direct Collections by entering all the details

e Copy Export Direct Collections from a similar transaction that already exists in the system. This allows the user
to quickly create an application, by entering or updating only the details that differ from the existing Export

Direct Collections
e Create an Export Direct Collections based on a Pre Format. The information from the pre-format is

automatically populated in the Export Direct Collections, and user simply needs to enter the details that relate

to the specific transaction. From the pre-format, the details of the application are saved for future use.

user only needs to enter related data specific to this application
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6.1.1 Create a New Export Direct Collection

When creating a new Export Direct Collections without pre-formats or copy from an existing Direct Collections,
user can initiate an export Direct Collections as follows:

1. User should select the Input/Modify Tab

2. Select New

Trade Services
TIfpUOModiye. Repair Reqd | Verification Reqd | Auth Reqd | Release Reqd Offline Authorization | Incoming Messages

Service Type Customer ID I Customer Hame Customer Reference Counter Party Hame

-

4] |

== Row 13 of 400 + == | |Right Click on column titles to customize| (134(2) sorted columns

Ck @ ﬁ Submit | Hew ai Options

| 2| Details Dialog ==

= Transaction Initiator = Customer ID
mlxxxxxx OOCOCOC000L HCoEOX 000003

= Transaction Type + Creation Method
| il

* Required Field Ok Cancel

3. Inthe Details Dialog box, click the drop-down of the Transaction Initiator field. The Transaction Initiator
Library contains the unique identifier. Select relevant option and click OK

4. Select the drop-down of the Transaction Type and choose Direct Collections

. BALibrary Look Up Dialog x|
5
(1) Service Description

Documentary Collections

FY
—

Direct Collections

== Row 8 of 24 == | (1020 sorted columns

OK Update Screen Cancel
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5. Transaction Type Library Look Up Dialog

B petails Dialog x|
= Transaction Initiator * Customer ID
]E' | CUSTOMER NAME 12348
Hame

| CUSTOMER NAME

= Transaction Type = Creation Method

I Direct Collections I

* Reguired Fisld Ok | Cancel

6. Select Creation Method library Look Up button. The Creation Method Library Look Up Dialog box opens

B Library Look Up Dialog |
(1) Creation Method

Copy Transaction

Create New

Create from Pre Format

== Row 2of 3== | (142 zorted columns

0K Update Screen Cancel

7. In Creation Method Library Look Up Dialog box, select the Create New and click OK. This action opens
Details Dialog box populated with the selections made by user. All the fields need to be filled. Click OK to
open Export Direct Collections Screen
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MAIN TAB

Direct Collections

Conditions Documents Shipment Details Instructions Tracers Others
Transaction Initiator Customer ID
| CUSTCMER HAME |UDUUD
Transaction Status Drawer Reference Number
I | 123456789
DOC Reference Number Bank Bill Reference
|1111111 |=======

8. Main Tab of Direct Collections Screen. Main tab is used to enter transaction-specific information. If only one
transaction initiator is chosen, the Transaction Initiator and Customer ID fields are pre-populated

9. Transaction Initiator and Customer ID fields are pre-populated as per the selection done in Transaction
Initiator Dialog box

10. Transaction Status is populated by system

11. In the Drawer Reference Number field, user will enter a unique reference number for the base number if it is
not already pre-assigned

12. The DOCReference Number is assigned by the Bank Portal. This number is available after the transaction is
transmitted to Bank for authorization but prior to release

13. The Bank Bill Reference is assigned by Citibank. This number is available after the transaction is sent and
registered by Citibank

* Drawer Name / Address * Drawer
| =
* Drawee Name / Address * Drawee
sul =
= Collecting Bank Name | Address = Collecting Bank Country

| =| [

Country

Country
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14. The Drawer Name / Address and Drawer Country of the exporter are automatically filled in based on the
client’s name and address selected

15. In the Drawee Name / Address field, user can click on the Library Look Up to select a Drawee name from the
Trade Counter Party library or enter the data free form text. This field contains the name and address of the
party expected to disburse the sum listed on the draft or bill of exchange

16. In the Drawee Country field, the user can click on the library lookup to select a country from the library, or
enter the data as free form text

17. In the Collecting Bank Name/Address field, the user can click on the Library Look Up to select a collecting
bank from the library, or enter the data as free format text

18. In the Collecting Bank Country field, the user can click on the Library Look Up to select a country from the
library, or enter the data as free form text

= CCY / Amount
L] I
* Tenor Drafis
[ M| C
Days Tenor Terms Date
I_ | F rA =

* Required Field Return to Other

Submmit Save Download MHext Clear Print Print Preview :
Sumnmary Options

19. The CCY/Amount field should be populated with a 3-character currency code and an amount. The currency
portion can be inserted using the currency library dialog box, or free form text. The amount should be inserted
using free form text. Depending on individual user setup, the numeric display will be shown in the
appropriate format

20. In Tenor field user can select from “Sight” or “Usance”
21. If Usance was selected in the Tenor field, the Tenor and Days should be populated
If Sight was selected, the Tenor Terms and Date remain disabled.

22. The checkbox Drafts should be checked if the client would like to print drafts. If the box is checked, the fields
in the Draft tab will be available

* Tenor Drafts
[osence =] C
Days + Tenor Terms Date
l_ | E] e :ﬂ
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CONDITIONS TAB

The Conditions tab is used to enter the terms and conditions of the transaction.

Direct Collections

Conditions Documents

Shipment

Details Instructions Tracers

Others

[
! ‘

Deliver Documents Against Hold drafts for arrival of goods 2 |
I!Lcceptance I_
If unpaid f unaccepted, store and insure goods:
r
Athvise Acceptance f Maturity Aivise Non Acceptance
Aill v
n Protest Non Acceptance
r

The Deliver Documents Against field is automatically populated. It shows the value Payment if the Tenor
Code on the Main Tab is Sight. If the Tenor Code was selected as Usance, the value in this field shows
Acceptance

Select check box Hold drafts for arrival of goods if drafts should be held for the arrival of goods

Click check box If unpaid/unaccepted, store and insure goods, if the goods should be stored and insured if
they are unpaid and unaccepted

If the Tenor Code is Usance, the user will be able to select a communication method from the Communication
Method library using the Library Look Up of Advise Acceptance / Maturity

If the Tenor Code is Usance, the user will be able to select a communication method from the Communication
Method library using the Library Look Up of Advise Non Acceptance

If the Tenor Code is Usance, the user will be able to click the Protest Non Acceptance check box if the user

Kl

Advise Payment Athvise Non Payment

|

wishes to protest for when there is non-acceptance

“ Protest Non Payment
-
Allow Discount

C |

[EEN
[EEN

10.

11.
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User can select a communication method from the Communication Method Library Look Up Dialog box using
the Advise Payment Library Look Up button

User can select a communication method from the Communication Method Library Look Up Dialog box using
the Advise Non Payment Library Look Up button

User can click on the Protest Non Payment check box if he/she wishes to protest non-payment
User can click on Allow Discount check box if a discount is allowed

If Allow Discount is selected, user should enter the discount details in the Discount of text box



13

14

16

18

19

21

22

-

| %] Library Look Up Dialog

(1) Communication Code Communication Method

ATER

ERC

cou

DIR

FAC

FCE

MAL

SCA

SCC

SCH

TEL

Airmail

COLLECT FEROM EERANCH
Courier

direct release
Facsimile

Full Cable

Mail

Short Cable, Airmail
Short Cable, Courier
Short Cable, Mail

Telephone

=3

== Row 1 af 11 == | (12) sorted columns

OK Search Update Screen

Cancel

12. The Communication Method Library Look Up Dialog box is shown above. The user should select OK after
selecting the appropriate option

Collect interest for delay in payment
=

Interest Rate( % P.A)

Interest From

13. The user can click on the check box Collect interest for delay in payment, if interest should be collected if

there is a delay in payment

14. User should enter an interest rate in Interest Rate (%P.A), if the Collect interest for delay in payment check

box is clicked

15. User should enter the interest date in Interest From. The date should be greater than or equal to the

current date

All charges for account of drawee

Deduct Charges from proceeds

[ [

Waive interest and / or charges if refused

O

In case of need Contact

O

N [
o ~

Who will assist

-

authority to amend terms

Supplier Financing Cost CCY / Amount

=[O

* Required Field
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Return to Other

Save Download Hext

Clear | Print Print Preview

Summary Options



16.

17.

18.
19.
20.

21.

22.
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The user can click All charges are for account of drawee check box, if the charges should be paid by the
drawee

The user can click Deduct charges from proceeds check box, if the charges can be deducted from the
proceeds

The user can click Waive Interest and/or charges if refused check box, if interest should be waived
User can click In case of need check box if you wish to indicate a contact

In field Contact, user can enter the name of the person to be contacted. This is required if the In case of need
field is selected

The Library Look Up Who will assist authority (fill in relevant text) to amend terms helps user to indicate if the
contact person in field 20 has the authority or no authority to amend terms

The field Supplier Financing Cost CCY / Amount is used to insert the Supplier financing cost using drop-
down. User can select the currency code from drop-down and insert the amount in the text box. The amount
will appear in appropriate format



DOCUMENTS TAB

Direct Collections

Conditions Documents Shipment Details Instructions Tracers Others

1 Original(s) Copyies)
[ Bills of Lading I_ I_

[ Commercial Immices

|»

[ Insurance Certificate
[ Airveay bill

[ Packing List

[ Certificate of Origin

[ Bill of Exchange

CIE S S E T
CIEIEE N EL T

1. User can specify the documents that will be enclosed with the collection letter

Other Documents (Including Whereabouts of any missing original BAL)
hd

* Required Field
Submit Save Download Hext Roturn to Clear Print Print Preview Oth?r
Summany Options

2. The text box Other Documents—user can insert the list of the documents that will be enclosed with the
collection letter. Users can transact using the following methods:

2.1 User can choose pre-defined Clauses from the Library Look Up dialog box. When user chooses a clause
from the list, the clause text is inserted into the text box. User can insert as many clauses as necessary

2.2 User can input the details manually

2.3 User can copy and paste the data from an electronic copy of the text in the Text boxes
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SHIPMENT TAB

The Shipment tab is used to enter shipping information for the transaction.

Direct Collections 0 Failed Login since Last Login Date 2013/09/19 18:48:48 CITIDIRECT TRADE
Conditions Documents || Shipment || Details | Instructions Tracers Others

= Type of Export = Description of Goods or Services

IGoods j [

= Country of Origin Ultimate Country where Senvices to be Rendered

[ L
=+ Ship From

|

+ Ship To

|

1. Type of Export: User can select the options Services or Goods from the drop-down
2. Description of Goods or Services: User can enter the short description of Goods or Services

3. Country of Origin: User can populate using the Library Look Up dialog box, if Goods was selected in the Type
of Export field

4. Ultimate Country where Services to be Rendered: User can select the country code from the Library Look Up
dialog box for country to be populated in the text field, where the shipment will be unloaded

5. Inthe field Ship From, user can select from the Shipping Detail library using the Library Look Up dialog box or
by entering the location data. This is required if a description is entered in the Goods field. In case of Services
Option selected in Field Type of Export, this field is disabled

6. Inthe field Ship To, user can select from the Shipping Detail library using the Library Look Up dialog box or by
entering the location data. In case of Services Option selected in Field Type of Export, this field is disabled

* Mode of Transport

I d

Shipping Company or &ir Carrier Name Vessel Name

¥ | |

B /L Reference B /L Date

4]

* Reqguired Fisld

Submmit Save Download Hext l':'.etu i Clear Print Print Preview O'th_er
Suminmany Options

7. Mode of Transport: User can select options Air, Land or Multimodal Marine. In case of Services Option
selected in Field Type of Export, this field is disabled

8. Shipping Company or Air Carrier Name: Name of the Shipping Company or Air Carrier by which the goods
are transported. This field will be available to populate based on Mode of Transport selected. In case of
Services Option selected in Field Type of Export, this field is disabled

9. Vessel Name: Enter the Name of the Vessel. This field will be available to populate based on Mode of
Transport selected

10. Enter the Bill of Lading Reference number in the field B/L Reference

11. Enter the Bill of Lading Date in the field B/L Date
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DETAILS TAB

On the Details tabs used to include details (purchase order or invoice information) with the transaction, user can
either choose from pre-set PO information or can manually enter it.

Direct Collections
Main Conditions Documents Shipment | Details Instructions Tracers Drafts

Details

Others

|»

PO Humber Date of PO Vendor Hame Buying Office SKUID

n
4| |
== Rowe 0 of 0 == | (14(2) sorted columns Add || Hew | Edit | Delete | Totals

= Copy Amount Total to Transaction Amount? ||

+ Required Field Return to Other

Download Hext Clear Print Print Preview -
Summary Options

m save

1. On this dialog box, clients can choose from pre-set PO information

2. Clients can enter new information by clicking on New. Another Details Dialog box opens for the user to input

relevant details. Click on Save once completed.

| 2| Details Dialog |
== PO Number == Date of PO =
=
I R
== Yendor Name == Buying Office
= SKUID *+ Product Description
+= Quantity ## Quantity Units
+* Rate per Unit ** Rate Currency
i
*= Purchase Order Amt *+ Reference Number
+= Additional Field 1 == Additional Field 2
== Additional Field 3 =+ PO fersion Number
1
== Purpose Code == PO Country Code
ol
== PO Quantity ==~ Master Contract No
+* Customer Name =+ Customer ID
*= File ID ** RunID
-
4] »
+# At least one reguired field save || Clear | Print | Close

3. Edit existing transaction details by selecting the transaction from the list and clicking Edit

4. Delete existing transaction details by selecting the transaction and clicking Delete

5. User may also view the totals of the transaction details by clicking Totals. The total amount populates the

amount box in the Main tab
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INSTRUCTIONS TAB

In the Instructions tab, user can insert any necessary instructions to the Collecting Bank or Servicing Bank.

Direct Collections
Conditions Documents Shipment

Instructions Tracers

Instructions to Collecting Bank

Instructions to Servicing Branch (not included on Cover Letter)

1. Inthe text boxes Instructions to Collecting Bank and Instructions to Servicing Branch, user can enter the
information that will appear on the collection letter, user can insert free form text

1.1 User can choose pre-defined Clauses from the Library Look Up. When user chooses a clause from the
list, the clause text is inserted into the text box. User can insert as many clauses as necessary

1.2 User can input the details manually

1.3 User can copy and paste the data from an electronic copy of the text in the Text boxes

Account Number

Method of Credit
2 [ -]

In Settlement of Your /B Dept. Bill No.

- Deduct CCYi&mount
4 Jika |

n Agent Name
|

Agent Commission CCY f Amount
Ul

Agent Payment Instructions {include Bank Infor

* Reguired Field
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Return to Other

Save || Download Hext Clear || Print Print Preview -
Summany Options




2. The user can select the Method of Credit from the drop-down list: Manager’'s Cheque, Funds Transfer, Credit
to Account, etc.

3. If Credit to Account was selected in field 2, user should enter an account number.
4. In the field Deduct CCY/Amount, user can enter the amount to be deducted

5. Inthe field In settlement of Your I/B Dept. Bill No., user can enter the Bank Bill Reference number,
if available

6. Inthe field Agent Name, user can enter an agent name

7. Inthe field Agent Commission CCY/Amount, user can enter the currency and amount of commission that the
exporter will pay to the agent

8. Inthe field Agent Payment Instructions, user can enter business instructions as to how to pay the agent

TRACERS TAB

On the Tracers Tab, users can insert information on tracing instructions such as Acceptance Tracers and

Payment Tracers Information, as applicable.
Direct Collections

Conditions Documents Shipment Details Instructions Tracers Others

Tracing Instructions
I Standing Instructions j

Acceptance Tracers

Days Before First Tracer Days Between Tracers Maximum Number of Tracers
Tracing Method

H|

1. Inthe Tracing Instructions drop-down, user can select from the options “Standing Instructions,” “Custom
Tracers” or “No Tracers”. When user selects the option Custom Tracers all the fields in the Tracers Tab
are enabled

Acceptance Tracers Section:

2. Enter number of days before First Tracer in Days before First Tracer
Enter the number of days allowed after First Tracer and less than Maximum Tracer in Days between Tracers
Enter maximum number of days allowed in Maximum Number of Tracers

Click the Library Look Up Tracing Method, select the Communication Code and the text box is populated with
the description
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Payment Tracers

Days hefore First Tracer Days between Tracers Maximum Number of Tracers

Tracing Method

H|

Sunimany Options

* Required Field
m Save Download Hext [T Clear Print Print Preview T

Payment Tracers Section:

3. Enter number of days before First Tracer in Days before First Tracer
Enter the number of days allowed after First Tracer and less than Maximum Tracer in Days between Tracers
Enter maximum number of days allowed in Maximum Number of Tracers

Click the Library Look Up Tracing Method, select the Communication Code and the text box is populated with
the description

141 Citl



DRAFTS TAB

If user has checked Drafts check box on the Main tab, user should populate the Drafts tab with additional details.
Direct Collections

Print Draft Draft Date

r -

Conditions Documents Shipment Details Instructions Tracers Others

Humber of Original Drafts

* Required Field
Save Download Hext ST Clear Print Print Preview Oth_er
Summary Options
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Print Draft: User can select to Print Draft
Draft Date: User can enter the date of the draft or select the date of the draft from the Calendar drop-down

Number of Original Drafts: User can include the number of original drafts required. The maximum Number of
Original Drafts that a user can enter is restricted to 4



OTHERS TAB

In the Others tab, users can insert any additional information on couriers and freight forwarders.
Direct Collections

Conditions
Pre Format Code

Documents Details T Instructions

Shipment

Tracers _ Others

User can enter up to 4 sets of Courier Data Sets. (A single Courier Data Set consists of
Courier Company Mame, Courier Reference Number, and Date of Dispatch)

Courier Company Hame

Courier Reference Humber Date of Dispatch

Kl 3

(11427 zorted columns

== Row 0of 0 ==

Hew Edit Delete

1. The field Pre Format Code is automatically filled in with the code if a Pre Format code was selected

2. TRIMS processed customers can add new courier information. Click New beneath the Courier Summary.

Similarly, if a courier company’s information appears on the screen, users are able to edit by clicking on the
Edit button.

The following Details Dialog box appears. Enter the relevant information and click on Save
| | Details Dialog (=3

= Courier Company Name

* Courier Reference Numher

Date of Dispatch
£

BLC N LEEN | Save || Clear | Print || Close

3. Inthe field FX Contract Number, user can enter the number that uniquely identifies the foreign exchange
(FX) contract

FX Contract Number

User Data

The following information is for your purposes onhy. This information
will not be sent to the bank's processing location.

Freight Forwarder Name | Address

Freight Forwarder Reference

Additional Field 1

Additional Field 2

* Required Field
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Return to

Print Preview Oth!:r
Options

Save Download Hext Print

Summany




4. In the field Freight Forwarder Reference, user can enter a freight forwarder reference number if the
documents are being prepared and sent by a freight forwarder

In the field Freight Forwarder Name/Address, user can enter the name and address of the freight forwarder

In the field Additional Field 1, user can enter any additional information. If the information is not known, it can
be added later through the Enriching Transaction process

In the field Additional Field 2, user can enter any additional information. If the information is not known, it can
be added later through the Enriching Transaction process

User can select any of the Action Buttons mentioned below:

* Required Field Return to Other

Submit Save Download Hext Clear Print Print Preview o
Summary Options

10. Once complete, user can Submit the transaction. When user selects Submit button while creating a new
Export Direct Collection, an Error pop-up appears on the screen if any fields were entered incorrectly or if the
mandatory fields were left blank. If any of the fields has non SWIFT-compatible characters inserted in, a pop-up
will display listing out the fields which are not filled in properly

11. Save—The Export Collection transaction is saved with the status of Incomplete. User can return to the
application later to finish entering the details

12. Download—Download the Export Direct Collections

13. Next—Takes the user to subsequent screen, there is no need to scroll to top to click on subsequent Tab
14. Return to Summary—Returns the user to the Summary Tab

15. Clear—Clears all the content entered by the user

16. Print—Prints the transaction

17. Print Preview—Provides print preview of transaction

18. Other Options—When user clicks on Other Options, two options can be chosen: Views Error and Transaction
History. Clicking on View Errors the user views the Error (if any) with the transaction. By clicking on
Transaction History user can view the complete history of the transaction
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6.1.2

Reviewing the Transaction

The Checker will review all of the details related to the transaction, exactly as the Maker entered them and can
scroll through the tabs at the top. All the fields are read only.

Direct Collections

ﬂ [DR.Mi‘EE HNAME =

ﬂ ICOLLE{.'IING BANE NAME =

Conditions Documents

Shipment

Transaction Initiator
ICUS'IOHER HAME

Transaction Status

DC Reference Humber

Drawer Hame ! Address
IDRAH'E:R HAME —

- Drawee Name | Address

Collecting Bank Hame | Address

CCY 1 Amount

ﬂ IUSD 50,000.00

Tenor

SIGHT j

Days Tenor Terms

Instructions Tracers

Customer ID
019886

Drawer Reference Humber

I ABC1Z3

Bank Bill Reference

Drawer Country

ﬂ I HE IHDNG KONG

Drawee Country

ﬂ I USIU’NITED STATES

Collecting Bank Country

[

pe

* Reqguired Field

Send to
Repair

‘ Authorize

Download

Return to
Summary

Delete Modify || Hext

Other

[ Options

Print Preview

After the authorizer reviews the transaction, he/she can select from the following action buttons:
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Authorize: If the transaction is correct, Authorizer clicks on the action button Authorize

Send To Repair: This option is selected if Authorizer needs to amend the transaction

If Action button Send to Repair is clicked, the Reason dialog box appears prompting the user to enter a reason
for sending the transaction to repair and what exactly needs to be changed so that the transaction can

be authorized

X

Flease enter the reasan for rejecting this itern.

to be changedin order for transaction to be properly authorized

User explains why the transaction was sentto repairand what needs

[ | cancer |
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Download: Download the Export Direct Collections

Delete: Deletes the transaction

Next: Takes the user to subsequent screen, there is no need to scroll to the top to click on subsequent Tab
Return to Summary: Returns the user to the Summary Tab

Print: Prints the Export Direct Collection

Print Preview: Provides print preview of the Export Direct Collection

Other Options: When user clicks on Other Options, two options can be chosen: View Errors and Transaction
History. Clicking on View Errors the user views the Error (if any) with the transaction. By clicking on
Transaction History user can view the complete history of the transaction



6.1.3 Retrieving Cover Letter and Draft from Bank

Upon Submission of the transaction, click on the View tab to retrieve the cover letter.

Trade Services

Release Reqd Offline Authorization Incoming Messages - View

Input Modify Repair Reqd Verification Reqd
Service Type Customer 1D Customer Hame I Customer Reference I
Direct Collactions 8643381 OO OO0 JOCOOOOOOOD o000 CUSTCMER REF 123
Direct Collections 056333 KXE XXX OODOOODHRE HXNEHNX CUSTCMER EEF 124
Direct Collections 0EE333 XHEH OO JODGONOHEE 00NN CUSTCOMER REF 12§
Kl

== Rove 10 of 400 + == | |Right Click on column titles to cus‘tnmizel (127 sorted calumns
Q @ ﬁ Go To Enrich || “ther
Detail= Options

1. Select a transaction, then click on Go To Details

Direct Collections

Conditions Tracers Others

Details Instructions

Documents

Shipment

Transaction Initiator Customer ID
Icus:romara NAME 019886
Transaction Status Drawer Reference Humber
IJLCCEPTED Imar_-lze
DC Reference Humber Bank Bill Reference
I 11111111 2322222
Drawer Hame ! Address Drawer Country
IDRAH'E:R NaME = ﬂ Flﬂunc KONG
- Drawee Name | Address Drawee Country
ﬂ [DRMi‘EE HAME = ﬂ IEIU‘NI'IED STATES
Collecting Bank Name ! Address Collecting Bank Country
ﬂ ICOLLE{.'IING BANE NAME E— ﬂ I_I
CCY | Amount
ﬂ IUSD 50,000.00
Tenor Drafts
SIGHT ~| r
Days Tenor Terms Date

[ 2 |/ =

* Reguired Field
Download Hext LI Save As Print Print Preview O’th_er
Summary Options

2. User can view the whole transaction. User can click on Print to print the Cover Letter and send together with
documents to Issuing Bank

3. User can click on Print Preview to view the printout’s preview of the Cover Letters and Drafts (if applicable)
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4. Cover Letter of Export Direct Collections shown below:

CITIBANE HONG EONG

ADD 1 DIRECT COLLECTION
LDD Z
ALDD 2
TE OUR REFERENCE
DRTE DEEWER BEFERENCE NO.
20th Sept 123456783
To: (Collecting Bank) From: (Dzawer)

CITIBRNE K.A. DRAWER NAME
ADD 1
ADD 2

TO QUR MEW YORK OFFICE FOR CREDIT OF OUR &
ICE TO US SHOWING DETAIL CHARGES
TN TRRDE SERVICES [E PLEARSE RLSC

VICE TO US THE AMOQUNT CREDITED

ITIERNE KR KE
ING QOUR REQVE REF

E is to be processed as i
whom you should acknowledge
quoting our Dir

CORRESPONDANCE INSTRUCTICNS: PLERSE DIRECT &
CITICORFE {M) SIN BHD AT 5TH

i PULAU PINARNG, MALRYSIA.
SUBSIDIARY OF CITIBANE
IR COLLECTIONS PROCE.

LL CORRESPONDENCE AND ENQUIRES TO
55 JRLEN

E SERVICES (M)

BEEN APPOINTED

Drawee and Address

Zmount (Inclusive of Interest, if any): DRAWEE NAME
UsSD 500,000.00 LDD 1

Tenor ADD 2
CRSH RGATHST DOCUMENTS

of Goods or @ Goods

Hong Eong
Usnh

PLEASE FOLLOW THE INSTRUCTIONS APPEARTNG EBELOW
- Deliver docume: against Paymsnt.

This is a computer gener ifold which does not reguire a signature

CD-400-SUMI-1-REG
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Copy of Draft shown below. User can Print the draft and cover letter and send them together with documents

to Issuing Bank

DIRACT COLLACTIONS : 0001043153003

At 30 DAYS AFTER B/L DATE 15AUGZ013

Date October 0Z, 2013

of this Sole Bill of Exchange

Pay to the Order of JOOOMXK 000K

The =um of USD TEN TEQUSAND

10,000.00 USD

WALUE RECETVED AND CHARGE THE SAME TO ADCOUNT OF
To:

Drawer Hame
Addressl

ITEANEE HAME AMD ADDRESS|

TOFIWER. WAHE FND ADTRESE]

Authorized Signature

User can select any of the following action buttons to perform various functions:

1.

2
3.
4

o
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Download—Download the Export Direct Collections

Next—Takes the user to subsequent screen, there is no need to scroll to Top to click on subsequent Tab

Return to Summary—Returns the user to Summary Tab

Save As—This action button helps user to save the already processed Export Direct Collections transaction

as a Word document

Print—Prints the Export Direct Collections

Print Preview—Provides print preview of Export Direct Collections

Other Options—When user clicks on Other Options, two options can be chosen: View Error and Transaction

History. Clicking on View Error the user views the Error (if any) with the transaction. By clicking on
Transaction History user can view the complete history of the transaction

Download

Return to

Hext Save As

Summany

HEEHEHaED

Print Preview



Create Export Direct Collections from an Existing Transaction

User can create a new application based on an existing Export Direct Collections that is already been processed.
This is useful if user needs to create Export Direct Collections where most but not all of the details are the same.
User only needs to change the information that differs from the existing Export Direct Collections, without the

need to enter the basic information again

| | Details Dialog

* Transaction Initiator

+ Customer ID

ﬂlx}ooocx

2O oooooz

EXH

* Creation Method

+ Transaction Type
|

M|

* Required Field

Ok Cancel

1. User should click on Transaction Type Library Look Up and Creation Method Library Look Up to select the
relevant transaction type and creation method (In this case, Direct Collections and Copy Transaction)
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| £/ Library Look Up Dialog

(1) Service Description

Amendment to Cower Letters
Amendment to Export Transfer LC
Amendment to Guarantes/Standbhy LC
Amendment to Import LC

Eank Advised Presentation

Eill Discount

Bill Payment

Deliver Documents free of Payment

EXH

-

Direct Collections

Direct Presentation Resubmission
Direct Presentation Submission
Docunentary Collections

Export Transfer LC

Extend an Existing Loan
Financial Free Format Outgoing
Free Format Outgoing

Freely Negotiable Credit
Cuarantee/Standby LC Issuance

Import LC Issuance

==Row 80t 26 == | (1)/(2) sorted columns

OK Update Screen

Cancel




2. When user clicks on Transaction Type Library Look Up, the Library Look Up Dialog Box appears displaying
various Services related to Export Direct Collections. User should select Direct Collections option from the list
provided and click on OK to populate the Transaction Type text box

| £:| Library Look Up Dialog 5]

Copy Transaction

Create New

Create from Pre Format

== Rowy 1 0f 3 == | [1242] sorted columns

OK Update Screen Cancel

3. When user clicks on Creation Method Library Look Up, the Library Look Up Dialog box appears displaying
various options to create an Export Direct Collections. User should select Copy Transaction Option from the
list provided

n || Details Dialog ==

= Transaction Initiator = Customer ID
ﬂ |>{>{>{>c>c>cx—>{>{xxxxx OOODOO0000 W 00&005

* Transaction Type + Creation Method

ﬂ |D:i.rect Collections |Cop'5r Tranzaction

* Drawer's Reference Number
Al

* Required Field 0Ok Cancel

4. The Details Dialog box is populated with the choices made by user
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Direct Collections

Conditions Documents Shipment Details Instructions Tracers Others
Transaction Initiator Customer ID
|>{>c>{>c>{x MODOOOOOD, MO000 MOO000D! MO, 00E0zZ 3
Transaction Status = Drawer Reference Humber
| |123455739
DC Reference Number Bank Bill Reference
|0050234090001 |
* Drawer Name | Address = Drawer Country

|WWWW}Q{X.

ﬂ |E|Im:-m

I

* Drawee Name [ Address * Drawee Country
ﬂ |DPJLI|IEE HAME = ﬂ |E|AUSTRALIA
* Collecting Bank Hame ! Address * Collecting Bank Country
ﬂ |COLLECTING BANK = ﬂ |E|
= CCY J Amount
ﬂ UsD | 50.000,00
* Tenor Drafts
Sight j [v
Days Tenor Terms Date

[ 4 [ =4

= Required Field Return to Other

Submit Save Download Hext Clear Print Print Preview )
Summary Options

5. All the Export Direct Collections’ details are pre-populated. Users can make changes wherever required and
click on Submit once completed

Create Export Direct Collections from Pre-format

New Export Direct Collections can be created by using Pre-format. This allows user to fill in minimal details since
most of the information is pre-populated.

| | Details Dialag ==

* Transaction Initiator + Customer ID
ﬂ |x><><><xx SOTOCOT! 000003
Hame

+ Transaction Type + Creation Method
| 5|
* Required Field ok Cancel

1. User should click on Transaction Type Library Look Up and Creation Method Library Look Up to select the
relevant Transaction Type and Creation Method (In this case, Direct Collections and Create from Pre Format)
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|2 Library Look Up Dialog (=)

Copy Transaction

Create New

Create from Pre Format

== Row 30f 3 == | (142 sorted columns

OK Update Screen Cancel

2. When user clicks on Creation Method Library Look Up, the Library Look Up Dialog box appears displaying
various options to create an Export Direct Collections. User should select Create from Pre Format Option

from the list provided

|£:| Details Dialog

+ Transaction Initiator * Customer ID
ﬂ |m—m€>{>{>{>{ OCOCOOo00{ MK 00&005
Name

= Transaction Type = Creation Method

=3

ﬂ |Direct. Collections |Creat.e from Pre Format

+ Pre Format Code / Description

] |

* Required Field

0Ok Cancel

3. The Details Dialog box is populated by choices made by user. User should click on Pre Format Code /

Description Library Look Up

|2 Library Look Up Dialog

(2 Pre Format Code Pre Format Description (1) Customer ID Customer Hame

0000001 trade 000001 Customer 1 Counter Party Name 1 SCT

Counter party Hame Tenor Code

<= Raw 1 of 10== | [1)42) sorted columns

0K Search Update Screen

Cancel
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4. The Library Look Up Dialog box displaying the Pre Format details pops up

Direct Collections
Conditions Documents Shipment Details | Instructions Tracers Others
Transaction Inttiator Customer ID
|>{>{>{>{>{x MDOOOOOD! MOO00 000000 MO0, 00E0z3
Transaction Status = Drawer Reference Mumber
| |123456?89
DC Reference Number Bank Bill Reference
|0060234090001 |
* Drawer Name | Address * Drawer Country

|WW}MW}W.

ﬂ |E|Inm1.ﬁ.

= Drawee Name !/ Address = Drawee Country
ﬂ |DRM|IEE HAME = ﬂ |E|AUSTRALIA
+ Collecting Bank Hame | Address * Collecting Bank Country

ﬂ |CDLLECTING EANE

vl o]

= CCY J Amount

ﬂ UED | E0.000,00

= Tenor Drafts
Zight j [w
Days Tenor Terms Date

F H [/ =

= Required Field Return to Other

Submit Save Download Hext Clear Print Print Preview .
Summary Options

5. The Direct Export Collections screen appears. If user creates an Export Direct Collections from a pre-format,
the information is pre-populated into the Export Direct Collections application and user needs to enter the
minimum details that relate to the specific transaction (e.g., amount, currency, date)
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Inserting Logo to the Cover Letter

1. To attach a logo with the Export Direct Collections’ Documents Cover Letter, user can navigate to the Bank’s
portal and click on the link Client Preference

rany) CitiDirect® Online Banking | OnlineHelp | MyPreferences | Inbox | SupportWebsite | Close

Cltl Change Client Context | Privacy Statement
03/27/2014 15:05:15 —

|search citDirect Menu a]

| would like to -

| Home : My Transactions & Services Inquiries & Searches Reports  : Tools & Preferences ‘

Home == User Administration [F"-‘.Favnrite Reports

Access Management
Access Profile
Flow Maintenance
Client Association

User Entilements
Mobile & Tablet User
Management

User Activation
Client Definition
Solution Packager
Solution Assigner
Default Access Profile
Account Management
Account to Service
Association
Citibank Contacts
Client Configuration
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2. Click on Trade Services, then Export Cover Letter.

Click on See Grid For Details and View Grid

Client Preference

" Input

Authorization Reg'd

(1) Service Class Hame Preference Status P_fEfETE“CE Values
Bus. Engine - Loans  Processed _AI - Output Print Preferences
Bu=. Engine — Pay. .. Processed : E|----‘:'Prll'lt . 3
-+ Zee Grid For Details
Citibank Serwice ... DProcessed E|V Dratts
Collection Item I... Processed E‘"’ Draftz
Collections — Dir... Processed o _=ee Grid For Details
[=]--= Export Cover Letter
Lebtor Mandates Processed : - Format
Direct Debit Mand... Processed i i+ | SEe Grid For Details
Direct Debit Mand... Processed = vglgnEture
-+ Mone Specified
Export Data Proceszed e b Paytothe Crder OF Paﬂy
Global Processed [=]-w Mazimum Mumber of POs per LC
Tuport Map Manage... Processed = ; Maximum Mumber of POs per LC
Lo s 50
Tuwport Transactions Processed [=]--w L Expiry Date Offset
Necting - Manager. .. Processed E|" L Expiry Date COffset
Payment Instructions Processed e 40
= Grouping Days
Payments Proces=zed = : Ring | ¥
[=]--w Grouping Days
Purchase FH for P... Processed e ® 50
Receiwvabhles Colle... Processed E|""‘_'F| Inclic:atar
|- Detault Advizing Bank
Smart Account Pep... Processed = : M 4
L e Ma
Taiwan Central Ba... Processed [=]-+w Pending Authorization Transactions
Trade Services Processed - Allowy Maodification of Pending Auth
Trade Serwvices fo... Processed T ot es
. 4]
==Row 24 of 23> | |Right Click on column titles to customize View
(13002 zorted columns Grid
Q @ @ Other
Options
3. Select Service Type as Direct Collections
| £ Criteria for Format @
DE 1 0 e i 0 dall
Letter 0f Credit Presentation Tes Bank Logo
Direct Collections Tes Bervicing ...
Documentary Collections Tes Bank Logo
=< Row 0ot 3== | (102 sorted columns
Hew Edit Delete || Save Cancel
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Under Letter Head, there are three options as below

1. Bank Logo (Citi Logo will be displayed in the letter head section)
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2. Servicing Branch (Servicing Branch name and address in Trade Initiator will be displayed)

3. My Letter Head (Free Format Letter Head for client letter head)

| £ Details Dialog

+ Service Type

ﬂ IDirect, Dollections
Letter Head

-

Bank Loge
My letter Head

Serwvicing Branch

|~ ¥ Include Correspondence Instructions
[

* Required Field

Save

Clear

Print

Close

5. Click on Save once completed



Chapter 7 Export Documentary Collections

Export Documentary Collections—Overview

A documentary collection is a type of trade transaction in which the exporter provides instructions to his/her bank
to collect payment for goods supplied to his/her importer. The exporter submits shipping documents to his/her
bank, and the bank forwards these documents, together with a bill of exchange or draft with an instruction for
either 1) documents against payment (sight payment), or 2) documents against acceptance (usance payment). In
a sight payment scenario, the importer needs to pay the face amount of the draft at sight, while in the usance
payment scenario, the importer is required to pay at a future specified date.

In an Export Collection transaction, the bank represents the exporter, and forwards the export documents,
together with a cover letter which provides collecting instructions, to the importer’s bank for payment, or
acceptance of the draft.

About the Module

User initiates all transactions through the Documentary Collections module, replacing paper applications. After
user has created the Documentary Collections transaction in the Trade Portal, the application is routed through
the bank for processing, and is then issued by the bank as a Documentary Collections.

As a Bank Portal export client, user has a number of services available to generate the cover letters and to
communicate the details of the collection transactions. There are different types of services offered depending
upon the characteristics of the documentary collections.

In the Documentary Collections module, user can electronically:

e Apply for new Documentary Collections

e Authorize Documentary Collections

¢ Release Documentary Collections to the bank

e View Documentary Collections

o Keep track of payments
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Accessing the Export Documentary Collections Module

From the Main Trade Services homepage, click on the Input/Modify tab to access the Export Documentary
Collections Module.

L3 CitiDirect® Online Banking | Online Help | MyPreferences | Inbox | SupportWebsite | Clase
Cltl Change Client Context | Privacy Statement
03/20/2014 17:47:46
| would like to -
‘ Home My Transactions & LW - Inquiries & Searches Reports - Tools & Preferences User Administration ‘
Home == MyTransactions & Services => Trade Senvices == Trade Services F'Favnme Reports

Trade Services Last Login Date 03/19/2014 09:24:38
Repair Regd Verification Regd Auth Regd Release Reqgd Offline Authorization Incoming Messages

Service Type Customer 1D Customer Hame, | Customer Reference Counter PartyHame | CCY | Amount Maker Hame

n

~|
4| | .
<< Row 1 0f 400 + »» | Right Click on column titles to (131(2) sorted col

G
‘| Q, H (=] ‘ﬁ || submit | Hew | 270 | pejete | 9ther

Details: Options

Creating Export Documentary Collections

Initiation of an Export Documentary Collection transaction can be done in 3 different ways
e Create a new Export Documentary Collection transaction by entering all the details

e Copy an Export Documentary Collection transaction from a similar transaction that already exists in the
system. This allows the user to quickly create a transaction, by entering or updating only the details that differ
from the existing Documentary Collection transaction

e Create an Export Documentary Collection transaction based on a Pre Format. The information from the pre-
format is automatically populated in the Export Documentary Collection transaction screen, and the user
simply needs to enter the details that relate to the specific transaction. From the pre format, the details of the
application can be saved for future use.
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7.1.1

Users can initiate a new export documentary collection transaction as follows
Trade Services

 InputModify

Creating New Export Documentary Collections

Repair Reqgd

Verification Reqd T Auth Reqd | Release Reqd | Offline Authorization | Incoming Messages

Service Type

Customer 1D I Customer Hame

Customer Reference

Counter Party Hame

4]

== Row 13 of 400 + == | |Right Click on column titles to cus‘tomize| (13(2) sorted columns

Q

(&

L]

1.

2. Select New

3.

User should select the Input/Modify Tab

GoTo
Details

Submit Hew

 [o

| £:| Details Dialog

* Transaction Initiator + Customer ID
|><><>cccx MCOOCOCOC0000 HOO000! 000003

+ Transaction Type + Creation Method

] M|

* Recuired Field

Ok Cancel

=

In the Details Dialog box, click the drop-down of the Transaction Initiator field. The Transaction Initiator
Library contains the unique identifier. Select relevant option and click OK

4. Select the drop-down of the Transaction Type and choose Documentary Collections

160

Lihrary Look Up Dialog

Documentary Collections

Direct Collections

=

== Row 8 of 24 == | (1021 sorted columns

0K Update Screen

Cancel




5. Transaction Type Library Look up Dialog

Library Look Up Dialog x|
(1) Creation Method

Copy Transaction

n Create New

Create from Pre Format

== Row 20f 3 == | (1021 zorted columns

OK Update Screen Cancel

6. Inthe Creation Method field, select Create New from the Creation Method Library Look Up Dialog box and
click OK. This action opens Details Dialog box populated with the selections made by user. All the fields need
to be filled. Click OK to access the Export Documentary Collections Module

Library Look Up Dialog |
(1} Creation Method

Copy Transaction

Create Neuw

Create from Pre Format

== Row 2of 3 == | (112 sorted columns

0K Update Screen Cancel

MAIN TAB (SIGHT AND USANCE)

After choosing which Transaction Type to initiate, the user is brought to the Main Tab screen, where user can
insert all the details of the Collection. Certain fields such as Transaction Initiator, Customer ID, Transaction
Status, Drawer Reference Number, DOC Reference Number and Bank Bill Reference will be pre-populated, while
others will require the user to type in the details or select from a drop-down/user maintained library

Documentary Collections 0 Failed Login since Last Login Date 20130920 16:29:16 CITIDIRECT TRADE

Conditions Documents Shipment Instructions Tracers
Transaction Initiator Customer D
| CUSTCMER HAME |DDIJIJU
Transaction Status Drawer Reference Number
| | 122456789
DOC Reference Number Bank Bill Reference
| 1111111
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1. The tabs are used to initiate the Documentary Collections and provide easy access to different areas of
this module

2. Transaction Initiator and Customer ID fields are pre-populated as per the selection done in Transaction
Initiator Dialog box (refer section 5.3, Accessing the Export Direct Collections)

3. Transaction Status is populated by system

4. Inthe Drawer Reference Number field, enter a unique reference number for the base number if it is not
already pre-assigned

5. The DOC Reference Number is assigned by the Bank Portal. This number is available after the transaction is
transmitted to the Bank for authorization but prior to release. The Bank Bill Reference is assigned by Bank.
This number is available after the transaction is sent and registered by the Bank

* Drawer Name ! Address

Country

= AT

* Drawee Name | Address

vl

Country

= Arr

+ Collecting Bank Name / Address

|

= Collecting Bank Country

= Ml

=
!H

6. The Drawer Name/Address and Drawer Country of the exporter are automatically filled in based on the
client’'s name and address selected

7. Inthe Drawee Name/Address field, the user can click on the Library Look Up to select a drawee name from
the Trade Counter Party library, or enter the data as free form text. This field contains the name and address
of the party expected to pay the sum listed on a cheque, draft or bill of exchange

8. Inthe Drawee Country field, the user can click on the Library Look Up to select a country from the library, or
enter the data as free form text

9. Inthe Collecting Bank Name/Address field, the user can click on the Library Look Up to select a Collecting
Bank from the library, or enter the data as free form text

10. In the Collecting Bank Country field, the user can click on the Library Look Up to select a country from the
library, or enter the data as free form text

= CCY § Amount
“-r
= Tenor Drafis
[ | m

= = =

Tenor Terms

Days

pa

* Required Field Return to

Summary

Print Preview Oth?r
Options

Submmit

Save Download Hext Clear Print
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11.

12.
13.

14.

163

The CCY/Amount field should be populated with a 3-character currency code and an amount. The currency
portion can be inserted using the currency library dialog box or free form text. The amount should be inserted
using free form text. Depending on individual user setups, the numeric displays will be shown in the
appropriate format

In Tenor field user can select from “Sight” or “Usance”

The checkbox for Drafts should be checked if the client would like to print drafts. If the box is checked, the
fields in the Drafts tab will be available

If “Usance” was selected in the Tenor field, the Tenor Terms and Days and Date should be populated. If
“Sight” was selected in the Tenor field, field Date remains disabled

= Tenor Drafts
IUsance :I |_
Days * Tenor Terms Date

m A 7




CONDITIONS TAB—(SIGHT AND USANCE)

The Conditions tab is used to enter the terms and conditions of the transaction.

Documentary Collections 0 Failed Login since Last Login Date 2013/09/19 18:48:48 CITIDIRECT TRADE

onditio Do e e Deta 0 ace Dra O

10

Deliver Documents Against Hold drafts for arrival of goods (=
|Accepl: ance [ 2
If unpaid / unaccepted, store and insure goods
m
Advise Acceptance / Maturity Advise Non Acceptance
| Adj
Protest Non Acceptance
O
Advise Payment Advise Non Payment n
vl Al
Protest Non Payment
rC
Allow Discount Discount of
: |

1. The Deliver Documents Against field is automatically populated. It shows the value Payment if the Tenor
Code on the Main Tab is Sight. If the Tenor Code was selected as Usance, the value in this field
shows Acceptance

2. Select check box Hold drafts for arrival of goods if drafts should be held for the arrival of goods

3. Click check box If unpaid/unaccepted, store and insure goods if the goods should be stored and insured, if
they are unpaid or unaccepted

4. If the Tenor Code is Usance the user will be able to select a communication method from the Communication
Method library using the Library Look Up for Advise Acceptance/Maturity

5. Ifthe Tenor Code is Usance, the user will be able to select a communication method from the Communication
Method library using the Library Look Up of Advise Non Acceptance

6. If the Tenor Code is Usance, the user will be able to click the Protest Non Acceptance check box he/she
wishes to protest when there is non-acceptance

7. User can select a communication method from the Communication Method library Look Up Dialog box by
clicking on the Advise Payment Library Look Up button

8. User can select a communication method from the Communication Method library Look Up Dialog box by
clicking on the Advise Non Payment Library Look Up button

9. User can click on the Protest Non Payment check box if he/she wishes to protest non-payment
10. User can click on Allow Discount check box if a discount is allowed

11. If Allow Discount is selected, user should enter the discount details in the Discount of text box

164 Citl



= I
"

= = =

P

| £ Library Look Up Dialeg

ATE

EBRC

com

DIR

FAC

FCE

MAL

SCA

3CC

ZCH

TEL

{1} Communication Code Communication Method

Airmail

COLLECT FEROM BRANCH
Courier

direct releasze
Faczimile

Full Cable

Mail

Short Cable, Airmail
Short Cable, Courier
Short Cable, Mail

Telephone

0K Search

=< Row 1 of 11 == | (1342 zorted columns

Update Screen Cancel

12. The Communication Method Library Look Up Dialog box is shown above. The user should select OK after

selecting the appropriate option

Collect interest for delay in payment
M

Interest Rate( % P.A)

Interest From
i

13. The user can click on the check box Collect Interest for delay in payment, if interest should be collected if

there is a delay in payment

14. User should enter an interest rate in Interest Rate (% P.A), if the Collect Interest for delay in payment check

box is clicked

15. User should enter the interest date in Interest from. The date should be greater than or equal to the

current date

All charges are for account of drawee Deduct charges from proceeds —_
[ C

Waive interest and / or charges if refused

O

In case of need Contact

* Required Field

S e

Download Hext Return 10 Clear
Summary

Other

Print Print Preview ;
Options

16. The user can click the All charges are for account of drawee check-box, if the charges should be paid by

165

the drawee

A®
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17.

18.
19.
20.

The user can click the Deduct charges from proceeds check-box, if the charges can be deducted from
the proceeds

The user can click Waive interest and/or charges if refused check-box, if interest should be waived
The user can click In case of need check box if he/she wishes to indicate a contact

In field Contact, user can enter the name of the person to be contacted. This is required if the In case of need
field is selected

DOCUMENTS TAB

The Documents tab allows users to specify which documents are required under the collection

Documentary Collections 0 Failed Login since Last Login Date 2013/09/19 18:48:48 CITIDIRECT TRADE
Conditions Documents Shipment Details Instructions Tracers Others
Documents
vl
* Required Field Return to Other

1.
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Submit Save Download Hext Clear Print Print Preview :
Summany Options

The text box Documents; user can insert a list of the documents that will be enclosed with the Export
Documentary Collection Transaction/cover letter using the following methods

1.1 User can choose pre-defined Clauses from the Library Look Up dialog box. When user chooses a clause
from the list, the clause text is inserted into the text box. User can insert as many clauses as necessary

1.2 User can input the details manually

1.3 User can copy and paste the data from an electronic copy of the text in the Text boxes



[EEY

SHIPMENT TAB (GOODS AND SERVICES)

The Shipment tab is used to enter shipping information for the transaction.

Documentary Collections D Failed Login since Last Login Date 2013/09/19 18:48:48 CITIDIRECT TRADE
Conditions Documents | Shipment 7 Details Instructions Tracers Others
= Type of Export + Description of Goods or Senices
[cooas | [
= Country of Origin Ultimate Country where Services to be Rendered
[ I
= Ship From
Bl
= Ship To
|

1. User can select the options Services or Goods from the drop-down of Field Type of Export
2. User can enter the short description of Goods and Services in the field Description of Goods or Services

3. The field Country of Origin can be populated using the Library Look Up dialog box if Goods was selected in
the Type of Export field

4. User can select the country code from the Library Look Up dialog box for Ultimate Country where Services to
be Rendered if services was selected in the Type of Export field

5. Inthe field Ship From, the user can select from the Shipping Detall library using the Library Look Up option or
by entering the location data manually. This is required if a description is entered in the Goods field. In case of
Services Option selected in Field Type of Export, this field is disabled

6. Inthe field Ship To, the user can select from the Shipping Detail library using the Library Look Up or by
entering the location data manually. In case of Services Option selected in Field Type of Export, this field

is disabled
* Mode of Transport
Shipping Company or Air Carrier Name Vessel Hame n
5| I
—
B /L Reference B /L Date
I | P 3: :] 11
1
* Required Field Return to Other

Submit Save Download Hext = Clear Primt Print Preview :
Sumnmany Options

7. User can select options Air, Land or Multimodal Marine from the drop-down of Field Mode of Transport. In
case of Services Option selected in Field Type of Export, this field is disabled

8. Enter Name of the Shipping Company or Air Carrier by which the goods are transported, in the field Shipping
Company or Air Carrier Name. This field will be available to populate based on Mode of Transport selected. In
case of Services Option selected in Field Type of Export, this field is disabled

9. Enter the Name of the Vessel in the field Vessel Name. This field will be available to populate based on Mode
of Transport selected

10. Enter the Bill of Lading Reference number in the field B/L Reference

11. Enter the Bill of Lading Date in the field B/L Date
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DETAILS TAB

The Details tab is used to include details (purchase order or invoice information) with the transaction. User can
either choose from pre-set PO information or can manually enter it.

Documentary Collections D Failed Login since Last Login Date 2013/09/19 18:48:48 CITIDIRECT TRADE

Conditions Documents Shipment | Instructions Tracers Others
Details

PO Humber | Date of PO | Vendor Hame Buying Office

Kl |

=« Row 0 of 0 == | (1342 sorted columns Edit | Delete | Totals

1. On this dialog box, clients can choose from pre-set PO information

¥ Copy Amount Total to Transaction Amount?

* Required Field Return to

Save Download Hext Clear Primt Print Preview
Summary

2. Clients can enter new information. A Details Dialog box opens, and the user should fill out all the necessary
details, before clicking on Save.

| £ Details Dialog
== PO Number == Date of PO =
=
I R
== Yendor Name == Buying Office
= SKUID *+ Product Description
+= Quantity ## Quantity Units
+* Rate per Unit ** Rate Currency
i
*= Purchase Order Amt *+ Reference Number
+= Additional Field 1 == Additional Field 2
== Additional Field 3 =+ PO fersion Number
1
== Purpose Code == PO Country Code
ol
== PO Quantity ==~ Master Contract No
+* Customer Name =+ Customer ID
*= File ID ** RunID
-
4] »
+# At least one reguired field save || Clear | Print | Close

3. Edit existing transaction details by selecting the transaction from the list and by clicking Edit
4. Delete existing transaction details by selecting the transaction and by clicking Delete

5. User may also view the totals of the transaction details by clicking Totals. The total amount populates the
amount box in the Main tab

Note: All amounts must be in the same currency
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INSTRUCTIONS TAB

In the Instructions Tab, user can fill out any necessary instructions to the Collecting Bank or Servicing Bank.

Documentary Collections 0 Failed Login since Last Login Date 2013/09/19 18:48:48 CITIDIRECT TRADE

Conditions | Documents | Shipment ai i Others

Instructions to Collecting Bank

hd Al
ml

Instructions to Servicing Branchinot printed on Cowver Letter)
hd A
El

1. Inthe text boxes Instructions to Collecting Bank and Instructions to Servicing Branch, user can enter the
information that will appear on the Export Documentary Collections, user can insert free form text

1.1 User can choose pre-defined Clauses from the Library Look Up. When user chooses a clause from the
list, the clause text is inserted into the text box. User can insert as many clauses as necessary

1.2 User can input the details manually
1.3 User can directly copy and paste the data from an electronic copy of the text in the Text boxes

Method of Credit Account Number Purchase Requested

[ - O

Credit our Account
In Settiement of Your B Dept. Bill No.
Manager 's Check
ﬂ Demand Draft |

Agent Name Agent Payment Instructions (include Bank Information)

Agent Commission CCY / Amount
M|

* Required Field Return to Other

Submit | Save Download Hext Clear | Print | Print Preview ;
Summany Options

2 The user can select the Method of Credit from the drop-down list: Manager’s Check, Funds Transfer, Credit
our Account, etc

3. Inthe field Account Number, user should enter an account number if the Method of Credit is Credit our
Account, unless standing instructions are already registered with Bank

citi



4. If the check box for Purchase Requested is clicked, this is added to the method of payment in the message
sent to the back-end

5. Inthe field Deduct CCY/Amount, user can enter the amount to be deducted

6. Inthe field In Settlement of Your I/B Dept. Bill No., user can enter the Bank Bill Reference number,
if available

7. Inthe field Agent Name, user should enter the agent name

8. In the field Agent Commission CCY/Amount, user can enter the currency and amount of commission that
the exporter will pay to the agent

9. Inthe field Agent Payment Instructions, user can enter business instructions as to how to pay the agent

TRACERS TAB

On the Tracers Tab, users can insert information on tracing instructions such as Acceptance Tracers and

Payment Tracers Information as applicable
Documentary Collections 0 Failed Login since Last Login Date 2013/09/19 18:48:48 CITIDIRECT TRADE

Conditions | Documents | Shipment | Details | Instructions | Tr4acers

Tracing Instructions
I Standing Instcructions j

3
_Acceptance Tracers -

Days before First Tracer Days between Tracers  Maximum Humber of Tracers
Tracing Method
|

1. Inthe Tracing Instructions drop-down, user can select from the options “Standing Instructions”, “Custom
Tracers” or “No Tracers”. When user selects the option Custom Tracers, all the fields in the Tracers Tab
are enabled

Acceptance Tracers Section:

2. Enter number of days before First Tracer in Days before First Tracer

3. Enter the number of days allowed after First Tracer and less than Maximum Tracer in Days between Tracers
4. Enter maximum number of days allowed in Maximum Number of Tracers
5

Click the Library Look Up Tracing Method, select the Communication Code and the text box is populated with
the description

7
Payment Tracers -

Days before First Tracer Days between Tracers  Maximum Number of Tracers n

e

Tracing Method

|

* Reguired Field Return to Other

Save Download Hext Clear Print Print Preview ,
Summary Option=
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Enter number of days before First Tracer in Days before First Tracer
Enter the number of days allowed after First Tracer and less than Maximum Tracer in Days between Tracers

Enter maximum number of days allowed in Maximum Number of Tracers

© © N ©

Click the Library Look Up Tracing Method, select the Communication Code and the text box is populated with
the description

DRAFTS TAB

If user has checked the Drafts box on the main tab, user should populate the Drafts tab with additional details

Documentary Collections D Failed Login since Last Login Date 2013/09/19 18:48:48 CITIDIRECT TRADE

Shipment | Details | Instructions | Tracers Others

Print Draft  Draft Date Number of Original Drafts
P Eal

* Required Field Return to Other

Submit Save Download Hext Clear Primt Print Preview :
Sumnmany Options

1. Print Draft: Users can select to Print Draft
2. Draft Date: Users can enter the date of the draft, or select the date of the draft from the Calendar drop-down

3. Number of Original Drafts: Users can include the number of original drafts required. The maximum number of
original drafts that a user can enter is restricted to 4

OTHERS TAB

In the Others tab, users can fill out any additional information on couriers and freight forwarders.
Documentary Collections D Failed Login since Last Login Date 2013/09/19 18:48:48 CITIDIRECT TRADE

Conditions Documents | Shipment Details | Instructions Tracers

Pre Format Code

User can enter up to 4 sets of Courier Data Sets. (& single Courier Data Set consists of
Courier Company Name, Courier Reference Number, and Date of Dispatch)

Courier Company Hame Courier Reference Humber Date of Dispatch

== Row Dof 0== | (1)42) sorted columns Hew Edit | Delete

FX Contract Number

1. The field Pre Format Code is automatically filled in with the code if a Pre Format code was selected
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2. TRIMS processed customers can add new courier information. Click New beneath the Courier Summary.
Similarly, if a courier company’s information appears on the screen, users are able to edit by clicking on the

Edit button.

The following Details Dialog box appears. Enter the relevant information and click on Save

| 2| Details Dialog

= Courier Company Hame

= Courier Reference Humher

Date of Dispatch
=
A

= Reguired Field

Save Clear

Print

Close

3. Inthe field FX Contract Number, user can enter the number that uniquely identifies the foreign exchange

(FX) contract

User Data

The following information is for your purposes onhy. This information
will not be sent to the bank's processing location.

Freight Forwarder Reference

Additional Field 1

Freight Forwarder Name / Address

* Required Field

Submit Save Download

Hext

Return to
Summary

Clear

Print

Print Preview

Other
Options

4. Inthe field Freight Forwarder Reference, user can enter a freight forwarder reference number if the

documents are being prepared and sent by a freight forwarder

In the field Freight Forwarder Name/Address, user can enter the name and address of the freight forwarder

In the field Additional Field 1, user can enter any additional information. If the information is not known, it can

be added later through the Enriching Transaction process

In the field Additional Field 2, user can enter any additional information. If the information is not known, it can

be added later through the Enriching Transaction process
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User can select any of the Action Buttons mentioned below:

* Reguired Field Return to Other

Submnit Save Download Hext Clear Print Print Preview :
Summary Options

HEE B B

£ Error

All of the following rules must be met:

1. Drawer Reference Mumber: Required field, please enter.

. Drawee Country: Reguired field, please enter.

. Collecting Bank Country: Reguired field, please enter.

. CCY FAmount: Required field, please enter.

a. Drawee Address Line 1, Drawee Address Line 2, Drawee Address
Line 3: One field is required, please enter,

A. Collecting Bank Address Line 1, Collecting Bank Address Line 2,
Collecting Bank Address Line 3: One field is required, please enter.
7. Description of Goods ar Semvices: Reguired field, please enter,
2. Country of Crigin: Required field, please enter,

9. Ship From: Reguired field, please enter.

10. Ship To: Redguired field, please enter.

11. Moade of Transport Reguired field, please enter,

00 b

© © N o 0 &~ W
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Once complete, user can Submit the transaction. When user selects Submit button while creating a new
Export Documentary Collections, an Error pop-up appears on the screen if any fields were entered incorrectly
or if the mandatory fields were left blank. If any of the fields has non SWIFT—compatible characters inserted
in, a pop-up will display listing out the fields which are not filled in properly

Save—The Export transaction is saved with the status of Incomplete. User can return to the application later
to finish entering the details

Download—Download the Export Documentary Collections

Next—Takes the user to subsequent screen, there is no need to scroll to Top to click on subsequent Tab
Return to Summary—Returns the user to Summary Tab

Clear—Clears all the content entered by the user

Print—Prints the transaction

Print Preview—Provides print preview of transaction

Other Options—When user clicks on Other Options, two options can be chosen: View Errors and Transaction
History. Clicking on View Errors the user views the Error (if any) with the transaction. By clicking on
Transaction History user can view the complete history of the transaction



7.1.2 Reviewing the Transaction

The Checker will review all of the details related to the transaction, exactly as the Maker entered them and can
scroll through the tabs at the top. All the fields are read only.

Documentary Collections

Conditions Documents Shipment Instructions Tracers
Transaction Initiator Customer ID
|cus:rom;n NAME 019886
Transaction Status Drawer Reference Humber
IBC{.'EP'IED Ima.r_'1za
DOC Reference Humber Bank Bill Reference
Illllllll |2222222
Drawer Hame / Address Drawer Country
IDEumER NaME = ﬂ IE IHDNG EONG

- Drawee Name | Address Drawee Country

ﬂ [DRM'i‘EE HAME = ﬂ I s I UNITED STATES

Collecting Bank Name | Address Collecting Bank Country
ﬂ IC\OLLEE'IING BANE NAME = ﬂ I_I

CCY / Amount
ﬂ IUSD 50,000.00

Tenor Drafts

SIGHT ~| r
Days Tenor Terms Date

[ 2 [/ &=

* Required Figld Send to Return to Other

Authorize Download Delete Modify || Hext Print Print Preview

Repair Summary Options

After the authorizer reviews the transaction, he/she can select from the following action buttons:
e Authorize: If the transaction is correct, Authorizer clicks on the action button Authorize
e Send To Repair: This option is selected if Authorizer needs to amend the transaction

e If Action button Send to Repair is clicked, the Reason dialog box appears prompting the user to enter a reason
for sending the transaction to repair and what exactly needs to be changed so that the transaction can
be authorized

x

Please enter the reason for rejecting this iterm.

User explains why the transaction was senttorepairand what needs
to be changedin order for transaction to be properly authorized

[ox | concel |
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Download: Download the Export Documentary Collections

Delete: Deletes the transaction

Next: Takes the user to subsequent screen, there is no need to scroll to the top to click on subsequent Tab
Return to Summary: Returns the user to the Summary Tab

Print: Prints the Export Documentary Collection

Print Preview: Provides print preview of the Export Documentary Collection

Other Options: When user clicks on Other Options, two options can be chosen: View Errors and Transaction
History. Clicking on View Errors the user views the Error (if any) with the transaction. By clicking on
Transaction History user can view the complete history of the transaction



7.1.3 Retrieving Cover Letter and Draft from Bank

Upon Submission of the transaction, click on the View tab to retrieve the cover letter

Trade Services 0 Failed Login since Last Login Date 03/31/2014 20:23:08 CITIDIRECT TRADE UAT

[ AuthReqd ] Release Reqd Offline Authorization Incoming Messages  \iew

Input Modify Repair Reqd Verification Reqgd
Service Type | Customer 1D I Customer Hame I Customer Reference
262381 OO MO0 KODOOOOO00M WODo0MH DOC-SWT-UAT11 =

Documentary Collections

Documentary Collections 854301 OO0 2000 JO00COOO000! OO0 0M CONN-1217-DOC71z

Kl |

== Row 1 of 400 + == | [Right Click on column titles to customize| (13/(2) sorted columns

Go To Other

Clh @ ﬁ Details ERuch Options

1. User should select a transaction, then click on Go To Detalils

Documentary Collections

Conditions Documents Shipment Details Instructions Tracers Others
Transaction Initiator Customer D
I CUSTOMER NAME |l]l]l]l:ll]
Transaction Status Drawer Reference Number
Ikccepted 123456789
DOC Reference Number Bank Bill Reference
|1111111 |2222222
= Drawer Name | Address = Drawer Country
| DRAWER NAME = ﬂ [E [ HONG KONG

= Drawee Country
ﬂ [E[ UNITED STATES

= Collecting Bank Country

ﬂ us [ UNITED STATES

= Drawee Name / Address
ﬂ |DR.BW'EE NAME

= Collecting Bank Name / Address
ﬂ I COLLECTING BANE NZME

= CCY / Amount

ﬂ |'LTSD | 500,000.00

= Tenor Drafis
Sight j -
Date

Days Tenor Terms

o I - -

Other
Options

Return to Save As Print Preview

* Required Field
Download Hext Ty
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2. User can view the whole transaction. User can click on Print to print the Cover Letter and Dratft.

3. User can click on Print Preview to view the print-out’s preview of the Cover Letter and Draft

2/ PRINT [z
Document
COPY1 COPY2 COPY3
APPLICATION FOR NEGOTIATION OF DOCUMENTARY EXPORT BILLS - NON L/C
Please Alvays Quote
Our DOCCOL Refersnce §: 8643814352004

Decenber 17, 2013

To

Citibank New York

Wew York

Draver Drawer's Reterence: 122456788
Drawer Name

Address Line 1

Aadress Lins 2

ot : USD 500,000.00

Tenor : CASH ACAINET DOCUMENTS

e * DRAWEE NAME

hddress Line 1
Address Line 2

Type of Export 8

Description of Goods or Servicss : Goods

Ship From : Hong Kong

ship To : United States

THETRUCTIONS

- Deliver documents against Dayment.

- Do not vaive charges.

This is a computer generated memifold which does not require a signature
DOC.COLT. 1

Print All | Print Current | Download | Close

| 2] PRINT

Document THFirstDraft

[=]

BILL OF EXCHANGE

DATE: October 31, 2013
Eeneficiary Beference : ABC1Z3
Exchange for :
T : Sight
Pay to the Order of : JCODOC 000G
The Sun of : USD FIVE HUNDEED THOUSAND

USp £00,000.00

Drawee : Drawee ABC
Line 1
Line 2
Line 3
Drawer : X000 3CO0O(
00000 3000,
prctrvne

Authorized Signature

ENDORSEMENTS
PAY TO THE OBPER OF ANY BANK OR TRUST COMPANY
L. D000 00D

BT

0|

Print All | Print Current

Download Close

User can select any of the following action buttons to perform various functions

1. Download—Download the Export Documentary Collections

. Next—Takes the user to subsequent screen, there is no need to scroll to Top to click on subsequent Tab.

2
3. Return to Summary—Returns the user to Summary Tab
4

. Save As—This action button helps user to save the already processed Export Documentary Collections

transaction as a Word document

o

Print—Prints the Export Documentary Collections

6. Print Preview—Provides print preview of Export Documentary Collections

7. Other Options—When user clicks on Other Options, two options can be chosen: View Errors and
Transaction History. Clicking on View Errors the user views the Error (if any) with the transaction. By
clicking on Transaction History user can view the complete history of the transaction
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Create Export Documentary Collections from an

Existing Transaction

User can create a new application based on an existing Export Documentary Collections that has already been
processed. This is useful if user needs to create Export Documentary Collections where most of the details are

the same. User only needs to change the information that differs from the existing Export

Documentary Collections

| £ Details Dialog

* Transaction Initiator

+ Customer ID

ﬂlmcc{x

oooooz

el

+ Transaction Type

+ Creation Method

Al

H|

* Recuired Field

Ok

Cancel

1. User should click on Transaction Type Library Look Up and Creation Method Library Look Up to select the

relevant Transaction Type and Creation Method (In this case, Documentary Collections and

Copy Transaction)
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| 2| Library Look Up Dialog

{1} Service Description

Amendment to Cower Letters
Amendment to Export Transfer LC
Amendment to Guarantee/Standby LC
Amendment to Import LC

Bank Advised Presentation

Eill Discount

Bill Payment

Deliwver Documents free of Payment
Direct Collections

Direct Presentation Resubmission

Direct Presentation Submission

==l

-

Documentary Collections

Export Transfer LC

Extend an Existing Loan
Financial Free Format Outbgoing
Free Format Qutgoing

Freely Negotiahle Credit
Guarantee/Standby LC Issuance

Import LC Issuance

==Row 12 0f 26 == | [1)(2) sorted columns

0K | Update Screen

Cancel




2. When user clicks on Transaction Type Library Look Up. The Library Look Up Dialog box appears displaying
various Services related to Export Documentary Collections. User should select Documentary Collections
option from the list provided and click on OK to populate the Transaction Type text box

| £/ Library Loek Up Dialog

Copy Transaction

Create New

Create from Pre Format

== Row 1 of 3 == | {13402 sorted columns

0K

Update Screen

Cancel

3. When user clicks on Creation Method Library Look Up. The Library Look Up Dialog box appears displaying
various options to create an Export Documentary Collection. User should select Copy Transaction Option

from the list provided

| & Details Dialog

= Transaction Initiator

= Customer ID

ﬂlm@w—m HOOOOOO00TL MK

* Transaction Type

00&005

* Creation Method

ﬂ IDocument,ary Collections

= Drawer's Reference Number

A

ﬂ ICopy Transaction

* Required Field

0k | Cancel

4. The Details Dialog box is populated with the choices made by user

Documentary Collections

Details | Instructions Tracers

Shipment

Conditions Documents
Transaction Initiator

| CUSTOMER HAME

Transaction Status
| Accepted

| 123456789

Bank Bill Reference

DOC Reference Humber

iiiiiii

* Drawer Name / Address

0 Failed Login since Last Login Date 201309220 16:29:16 CITIDIRECT TRADE

= Drawer Country
El ﬂ [EI HONG KONG

| DRALWER NILME

= Drawee Name | Address

= Drawee Countrny
g ﬂ [EI UNITED STATES

= Collecting Bank Country

ﬂ | DRAWEE NAME

* Collecting Bank Name / Address

El ﬂ us I UNITED STATES

ﬂ IDOLLECIING- BANE NEME

= CCY [ Amount

ﬂ |USD | S00,000.00

* Tenor
Sight j
Days

por

* Required Field

Tenor Terms

Download

Save

Return to
Summany

Hext

Other

Print Preview options

Clear | Print

5. All the Export Documentary Collections details are pre-populated. Users can make changes wherever

required and click on Submit once completed
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Create Export Documentary Collections from a Pre Format

New Export Documentary Collections can be created by using a Pre Format template. This allows user to fill in
minimal details since most of the information is already pre-populated

| | Details Dialag

* Transaction Initiator

+ Customer ID

ﬂlmcc{x

* Transaction Type

oooooz

+ Creation Method

XS

Al

H|

* Recuired Field

Ok

Cancel

1. User should click on Transaction Type Library Look Up and Creation Method Library Look Up to select the
relevant Transaction Type and Creation Method (In this case, Documentary Collections and Create from

Pre Format)

| £/ Library Look Up Dialog

Copy Tramsaction
Create New

Create from Pre Format

{1} Creation Method

X5

== Row Jof 3 == | (1321 sorted columns

OK Update Screen Cancel

2. When user clicks on Creation Method Library Look Up, the Library Look Up Dialog box appears displaying
various options to create an Export Documentary Collections. User should select Create from Pre Format

Option from the list provided

| 2| Details Dialog
+ Transaction Initiator

* Customer ID

ﬂ|><}m<}<}<—xxx}m 3000CO000TL 20

Name
|x>{>{>{x><}<—xx}c{>{>{x MWOODOTO00T 300

= Transaction Type

00e00E

* Creation Method

ﬂ IDocu.mentary Collections

= Pre Format Code / Description

ﬂ ICreat,e from Pre Format

Al

* Required Field

Ok

Cancel
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3. The Details Dialog box is populated by choices made by user. User should click on Pre Format
Code/Description Library Look Up

| £/ Library Look Up Dialog

{1} Customer ID Customer Hame Counter party Hame

(2y Pre Format Code Pre Format Description

0000001 trade 000001 Customer 1 Counter Party Name 1 SGT

== Rowr 1 of 10 == | (142) sorted columns

Search | Update Screen Cancel

4. The Library Look Up Dialog box displaying the Pre Format details appears

0 Failed Login since Last Login Date 20130920 16:29:16 CITIDIRECT TRADE

Documentary Collections

Conditions Documents Shipment Details Instructions Tracers Others

Transaction Initiator Customer ID
| CUSTOMER NAME |DDDDD
Transaction Status Drawer Reference Number
|ECCEPtEd | 122456789
DOC Reference Number Bank Bill Reference
|1111111 |2222222

* Drawer Name ! Address = Drawer Country
| DRAWER NAME g ﬂ [EI HONG KONG

* Drawee Name / Address = Drawee Country

ﬂ | DRAWEE NAME 5 ﬂ [EI UNITED STATES
* Collecting Bank Name / Address = Collecting Bank Country

ﬂ IDOLLECIING BANE MNIME El ﬂ us I UNITED STATES

= CCY [ Amount

ﬂ IE' 500,000.00

* Tenor Drafts
Sight j r
Days Tenor Terms Date
| | | =
* Required Field
Submit Save Download Hext LTI Clear Print Print Preview O‘th!:r
Sunnnany Options

5. The Documentary Collections screen appears. If user creates an Export Documentary Collections from a pre-
format, the information is pre-populated into the Export Documentary Collections application and user needs
to enter the minimum details that relate to the specific transaction (e.g., amount, currency, date)
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Trade Bill Inquiry

citi

CitiDirect® Online Banking

0342012014 17:47:46

My Preferences

‘i Home

My Transactions & Sernvices

Reports

Home == Inquiries & Searches

Tools & Preferences

User Administration

[ Favorite Reports

Access Management
Inactive User Inquiry
Cash Statement
Balance Summary Inquiry
Account Statement Inquiry
Transaction Summary Inquiry
Transaction Detail Advice
Inguiry
Incremental Account
Statement Inquiry
MA Paid Cheques Inquiry
Statement Delivery Status
Inquiry
Latin America Consolidated
Position Summary Ingquiry
Latin America Account
Position Inguiry
Latin America Float Analysis
Inquiry
Latin America Controlled
Disbursement Inquiry
Liguidity Management
Sweep Rates Inquiry
Lockbox
Lockbox Interim Motification
Inguiry
Lockbox Activity and Image
Inquiry

Trade PO
Purchase Order Inquiry
Invoice Inquiry
Trade Services
| Trade Bill Details Inquiry |
Trade Letter of Credit Detai
Inquiry
Trade Guarantee/Standby
Letter of Credit Details
Inguiry
Trade Settlement Funding
Inquiry
Trade Future Funding Inquiry
File Services
Import File Inquiry

Check Disbursements
LIS Today's Items High Order
Prefix Inquiry
LIS Check Status Inquiry
US Paid Without Issuance
Inguiry
US Today's ltems Inquiry
US Controlled Disbursement
Funding Presentment Recap
Inquiry
LIS High Order Prefix Inquiry
US Controlled Disbursement
Funding Inquiry

<

L]

1. User will login to Bank Portal and will select Inquiries Link

2. Select Trade Services Inquiries—Trade Bill Summary
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| Inbox | Support\Website | Close e
Privacy Statement | Online Help
|Search CitiDirect Menu aQ |
| would like to ... -
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7.1.4 Trade Bill Details Inquiry

Criteria Tab helps user to select a specific transaction

1 Trade Bill Details Inquiry
Criteria Bill Summary | Bill Detail

= Customer ID —|

equals
Product Type
equals ﬂ

1. User should click the Criteria Tab to select the relevant transaction. Customer ID can be selected from the

Library Look Up and Product Group can be selected from the drop-down, or include all

|21/ Library Look Up Dialog (23]
2
(1) Branch Code (2) Customer ID

Customer Hame

Eranch Hame

71z HONG EONG CITIEBANE gooo0z PO JOO0-X00000 000000 300 2000 =

71z HONG EONG CITIEBANE 0001zs FOODTO O WOOOL FROOOOE W MM RO

<= FRow 1 0f 400+ == | (1)42) sorted columns

Search Update Screen More Cancel

2. Select the relevant Customer information from the Customer ID Library Look Up Dialog Box and click OK

3 To view a specific ir: i ¥ one of the ing five criteria fields.
Bill Reference
|equa].s j I
LC Reference
[equats j |
Drawer / Beneficiary Reference
|equals j
Intermediary Bank Reference
quuals j |
Direct Collection Reference
Isquals j I

3. To view specific transaction user can select any one of the criteria fields
Toview a range of transactions, complete one or more of the following criteria fields.

Intermediary Bank Name
equals ﬂ

Counterparty Country
equals ﬂ

cCy

equals ﬂ

4, To view a range of transactions user can select one or more of the criteria fields detailed above
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Outstanding Bill Amount

|equals j |
Book Date
from - - =i
| | || L =
it Date
equals - Lt |
| d [ =
Status
equals j
[ Discount Indicator
[v| Show Overridden Discrepancies -
@ ﬁ  RERHEE A i Clear Default Search G Split
Criteria Criteria Options View

5. Additional Information such as Outstanding Bill Amount, Book Date, Settlement Date, Status and check boxes
Discount Indicator (if discounts are applicable) and Show Overridden Discrepancies (if applicable) which can
still make the search more transaction-specific can be provided here and click Submit action button

User can select any of the action buttons—

Submit—Submits the criteria inserted for transaction search

Clear Criteria—Clears the options selected or text input in the text boxes
Default Search Criteria Options—All the default options are selected
Print—Prints the Screen

Split View—Enables user to view the Export Collection Payment Summary list at the bottom of the page

7.1.5 Bill Summary Tab

Bill Summary Tab displays the Transaction(s) which has satisfied the criteria details provided by user in

Criteria Tab
Trade Bill Details Inguiry 0 Failed Login since Last Login Date 12/13/2013 14:49:34

BillSummany | Bill Detail

{1) Product Type Bill Reference Drawer / B ficiary Reference Direct Collection Reference Counterparty Country
-
Import Bill (Discounted) 03008826 UNITED STATES OF AMERICA
Import Bill (Discounted) 0300&882 UNITED STATES OF AMERICA
Ezport Bill (Discounted) TAMIO0E03Z1401 UNITED STATES OF AMERICA
4 | »

== Row 1 of 400 + == | |Righ‘t Click on column titles to customize| (12421 sorted columns

B

= Required Field  Run Date/Time: Update | Goto ) Split
. Print -
Screen | Details View

User can select any of the action buttons—

Update Screen—Refreshes the screen to show all the latest transactions which satisfy the Criteria Tab’s options
Go to Details—The Bill Detail Tab appears which displays the details of the selected transaction

Print—Prints the Screen

Split View—Enables user to view the Export Collection Payment Summary list at the bottom of the page

citi



7.1.6

Bill Detail Tab

Bill Detail Tab displays the details of the Export Collection Payment transaction

Trade Bill Details Inquiry

Customer ID /Name

[poooor [cusTorER 1

Product Type
Export Bill

Bill Reference

TAMO9060276377
Direct Collection Reference

Beneficiary Reference

Beneficiary Name & Address

Bank Entity

340 NEW YOPK CITIBANE -

Original Bill CCY/Amount

UsD £.000,00

LC Reference

28024056

Applicant Reference

Applicant Name & Address

[BENE 2

Beneficiary Country

[apPLICANT 1

Applicant Country

|UNITED STATES OF AMERICA

Collecting Bank Reference

Collecting Bank Name & Address

‘U’NITBD STATEZ OF AMERICA

Remitting Bank Reference

Remitting Bank Name & Address

|FIFST BANK

Collecting Bank Country

‘NEW TORK CITIBANK

Remitting Bank Country

|PUERTEI RICO

Book Date
(=t
17172014 =]
Discount Date
1/1/2014 (=]
Qutstanding CCY/Amount
usD &_000,00

Total Settled Amount

usD o

Last Tracer Date
77 =

# Acceptance Tracers

Tenor Terms

30 DAYS FROM =

Country of Origin

‘U‘NITED STATES OF

Acceptance Date
=
1172014 |
Discount Rate
£

Maturity Date
=
Settlement Date

Last Tracer Type
# Payment Tracers
Type of Export

Mode of Transport

Shipping Company or Air Carrier Name

Vessel Name

|ra

Issuing Bank Issuing Bank Reference
|FIRST BANK = ‘EXClZE
B Date BiL Reference
=1~
= |
Agent Name Agent Commission CCY/Amount

FX Contract Humber

Supplier Financing Cost CCY/Amount

| —

Negotiations Under Reserve

Eill Charges
Activity

Activity

1/1/2014 Boocking/Issuance
1/1/z2014 Eill Discounted
1/1/2014 Eill Acceptance

[

Due Date for FX Contract
=
s HH
Funds Available Since

Agent Payment Instructions

Courier Information

Status
Discrepant Documents
Approved

Approved

| ccy |

| ecr |
0,00 USD

Settlement Amount

0,00 USD

0,00 USD

Qutstanding Amount
£.000,00
£.000,00

£.000,00

=< Row 0of 3=+ | (1)i(2) sored columins

* Reguired Field

CILY
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Details of Export Collection Payment’s transaction which was selected from the previous tabs are displayed. All
fields are pre-populated and cannot be modified

User can select the following Links

List of Discrepancies: Users can view various discrepancies regarding the submitted documents or the
Information provided

|4 Library Look Up Dialog (23]
Do : pe Approximate % of Page an Date
ADVICE 0OF CREDIT 1 1171472013 ...
Advice of Debit - Export 1 11/14/2013 ...
Advice of Debit - Export 1 11/14/2013 ...
Commercial Inwvoice 1 1141372013 ...
Draft 1 1141372013 ...
Forwarders Cargo Receipt 2 1141372013 ...
Other Documents - External 9 1141372013 ...
Packing List 1 11413/2013 ...
Swift Payment 1 11/14/2013 ...
«==Row 1 of 9== | [100(2) sorted columns
m Retrieve View Status Details Update Screen Cancel

View Documents: All the documents submitted are listed in the Documents Library Look Up Dialog box. The
shapshot above displays Advice of Credit. There are two types of advices: Credit Advice to Advising Bank and
Debit Advice to the Applicant. If the charges are being shared between the importer and the exporter, the importer
[night see the details on the advice being debited

-

|| Bill Charge Summary (3w
Charges Grid
(1) Settlement Date Value Date Description

1141472012 1141572012 Payment Commission

1141472012 1141572012 Postage Charges

1171472012 1171572012 Bill Drawings

11/14/2012 1171572012 Other Charges

ki | 3

== Row 0 of 4 == (12 sorted columns

Bill Charges: If user clicks on Bill Charges Link, the Bill Charges Summary pop-up displays. Bill charges summary
details the Settlement Date, Value Date and Description of the Charges for the selected Export Collection
payment transaction

Courier Information: Information regarding the documents/bills which were posted to Bank or Beneficiary

Related Invoices: All the invoices related with the expenses which took place during course of transaction’s
payment Life Cycle

User can select any of the Action buttons—

Return to Bill Summary—Takes the user to Bill Summary Tab
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Criteria—Takes the user to Criteria Tab
Previous—Takes the user to Previous Tab
Next—Takes the user to Next Tab

Print—Prints the Screen
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Glossary

DRAWER

The party who is entrusting the handling of a collection to a bank. The Drawer draws a Bill of Exchange and
prepares the collection documentation to demand payment from a Buyer/Importer for goods or services. Also
known as the “Principal”, the Drawer is usually the Seller/Exporter.

DRAWEE

The party to whom presentation is to be made in accordance with the collection instruction. Also known as the
“Payer” or “Acceptor”, the Drawee is the party who the Bill of Exchange is drawn on, to whom documentation is
due against payment or acceptance, and who is liable for paying the Bill of Exchange. The Drawee is usually the
Buyer/Importer.

REMITTING BANK

The bank to which the Principal has entrusted the handling of the collection. The Remitting Bank is usually
located in the Exporter’s country, and often is the Exporter’s bank.

COLLECTING BANK

Any bank, other than the Remitting Bank, involved in the processing of the collection. Typically, there are only two
banks involved in a collection:

e The Remitting Bank
e The Collecting Bank

The Collecting Bank is usually located in the Importer’s country, and often is the Importer’s bank. Consequently,
the Collecting Bank often serves as the:

PRESENTING BANK

It's the Collecting Bank making presentation to the Drawee.
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Chapter 8 Guarantees/Standby Letter Of Credit

Overview

A Guarantee/Standby Letter of Credit (SBLC), also known as a non-performing LC, is an arrangement under
which a guarantee of payment issued by a bank on behalf of a client. It is used as "payment of last resort" should
the client fail to fulfil a contractual commitment with a third party. Guarantees/SBLCs are created as a sign of
good faith in business transactions, and are proof of a buyer's credit worthiness and repayment abilities. The bank
issuing the Guarantees/SBLC will perform underwriting duties to ensure the credit worthiness of the party

seeking the SBLC

The Bank Portal allows users to create Guarantees/SBLCs that can be easily reviewed by and transmitted to the
trade parties. The Guarantees/SBLC Issuance module allows users to complete Guarantees/SBLC
applications electronically

About the Module

A user initiates all tasks through the Guarantees/Standby Letters of Credit module, replacing paper applications
for his or her Guarantees/Standby Letters of Credit. After the user has created the Guarantees/Standby Letter of
Credit application in the Bank Portal, the application is routed through the bank for processing, and is then issued
by the bank as a Guarantee/Standby Letter of Credit

The Guarantee/Standby Letters of Credit module allows user to electronically

e Apply for new Guarantees/standby Letters of credits

e Apply for amendments to issued Guarantees/Standby Letter of Credits

o |Initiate and keep track of bill payments

e Track the status of transactions

e Centralize Guarantee/SBLC issuance and reporting

e Improve administrative efficiency
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Accessing the Guarantees/Standby Letter of Credit Application

e CitiDirect® Online Banking | Onling Help | WyPreferences | Inbox | SupportWebsite | Close
CI I Change Client Context | Privacy Statement
03/20/2014 17:47:48 :
[search Ciiirect Menu a]

| would like to -

My Transacti Services Inquiries & Searches Reports -+ Tools & Preferences User Administration ‘

Home == My Transactions & Senices == Trade Senvices == Trade Senices [F‘"* Favorite Reports
Trade Services Last Login Date 03/19/2014 09:24:38

Repair Reqd | Verification Reqd | Auth Reqd | Release Reqd | Offline Authorization | Incoming Messages

Service Type Customer ID_| Customer Hame | Customer Reference | Counter PartyHame | ©CY |  Amount Maker Hame

|»

-
| | L2
<« Row 1 of 400 + == | ‘Righi Click on column titles to customize  (1)i(2) sorted columns

= - Go To Other
Q Q ﬁ Submit [ NHew Details Delete Options

From the Main Trade Services homepage, click on the Input/Modify tab to access the Guarantee/Standby
LC module

Creating a Guarantee/Standby Letter of Credit

Initiation of a Guarantees/Standby Letter of Credit can be done in three different ways
e Create a new Guarantee/Standby Letter of Credit by entering all the details

e Copy a Guarantee/Standby Letter of Credit transaction from a similar Guarantees/Standby LC that already
exists in the system. This allows the user to quickly create an application, by entering or updating only the
details that differ from the existing Guarantee/Standby LC

e Create a Guarantee/Standby Letter of Credit based on a Pre Format template. The information from the pre
format is entered automatically into the Guarantee/Standby LC application, and all the user needs to enter are
the details that relate to the specific transaction

A®
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8.1.1 Creating New Guarantees/Standby Letter of Credit

User can initiate a new Guarantee/Standby Letter of Credit (LC) application as follows

1. Choose Trade Services/Choose Input Modify
2. Click the New button

Trade Services

“InputModify © " Repair Reqd Werification Regd Auth Reqgd Release Reqgd Offline Authorization Incoming Messages

Service Type Customer ID I Customer Hame Customer Reference Counter Party Hame

L

4] |

== Row 13 of 400 + == | |Right Click on column titles to cus‘tomize| (13427 sorted columns

Q @ ﬁ il Options

3. Details Dialog

|£| Details Dialog
* Transaction Initiator + Customer ID
ﬂ |><><>cccx MOTOOOT! 000003
Hame

+ Transaction Type + Creation Method
| 5|
* Recuired Field ok Cancel

In the Details Dialog box, click the drop-down arrow for the Transaction Initiator field. The Transaction Initiator
Library contains the unique identifiers. Select the relevant Transaction Initiator from the Transaction Initiator
Library Look Up Dialog Box and click OK. Select the drop-down of the Transaction Type and choose
Guarantee/Standby LC Issuance
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| £ Library Look Up Dialog @

{1) Service Description

Amendment to Cover Letters | —
Amendment to Export Transfer LC
Amendment to Guarantee,Standby LC
Amendment to Import LC

Bank Adwized Presentation

Bill Discount

Bill Payment

Deliwver Documents free of Payment
Direct Collections

Direct Presentation Resubmission
Direct FPresentation Submission
Documentary Collections

Export Transfer LC

Extend an Existing Loan

Financial Free Format Outgoing
Free Format Outgoing

Freely Negotiable Credit

Guarantee/Standby LC Issuance |v

=< Row 15 of 26 == | [1002) sorted columns:

OK Update Screen Cancel

Lihrarr Look Up Dialog x|
{1} Creation Method

Copy Transaction

Create MNewr

Create from FPre Format

== Fow 2 of 3 == | (11421 sorted columns

0K Update Screen Cancel

In the Creation Method field, select Create New and click OK

| | Details Dialog =
= Transaction Initiator = Customer ID
ﬂ |x><>ooo< plateteteivivd 000003
Name

+ Transaction Type + Creation Method
ﬂ |Guarant,ee,-’St,and.by LC Issuance ﬂ |Creat,e Newr
* Recuired Field ok Cancel

The Snapshot above displays the Transaction Initiator dialog box with fields populated through the selections
made via Library Look Up. All the fields need to be filled. Click OK to access the Guarantee/Standby LC
Issuance module
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10

MAIN TAB

The Main tab allows users to input details for the Guarantee/Standby LC Application.

Guarantee/Standby LC Issuance
Maifi | Conditions | Others

Transaction Initiator Customer ID

|><>{>{>cxx MOO000000000 HO0000 Iouuuna
= Product Type Transaction Status

Frmaey b |
= Applicant Reference Number Bank Reference Number n

1. The tabs are used to initiate the Guarantee/Standby LC issuance and provide easy access to different
sections of this module

Transaction Initiator and Customer ID fields are pre-populated as per the selection done in Transaction
Initiator Dialog box (refer section 4.3, Accessing the Guarantees/Standby Letter of Credit application)

Product Type — choose from Standby LC or Guarantee
Transaction Status is populated by system
In Applicant LC Reference Number field, the user can choose to input a unique reference number

The Bank Reference Number is a unique number pre-assigned by the Issuing bank, which will be displayed
after the transaction has been processed by the bank

N

R

Applicant Name / Address Applicant Country
JOOCOCCoO000! =
ﬂ I)cxx}cxx 1000000 :I ! IEIHDNG KONG
0On Behalf Of Name | Address On Behalf Of Country
bl =| Sl
= Beneficiary Mame | Address + Beneficiary Country
Al = _v|| |
= Additional Beneficiaries
INo j

~

User can select the Applicant Name/Address and Applicant Country from Library
User can select the On Behalf Of Name/Address and On Behalf Of Country from Library

Beneficiary Name/Address and Beneficiary Country need to be either entered by user or populated through
Library Look Up

10.Additional Beneficiaries field is a mandatory field and user can select options Yes or No from the drop-down

© ®

If option Yes is selected Additional Beneficiary Grid will appear below the Additional Beneficiaries field, where
users can add new additional beneficiaries, edit or delete additional beneficiaries’ names and addresses

= Additional Beneficiaries

=

Additional Beneficiary Grid

{1} Additional Beneficiary Hame Address Line 1

4| |

== Rowy 0 of 0 == | (1421 sorted columns

Hew Edit Delete

|»
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I =
w N

Iy
()]

=
O

N
=

(I
~

N
w

Advising Bank Name ! Address Advising Bank Country
|| ERN
+= CCY | Amount Tolerance +i-
M [ [
Confirmation Required + Notify By
O Al
Expiry Place + Expiry Date
e -
! =
= Tenor Drafts Required 20
I Sight j [vl
Drawnon Charges
| AJ 2l
* Protective LC
IYe = j -
+ Local Issuing Bank Name | Address + Local Issuing Bank Country
| = [ ] L

* Reguired Fisld Return to Other

Download Hext Clear Print Print Preview .
Summary Options

12.The Advising Bank Name/Address and Advising Bank Country fields can be selected from the Advising Bank
defined for the counter party selected from the Trade Counter Party Library

Note: The parties mentioned must be pre-defined in the respective libraries in order to automatically populate
these fields.

13.The CCY/Amount field can be inserted using the currency library dialog box. Users can select a currency from
the list and click OK. Users should also enter the Standby LC amount in the field. Depending on the user
setup, numbers will display in the appropriate format

14.Tolerance is the percentage difference that is acceptable between the amount that is drawn and the amount of
the Guarantee/Standby LC. Users can enter the tolerance percentage as a +/- range

15.Check the box for Confirmation Required if Confirmation is required

16.Notify By is the party who will be notified when the shipment arrives at its destination. This is usually the
Applicant, but can be a party acting on behalf of the Applicant, such as a freight forwarder

17.In Expiry Place, users will enter the name of the country or description, e.g. negotiating bank’s country
18.In Expiry Date, users can click the Calendar button to choose a date when the Guarantee/Standby

LC will expire
The date entered here is the final/latest date on which drafts and/or documents will be presented under a
Guarantee/Standby LC, to a bank for negotiation or payment

19.1n the Tenor field, users can select from the options Sight or No Draft from the drop-down
If Sight is selected the Drafts Required check-box is enabled
If No Draft is selected the Drafts Required check-box is disabled

20.Users can select the Drafts Required check box if drafts are required
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| £ Library Lok Up Dialog
Drawn On Pa
Bank ABC
EBank LDEF
==Row 1 of 15 == | (1MZ) soted columns
0K Search Update Screen Cancel

21.In the field Drawn on, users can select the Issuing Bank of the Standby LC from the Library Look Up

22.For Charges, users can click on the Library Look up arrow to open a Library Look Up dialog box. Users can
select clause from the charges list and click OK to close the dialog box. Otherwise, users can also insert free
form text in the Charges field

23.In the field Protective LC, users can select yes or no. If the user selects option Yes, the details for Local
Issuing Bank Name/Address and Local Issuing Bank Country are mandatory fields. User can select from the
Library look Up or insert free form text
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CONDITIONS TAB

The purpose of Conditions Tab is to enter the terms and conditions of the Guarantee/Standby Letter of Credit.
Guarantee/Standby LC Issuance

Main | Conditions Others
— e s

Conditions

hJ al

|¥

+ Guarantee / Standby LC Subject To | Type Of Guarantee / Standby LC
|Isp93 j j

* Auto Extension
INo j

Hotice Period (Days) Extension Period (Months)

4
w

Final Expiry Date
==
[+ EH
==
* Underhking Purpose

Delivery Instructions

* Redquired Field

Submit | Save Download Hext e Clear || Print Print Preview Othfar
Summany Options

1. In the Conditions Text box, user can enter conditions

1.1 User may click the Library Look Up to open a Library Look Up Dialog box and select clauses from the list,
if available, and Click on OK

1.2 User can also enter additional conditions to the pre-populated data in the Conditions text box or input the
conditions manually

1.3 User can directly paste the data from the electronic copy of the text in the Conditions Text box

2. Select from the options provided by drop-down menu Guarantee/Standby LC Subject To (ISP98, UCP600,
UCP500, UCP325, Other or None).

3. Type Of Guarantee/Standby LC: User can select from the drop-down the type of Guarantee/SBLC, e.g.,
Invoice, Financial Insurance Related, Financial Payment.

4. Auto Extension: User can select if the Guarantee/ Standby LC will automatically extend.

If user selects Yes then the Notice period, Extension Period and Final Expiry Date fields are enabled. The fields
Notice Period and Extension Period are mandatory fields. If No is selected then all these fields remain disabled
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= Auto Extension
IYes j
= Motice Period (Days) = Extension Period {(Months)

[ [

Final Expiry Date

A

. Underlying Purpose: The user can insert free form text to explain what the underlying purpose of the
Guarantee/SBLC is for

. Delivery Instructions: The user can input free form text to instruct the bank how to deliver instructions of
the SBLC
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OTHERS TAB

Guarantee/Standby LC Issuance
Main Conditions Others
Pre Format Code

User Data

.N .I—‘

The following information is for your purposes onhy.
This information will not he sent to Bank processing location.
Additional Field 1 Additional Field 2

Additional Field 3

Summary Options

* Reguired Field
m Save Download He:xt Return to Clear Print Print Preview Other

1. If a Pre Format was used, the code would be displayed in the Pre Format Code text field

2. The User Data Section displays three Additional Fields. These fields can be used for internal inquiry, but will
not be sent to the bank nor be available on any reports
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User can select any of the Action Buttons below

= Required Field Return to Other

Submit Save Download Hext Clear Print Print Preview ;
Surmnany Options

HEEEBEDOD BH B

1. Once complete, user can Submit the transaction. When user select the Submit button while creating a new
Guarantee/SBLC, an Error pop-up appears on the screen if any fields were entered incorrectly or if the mandatory
fields were left blank. If any of the fields has non SWIFT—compatible characters inserted in, a pop-up will display
listing out the fields which are not filled in properly

2. Save—The transaction is saved with the status of Incomplete. User can return to the application later to finish
entering the details. The saved transaction is accessible from the Input/Modify tab

Download—Download the Guarantee/Standby LC

Next—Takes the user to subsequent screen, there is no need to scroll to Top to click on subsequent Tab
Return to Summary—Returns the user to the Summary Tab

Clear—Clears all the content entered by the user

Print—Prints the transaction

Print Preview—Provides print preview of transaction

© ©® N ook

Other Options—When user clicks on Other Options, two options can be chosen: View Error and Transaction
History. Clicking on View Error the user views the Error (if any) with the transaction. By clicking on Transaction
History user can view the complete history of the transaction
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Create Guarantee/Standby LC from an existing
Guarantee/Standby LC

User can create a new application based on an existing Guarantee/Standby Letter of Credit that has already been
processed. This is useful if the user needs to create Guarantee/Standby LC where most but not all of the details
are the same. Users will only need to change the information that differs from the existing

Guarantee/Standby LC

| £ Details Dialog (=25a]

* Transaction Initiator + Customer ID
ﬂ |><><>o<>cx preieeoeed 000003

= Transaction Type = Creation Method
| Ll

* Required Field ok

Cancel

1. User should click on Transaction Type Library look Up and Creation Method Library Look Up to select the
relevant Transaction Type and Creation Method (In this case, Guarantee/Standby LC Issuance and

Copy Transaction)
| £/ Library Look Up Dialog ==

{1} Service Description
Amendment to Cover Letters 1=

Amendment to Export Transfer LC
Amendment to CGuarantes/Standby LC
Amendment to Import LC

Eank Advised Presentation

Eill Discount

Bill Payment

Deliver Documents free of Payment
Direct Collections

Direct Presentation Resubmission
Direct Presentation Submission
Documentary Collections

Export Transfer LC

Extend an Existing Loan

Financial Free Format Outgoing
Free Format Oubgoing

Freely Hegotiable Credit

Cuarantee/Standhy LC Issuance |v

<= Row 18 of 26 > | (1)2) sorted columns

0K Update Screen Cancel

2. When user clicks on Transaction Type Library Look Up, the Library Look Up Dialog Box appears displaying
various Services related to Guarantee/Standby LC. User should select Guarantee/Standby LC Issuance option
from the list provided and click OK to populate the Transaction Type text box
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|| Library Look Up Dialog

Copy Transaction

Create New

Create from Pre Format

== Row 1 of 3 == | (132 =orted columns

OK Update Screen

Cancel

3. When user clicks on Creation Method Library Look Up, the Library Look Up Dialog box appears displaying
various options to create a Guarantee/Standby LC. User should select Copy Transaction option from the

list provided

n | 55| Details Dialog

= Transaction Initiator = Customer D
ﬂ |xx>{>{>{>< ploletoieied 000003

= Transaction Type = Creation Method

=X

ﬂ |Guarant.ee,-’5tandh'5r LC Issuance ﬂ |Copy Transaction

* Applicant's Reference Numhber

ASEEDOE

* Reguired Field

0k

Cancel

4. Users can select the applicable Guarantee/SBLC that they would like to copy from, using the Applicant
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Guar LC

&Rl Conditions Others

Transaction Initiator

s

+ Product Type
Standby LC j

+ Applicant Reference Number

01Zz34E58

Applicant Name |/ Address

ﬂ|xxx><xx 1000000

On Behalf Of Name | Address

H

+ Beneficiary Hame | Address

ﬂ |BENE 1

+ Additional Beneficiaries
No j

Advising Bank Name ! Address

o
+ CCY J Amount

ﬂ ,E 839.000,00

Confirmation Required
m

Expiry Place

|'nu{m, Usa

+ Tenor
Sight j

Drawn on

|ABCD BANK

* Protective LC

o -]

Customer ID

000003

Transaction Status

Bank Reference Numhber

r—

Applicant Country

EI ﬂ |E|HDNG HONG

0On Behalf Of Country

= ]

= Beneficiary Country

El ﬂ us |U'NITED STATES

Advising Bank Country

El ﬂ us |U'NITED STATES

Tolerance +1.

[T
* Motify By
ﬂ Mail
= Expiry Date
r B
Drafts Required
v
Charges
Al

* Required Field

5. All the Guarantee/Standby LC details are pre-populated. Users can make changes wherever required and

Submit | Save Download

click on Submit once completed
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Create Guarantee/Standby LC from Pre format

New Guarantee/Standby LC can be created by using Pre-format. This allows user to fill in minimal details since
most of the information is pre-populated

|| Details Dialog (==

* Transaction Initiator + Customer ID
ﬂ |><><>cccx MOTOOOT! 000003
Hame

+ Transaction Type + Creation Method
| 5|
* Recuired Field ok Cancel

1. User should click on Transaction Type Library Look Up and Creation Method Library Look Up to select the
relevant Transaction Type and Creation Method (In this case, Guarantee/Standby LC Issuance and Create
from Pre Format)

| £:| Library Lock Up Dialog IE'

-

(1) Creation Method

Copy Transaction
Create New

Create from Pre Format

== Row Jof 3 == | (102 sorted columns

OK Update Screen Cancel

2. When user clicks on Creation Method Library Look Up, the Library Look Up Dialog box appears displaying
various options to create a Guarantee/Standby LC. User should select Create from Pre Format Option from
the list provided

| | Details Dialog (=34

= Transaction Initiator = Customer ID
ﬂ |X}G{X}{X IOODOO0 ao00o003
Hame

= Transaction Type = Creation Method
ﬂ |Guarant.ee,-’5t.andb3? LC Issuance ﬂ |Create from Pre Format
= Pre Format Code / Description
|PFTC23 |GUARANTEE;STANDBY LC
* Required Field ok cancel

3. The Details Dialog box is populated by choices made by the user. Users should click on Pre Format
Code/Description Library Look Up

203 Citl



Guar Standbn LC |

“Main || Conditions Others

Transaction Initiator

Customer ID

Procoocx

pessseey

* Product Type
IStsndby Lc j

= Applicant Reference Number
0lz24te

Applicant Name [ Address

quuuuz

Transaction Status

Bank Reference Number

Applicant Country

jl)oocooc)coooocooooccmoow

On Behalf Of Name ! Address

ﬂ IHR IHUNG KONG

On Behalf Of Country

H

= Beneficiary Mame / Address

H[

+ Beneficiary Country

ﬂ IBENE 1

+ Additional Beneficiaries
[re =

Advising Bank Name | Address

ﬂ IUS I'U'NITED STATES

Advising Bank Country

Y|
* CCY / Amount

ﬂIEI S9.000,00

Confirmation Required
O

Expiry Place

ITM{PA, Ush

* Tenor

IS].gh: j

Drawn on

IABCD BANE

= Protective LC

o -]

* Reqguired Field

ﬂ IUEi I'U'NITED STATES

Tolerance +/-

= Notify By
ﬂ Inan
+ Expiry Date
7 B
Drafts Required
]
Charges
A

Submit | Save Download

Hext

I

Return to
Summary

Clear

Print

Print Preview

Other
Options

4. The Guarantee/Standby LC Issuance screen appears. If user creates a Guarantee/Standby LC from a pre-
format, the information is pre-populated into the Guarantee/Standby LC application and user needs to enter

the minimum details that relate to the specific transaction (e.g., amount, currency, expiry date)

204



Initiating a Guarantee/Standby LC Amendment

8.1.2 Amending a Guarantee/Standby Letter of Credit
User can make amendments to existing issued Guarantees/Standby Letter of Credit

To amend a Guarantee/Standby Letter of Credit, access the Guarantee/Standby Letters of Credit Issuance form
from the Bank navigation bar. User create Amendment transactions the same way as they create Issuances

Trade Services
InputModify © Repair Reqd | Verification Reqd T Auth Regd

Release Reqd | Offline Authorization | Incoming Messages

Service Type Customer ID I Customer Hame Customer Reference Counter Party Hame
=
-
4| | »
== Row 13 of 400 + == | |Right Click on column titles to cus‘tomize| (1342) sorted columns
_ Other
Q @ @ ail Options

Once the user clicks on Input/Modify Tab, Details dialog box appears. User should select Amendment to
Guarantee/Standby LC option from the Library Look Up of Transaction Type. For Creation Method select Create

New in the same manner as Guarantee/Standby LC

|| Details Dialog (23w
+ Transaction Initiator * Customer ID
ﬂ |>{>{>{>{>{>{x—>{>{xxxxx pelvielesveie e e Ioosoos
Hame
|>G{>{>{>{>{x—>{>{>{xxxx elres e o diieg
= Transaction Type = Creation Method
ﬂ Iﬂmend.ment to Guarantee/Standby LC ﬂ ICreate New
* Recjuired Field ok Cancel
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MAIN TAB:

This tab includes bank populated data, which the user will not be able to edit. Fields which can be edited have a
white back-ground (text field).

Amendment to Guarantee/Standby LC

"Main" | Narrative

Transaction Initiator Customer ID
|x}<}<}{>{xx—>cx}<}<}<}{x MOODOCO0D M0 006005
+ Product Type Transaction Status
Srandhy LC j |
= Customer Amendment Reference Number * Bank Reference Number
- i |
+ Applicant Hame |/ Address + Applicant Country
ﬂ |>ccc{>{>{x—>c>cccc{x WOOOOOO000. 1K EI ﬂ ’E|INDIA
Amend Amount CCY / Amount {Increase or Decrease)
No Change j ﬂ |
Hew Expiry Date
-
£ ;IJ

Summary Options

* Reguired Field
Save Download Hext T Clear Print Print Preview Sler

2. Bank Reference Number is a reference number which Client will pick from a Library Look Up. Once client
picks the appropriate reference number, the entire sheet is pre-populated

|| Library Look Up Dialog @

(1) Bank Reference Applicant Reference Beneficiary Hame Izgue Date Expiry Date Currency Amount
00802407 BENE 1 05/27/2011 03/02/2014 usD 10,000.00 _+|
O0E0E411 11zz071e1E2z BENE 2 06/03/2011 02/03/Z015 UsD 10,.000.00
ODEDE4LZ BENE 1 07/12/2011 12/12/2014 UsD 1,000.00
ODEDE4E4d BENE 2 03/0E7E012 1170172015 UsD 100,000.00 —
00802473 BENE ¢ 03/05/2012 03/05/2015 usD 10,000.00

«xRowl of 78 == | [1)(2) sorted columng

0K Search Update Screen More Cancel

3. Bank Reference Number Library Look Up Dialog box
4. Inthe field Amend Amount, user can select No Change, Decrease or Increase from the drop-down provided
If No Change is selected the CCY/Amount field remains disabled

If Increase or Decrease is selected the CCY/Amount field enables allowing user to insert the increase or decrease
in original amount
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Hew Expiry Date

A »Jv]

¥ T Ww T FE

13 & 7
1z 13 14
12 zo 21
E6 I7 E8

4
11
pR:}
ZE

2
1o
17
24
31

5. New Expiry Date: Enter or select from the calendar new expiry date for the Guarantee/SBLC (if applicable)

NARRATIVE TAB:
1. The Narrative tab is used to enter additional text for the transaction

A ! it to Guar !Standby LC

T

Narrative

by 1

* Required Field
Save Download | Hext 23:_:;:;; Clear || Print || Print Preview 8:::::“

2. In the Narrative field, enter any additional text as free form text, or click the Library Look Up to open a Library
Look Up Dialog box. Select clauses from the list and click OK to close the box
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Trade Guarantee/Standby Letter of Credit Details Inquiry

citr

| MyPreferences | Inbox | SupportWebsite | Close
Privacy Statement | Online Help
|Search CitiDirect Menu aQ |

CitiDirect® Online Banking

0342012014 17:47:46

I'would like to ... -

|§ Home

. My Transactions & Senvices

. Reports  Tools & Preferences  User Administration

Home == Inquiries & Searches

[ Favorite Reports

Access Management
Inactive User Inquiry
Cash Statement
Balance Summary Inquiry
Account Statement Inquiry
Transaction Summary Inquiry
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Funding Presentment Recap
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User will login to Bank Portal and will select Inquiries Link
Select Trade Services—Trade Guarantee/Standby Letter of Credit Details Inquiry Option
Users should select from the Criteria tab the appropriate customer ID and Product Type. Users are also able

to include additional criteria including bank reference number, applicant reference number, beneficiary country,
currency, outstanding amount, issue date and expiry date. Click submit once all criteria has been included.
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Trade Guarantee/Standby Letter of Credit Details Inguiry
 Criteria Guarantee/Standby LC Summary Guarantee/Standby LC Activity Summary Guarantee/Standby LC Detail

* Customer ID

equals ﬂ

+ Product Type
equals Both j

To view a specific transaction, complete any one of the following Criteria fields.

Bank Reference
| equals j |
Applicant Reference

|equals j |

Toview a range of transactions, complete ohe or more of the following Criteria fields.

Beneficiary Country

equals ﬂ

CCY

equals ﬂ

Outstanding Amount
|equals j |
Issue Date
frou | || ;o =~|to] s e
Expiry Date
from | || ;o ﬁjto| ;o |
@ ﬁ = R L Submit Clear Default Search
ubm Criteria Criteria Options

8.1.3 Guarantee/Standby LC Summary Tab

The Guarantee/Standby LC Summary Screen displaying the list of all the Guarantee/Standby LC transactions

will appear
Trade Guarantee/Standby Letter of Credit Details Inquiry

Criteria | Guarantee/Standby LC Summary Guarantee/Standby LC Activity Summary Guarantee/Standby LC Detail

Customer ID I Customer Hame {1} Product Type Bank Reference Applicant Reference
000104 Customer Name Standhy Letter of Credit 63670396 63670396 =
000104 Customer Name Standby Letter of Credit 29644940
000104 Customer Name Standby Letter of Credit 29644942
000104 Customer Name Standby Letter of Credit 63670388 SDELC28102013
000104 Customer Name Standhy Letter of Credit Z9644863 rming?

000104 Customer Name Standby Letter of Credit 29644320 SG-FRT-TCO4 J
-
4] | »

== Row 38 of 71 == | |Righ‘t Click on column titles to customizel (121 sorted columns

I

* Required Figld  Run DatedTime: 04001 201 4 &t 03:56:04 1ST Update Goto

Screen Details

Users can select the applicable transaction and click on Go To Details button to view full details
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User can select any of the following action buttons—

Submit—Submits the criteria inserted for transaction search

Clear Criteria—Clears the options selected or text input in the text boxes
Default Search Criteria Options—All the default options are selected
Print—Prints the Screen

Split View—Enables user to view the Guarantee/Standby LC Summary list at the bottom of the page

8.1.4 Guarantee/Standby LC Activity Summary Tab

Guarantee/Standby LC Activity Summary Tab describes the complete Life cycle of Transaction and confers about
all the statuses and date and other details of the transaction

Trade Guarantee/Standby Letter of Credit Details Ingquiry
Criteria Guarantee/Standby LC Summany Guarantee/Standby LC Activity Summany Guarantee/Standhby LC Detail

Customer ID / Name Beneficiary Hame Bank Entity
|uoomq |CUSIOH:ER HAME EI IR B |940 |1\n:m TORK CITIBANE - EI
Bank Reference Applicant Reference Product Type
|09644307 ISt.and.bY Letter of Oredit
Issue Date Expiry Date Outstanding Amount Maximum Available Amount
=1~ =13
|Dl/07‘f2011 ;IJ |L2f12f2014 _'IJ IUSDI 600.000,00 IUSDI £30.000,00

Date | Activity | BillReference | Status Amendment Humber | Amend

01/07/2011 Booking/Issuance Approved

08/01/2007  Adjustment Approved

4 | »

== Row 1 of 2 == | |Righ‘t Click on column titles to customizel (1342) sorted columns
= —
@ ﬁ pectiicelyicd Return to Criteria | G010 print || G0 To Guarantee/Standby LC
Guarantee/Standby LC Summary Details Charge Summary

1. All details are pre-populated and cannot be modified
2. The bottom of the screen shows the various statuses and corresponding dates of the LC

User can select any of the action buttons—
Return to Guarantee/Standby LC Summary—Takes the user to Guarantee/Standby LC Summary Tab
Criteria—Takes the user to Criteria Tab

Go to Details—The Guarantee/Standby LC Detail Tab appears which displays the details of the
selected transaction

Print—Prints the Screen

Go to Guarantee/Standby LC Charge Summary—Takes the user to Guarantee/Standby LC Charge
Summary Tab
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8.1.5

Trade Guarantee/Standby Letter of Credit Details Inquiry

Guarantee/Standby LC Detail Tab

Guarantee/Standby LC Detail Tab displays the details of the Guarantee/Standby LC transaction

Criteria Guarantee/Standby LC Summary | Guarantee/Standby LC Activity Summary Guarantee/Standby LC Detail
Customer ID / Name Bank Entity
Jooo1 cusTomEr 1 940 |[CITIBANK NEW YORK E]
Bank Reference Product Type
11111 [stanaby - Exports
Applicant Reference Advising Bank Reference
22221
Name & Address Bank Name & Address
| APPLICANT 1 | ADVISING BANK 1 =
Applicant Country Advising Bank Country
UNITED STATES E'
On Behalf Of Name & Address
On Behalf Of Country
Original CCY / Amount Original Maximum Amount
UsD 5,000.00 UsD 5,000.00
Issue Date Advise Date
11/1/2012 /= 11/1/2012 3: :]
Expiry Date Expiry Place
/7 - NEW YORK =
Tenor Drawn On
[szont [ank navE =
Protective LC Confirmed
No N
View Documents

ee/Star Cle:

&% |

Details of Guarantee/Standby LC transaction are displayed. All fields are pre-populated and cannot be modified

Ebeaed fled Return to

Guarantee/Standby LC Activity Summary

Criteria  Previous = HNext  Print

When user clicks on Guarantee/Standby LC Text link, LC Text dialog box opens displaying the outgoing message
inserted by the user for the SBLC. User can print or save this text

|/ LC Text =]

LC Text

OUTFOING MESSAGE

SBLC TEXT

[
Print Cancel

User can select any of the Action buttons

Return to Guarantee/Standby LC Activity Summary—Takes the user to Return to Guarantee/Standby LC Activity
Summary Tab

Criteria—Takes the user to criteria tab
Previous—Takes the user to previous tab
Next—Takes the user to next tab

Print—Prints the Screen
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Chapter 9 Guarantee/Standby LC Advising

Guarantee/Standby LC Advising—Overview

A Guarantee/Standby Letter of Credit (SBLC) also known as a non-performing LC, is an arrangement under
which a guarantee of payment issued by a bank on behalf of a client. It is used as "payment of last resort” should
the client fail to fulfil a contractual commitment with a third party. Guarantees/SBLCs are created as a sign of
good faith in business transactions, and are proof of a buyer's credit worthiness and repayment abilities. The bank
issuing the Guarantees/SBLC will perform underwriting duties to ensure the credit worthiness of the party seeking
the SBLC

About the Module

The beneficiary of a Guarantee/Standby LC is able to view the advice of the Guarantee/Standby LC electronically
once it is received from the applicant’s bank

The Guarantee/Standby Letter of Credit module allows user to electronically

¢ View Guarantee/Standby LC Advice details and text

e Track the status of transactions

e Keep track of bill payments

e Centralize Guarantee/SBLC reporting

e Improve administrative efficiency
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Accessing the Guarantee/Standby LC Inquiry Module

citi

CitiDirect® Online Banking

|§ Home
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Home == Inquiries & Searches
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| My Preferences |

Inbox | SupportWebsite | Close
Privacy Statement | Online Help
|Search CitiDirect Menu aQ |

I'would like to ...

-

Reports

Tools & Preferences

User Administration

[ Favorite Reports

Access Management
Inactive User Inquiry
Cash Statement
Balance Summary Inquiry
Account Statement Inquiry
Transaction Summary Inquiry
Transaction Detail Advice
Inguiry
Incremental Account
Statement Inquiry
MA Paid Cheques Inquiry
Statement Delivery Status
Inquiry
Latin America Consolidated
Position Summary Ingquiry
Latin America Account
Position Inguiry
Latin America Float Analysis
Inquiry
Latin America Controlled
Disbursement Inquiry
Liguidity Management
Sweep Rates Inquiry
Lockbox
Lockbox Interim Motification
Inguiry
Lockbox Activity and Image
Inquiry

Trade PO
Purchase Order Inquiry
Invoice Inquiry

Trade Services
Trade Bill Details Inquiry
Trade Letter of Credit Details
Inguiry

Trade Guarantee/Standby
Letter of Credit Details
Inguiry

Trade Settlement Funding
Inquiry
Trade Future Funding Inquiry
File Services
Import File Inquiry
Check Disbursements
LIS Today's Items High Order
Prefix Inquiry
LIS Check Status Inquiry
US Paid Without Issuance
Inquiry
US Today's ltems Inquiry
US Controlled Disbursement
Funding Presentment Recap
Inguiry
LIS High Order Prefix Inquiry
US Controlled Disbursement
Funding Inquiry

<

L]

1. Select Inquiries and Search

2. Select Trade Guarantee/Standby Letter of Credit Details Inquiry Option
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Trade Guarantee/Standby Letter of Credit Details Inquiry 0 Failed Login since Last Login Date 01/13/2014 09:04:39

“Criteria Guarantee/Standby LC Summary | Guarantee/Standby LC Acthity Summary Guarantee/Standby LC Detail

= Customer ID

equals ﬂ

= Product Type
equals IBoth j

To view a specific transaction, complete amy one of the following Criteria fields.

Bank Reference
qu’uals j I
Applicant Reference

qu’uals j I

To view a range of transactions, complete one or more of the following Criteria fields.

Beneficiary Country

equals ﬂ

CCY

equals ﬂ

Outstanding Amount

qu’uals j I

Issue Date

Ifrom j “ FE illjtul £of i[lj

Expiry Date

Ifrom j “ LS ﬁjtul Lo ﬁj

* Reguired Field o || Cles Izt e int | SPit

@ ﬁ Sunut Cr?taerri-a Ct:itat::ia (;::rizns Print VI:EW

3. Users should select from the Criteria tab the appropriate Customer ID and Product Type. Users are also able
to include additional criteria including bank reference number, applicant reference number, beneficiary country,
currency, outstanding amount, issue date and expiry date
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2 Date | Activity Eill Reference Status I Humber I Amendg
03/31/2010 | Booking/Tssuance Approved

Guarantee/Standby LC Summary Tab

The Guarantee/Standby LC summary Screen displaying the list of all the Guarantee/Standby LC transactions
will appear

Trade Guarantee/Standby Letter of Credit Details Inquiry

_Guarantee/Standby LC Summany Guarantee/Standby LC Activity Summary Guarantee/Standby LC Detail

Customer ID I Customer Hame (1) Product Type Bank Reference Applicant Reference
000104 Customer Name Standby Letter of Credit 63670396 63670396 d
000104 Customer Name Standby Letter of Credit 23644940
ooolod Customer Name Standby Letter of Credit 29644947
000104 Customer Name standby Letter of Credit 63670385 SDELC28102013
000104 Customer Name Standhy Letter of Credit Z9644863 rming?

000104 Customer Name Standby Letter of Credit 29644320 SG-FRT-TCO4 J

=
4| | L
== Row 38 of 71 == | |Righ‘t Click on column titles to customizel (121 sorted columns

H @ H @ * Required Field Run Date/Time:04/01/2014 at 03:56:04 IST

Update Go to - Split
screen | Details || T | View

1. Users can select the applicable transaction and click on Go To Details button to view full details

Guarantee/Standby LC Activity Summary Tab

Guarantee/Standby LC Activity Summary Tab describes the complete Life cycle of Transaction and confers about
all the statuses and date and other details of the transaction

Trade GuaranteerStandhy Letter of Credit Details Inquiry

Criteria Guarantee/Standby LC Summary GuaranteeStandby LC Activity Summary Guarantee/Standby L C Detail

Customer ID / Name Beneficiary Name Bank Entity

Innnlm I CUSTOMER NEME g SENE NAME Isqn Imm YORK CITIBANK - EI
Bank Reference Applicant Reference Product Type

Izmlavsn ISt.snd.hy - Exporcs

Issue Date Expiry Date Outstanding Amount Mazimum Available Amount

0373172010 =~ [1z/31/2020 =1+
I ey ;lJ I ey ;lJ USDI 259.000,00 usp 259 000,00

04/01/2010  Amendment Approved 1

4| | »
<<FRow 1 of2»> | Right Click on column fitlcs to customize|  (1}(2) sorted columns

Ik

1. All details are pre-populated and cannot be modified

* Reguired Field Return to Go To Guarantee/Standby LC

Criteria Print

Goto
Guarantee/Standby LC Summary Details Charge Summany

2. The bottom of the screen shows the various statuses and corresponding dates of the LC
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User can select any of the action buttons—
Return to Guarantee/Standby LC Summary—Takes the user to Guarantee/Standby LC Summary Tab
Criteria—Takes the user to Criteria Tab

Go to Details—The Guarantee/Standby LC Detail Tab appears which displays the details of the
selected transaction

Print—Prints the Screen

Go to Guarantee/Standby LC Charge Summary—Takes the user to Guarantee/Standby LC Charge
Summary Tab

Guarantee/Standby LC Detail Tab

Guarantee/Standby LC Detail Tab displays the details of the Guarantee/Standby LC transaction

Trade Guarantee/Standby Letter of Credit Details Inquiry

Criteria

Customer ID /Name Bank Entity
|0001 ICUSTOMER 1 = 940 |CITIBANK NEW YORK EI
Bank Reference Product Type
11111 | standby - Exports
Applicant Reference Advising Bank Reference
22221
Name & Address Advising Bank Name & Address
I APPLICANT 1 I ADVISING BANK 1
Applicant Country Advising Bank Country
UNITED STATES El UNITED STATES =
On Behalf Of Name & Address y Name & Address
I I CUSTOMER 1
On Behalf Of Country Beneficiary Country
= UNITED STATES El
Original CCY / Amount Original Maximum Amount
UsD §,000.00 Iusv 5,000.00
Issue Date Advise Date
11/1/2012 3: vi 11/1/2012 3: :]
Expiry Date Expiry Place
il - NEW YORK =
Tenor Drawn On
|szout | Bank NavE
Protective LC Confirmed
No N
r Text Yiew Documents
* Required Field
Return to 2
e ﬁ Guarantee/Standby LC Activity Summary Cikere Erevious L Erind

Details of Guarantee/Standby LC transaction are displayed. All fields are pre-populated and cannot be modified

When user clicks on the Guarantee/Standby LC Text link, a LC Text dialog box opens displaying the
Guarantee/SBLC text. User can print or save this text

(2] LC Text =)

LC Text =

STANDBY LC TEXT
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Glossary

ISSUER OF LC

The party that is responsible for this Import LC. Also known as By Order Of party, this is the party who is dealing
with the bank and to whom the credit line is granted.

ISSUING BANK

The bank that issues the Guarantee/Standby LC. Typically, this is the bank that the Applicant/By Order Of parties
are dealing with. This is a read-only field that uses data from a list of valid issuing banks that are defined in user’s
customer configuration. User cannot create a new Issuing Bank party.

BANK REFERENCE NUMBER

A unique number that is used by the bank(s) to identify the transaction. This is a read-only field. User’s
organization may be assigned a pool of bank reference numbers. If this is the case, the bank reference number is
added to user’s LC application automatically when he/she initiates the application. If his/her organization does not
use pre-assigned reference numbers, the bank reference number is assigned to the transaction when it is sent to
the bank.

APPLICANT

The party for whom the Guarantee/Standby LC is being opened. This is usually the same as the Issuer/By Order
Of party. Most of the time the Applicant is the Importer, but this is not always the case. Choose the applicant from
the drop-down list or click the icon to add a new applicant.

BENEFICIARY

The party in whose favor the Guarantee/Standby LC is issued and who is entitled to present documents for the
LC and receive payment. Most of the time the Beneficiary is the Exporter, but this is not always the case. Choose
the beneficiary from the drop-down list or click the icon to add a new beneficiary.

ADVISING BANK

The bank that receives the Guarantee/Standby LC from the Issuing Bank for authentication and delivery to the
Beneficiary. The Advising Bank is usually a correspondent of the Issuing Bank, located near the Beneficiary.
Select or enter the advising bank.

EXPIRY DATE

Enter the date when the LC will expire or click the Calendar button to choose a date directly from the calendar.
EXPIRY PLACE

Choose the location where the LC will expire. This is usually the Beneficiary's country.

TENOR

The number of days of business credit the customer has before they need to make payment to the supplier. This
starts when they receive the goods and is typically 30, 60, 90, 120 or 180 days.
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Chapter 10 Open Account

Open Account

The Open Account module allows the users to receive notifications when exporter documents are available for
review, be notified if these documents are clean or discrepant, and view the underlying documents. Users will
receive a list of discrepancies, if any, approve or reject the invoices associated with the transaction, and initiate

bill payments

About the module

In the Open Account Trade module, user can electronically:
e View incoming messages

¢ View if these documents are clean or discrepant

e Approve or reject the invoices

Accessing the Open Account Module

N CitiDirect® Online Banking | OnlineHelp | WyPreferences | Inbox | SupportWebsite | Close

Cltl Change Client Context | Privacy Statement
032/20i201417.47:46

|search ciiDirect Menu a]

| would like to -

Inquiries & Searches Reports ~ Tools & Preferences User Administration ‘

Home == MWy Transaclions & Sevices == Trade Services »=»> Trade Services F‘. Favorite Reports
Trade Senvices Last Login Date 03/19/2014 09:24:38

Repair Reqd | Verification Reqd | Auth Reqd | Release Reqd | Offline Authorization | Incoming Messages

Service Type Customer ID_| Customer Hame | customer Reference | Counter PartyHame | ©Cv |  Amount Maker Hame

|»

-,
4] | »
<= Row 10 400 + =» | ‘Righi Click on column titles to customize  (1)/(2) sorted columns

- Go To Other
Q| é& ﬁ submit | Hew | fATh | Delete | oher
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From the Main Trade Services homepage, click on the Incoming Messages tab to access Incoming Open
Account messages.

Reviewing Incoming Open Account Trade—Document Arrival

Notices (DAN)

To view an incoming Open Account Trade—DANSs
1. Choose Incoming Messages

Trade Services . 0 Failed Login since Last Login Date 01/31/2014 01:39:50 CITIDIRECT TRADE

Input Modify Repair Reqd Verification Reqd Auth Reqd Release Reqd Offline Authorization Incoming Messages

essage Type Customer 1D | Customer Hame | LC/Bill Reference Humber i I Messag
Open Account Trade-DAN (Discp) |Cus[um er Name |5746321 Mr John -]
Open Account Trade-DAN (Clean) Customer Name ET46321 MrJohn
Open hccount Trade-DAN (Cleawn) Customer Name 6746371
Open Account Trade-DAN (Clean Customer Name 6746321

0 | »
==Row 1 0f 4 2> | Right Cliek on eolumn titles to customize| (1)/(2) sorted columns  Orange may be outdsted teta

SELY i | e [,
2. Highlight the message to view and click on the Go To Details button

You can also click on Other Options and select Search to perform a search for a specific message

Search
= Update Screen
Print
Print Details
Wign Totals
Viewy Transaction History

Go To Delete Other
Details Options

Select the search criteria and click on Run Search button
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| Search Definition Dislog =)
Sort Criteria

Primary Sort | 7| [aescanainy ¥
ySort | j [ascending j
Search Criteria
Message Type [starts wich j |
Customer ID [starts wicn j ||

LC/Bill Reference Number [scares wich = I

Attention [srares wien [
Message Title [starts wich j |
Sender Name [starts wicn | I

Message Received Date  from =1 =1
[ L I
j Final Respomse Pending

Pending Response

Response In Progress

Unread

Message Status qu’uals

Run Search | Clear | Cancel

4) After the message is selected, the below screen will appear. This screen displays the Open Account Trade—

Document Arrival Notice (Discrepant) message
Open Account Trade - Document Arrival Notice {Discrepant)

Incoming | Response

Name Customer ID

ICusT:nmer 1 |123455

Bank Entity Message Status

| 340 | NEW YORK CITIBANK [onread

Attention Message Received Date/Time

I MR JOHN DOE |12fl]5f2l]13 04:20-20 il:l
OAT Reference Number Message Reference Number
269785 | 269785

Seller Hame & Address

CCYIAmount
ISELI.ER NAME 1 = |Us|> | 50,228.18

Lizt of Dizcrepancies n

Seller Reference Due Date

|»

==Row 1 of 3== | (142) sorted columns

View Invoice Details

s55C1 |uzm412014 3; :] Yiew Documerts
Buyer Reference
PresentationDiscrepant Details
{1) Invoices PO Drawing Amount Invoice Amount Discrepancies
ELIANESOOL 51155497 13,822.55 3,432.00 List of Discrepancies
ELIANESOOZ 51155482 ?,.252.08 7.515.11
ELIANES003 81155457 13,822.E58 8,510.17

View PO Details

View Discrepancies

12

11 Narratne

I il

* Reguired Field

Mark As Read

Return to
Summany

Download Hext

Other

L1 Options

Name and Customer ID fields are pre-populated as per client set up

Bank Entity: Bank Branch Code that processed the transaction. Message Status: For all the new transactions,
the message status will be Unread; if the user clicks on “Mark As Read” the status of the message will move to

Response Pending queue

3. Attention field captures the attention party this message is intended for. Message Received Date/Time is the

date the message was received
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8.
9.

10.

11.
12.

OAT Reference Number is a unique reference number for Open Account transactions. Message Reference
Number field is a unique reference number that is pre-populated

. Seller Name and Address: In the field, the seller name and address is captured. CCY/Amount: Currency and

amount of the transaction is displayed
List of Discrepancies: click on this link to view the list of discrepancies for this transaction

The Seller Reference field contains the reference number of the seller. Due Date: captures the date of the
payment due

View Documents: click on this link in order to view the images of the documents for this transaction
Buyer Reference field: captures the specific reference number of the buyer

Presentation/Discrepant Details: will detail the list of invoices, PO numbers, PO drawing amounts, invoice
amounts and discrepancies if applicable

In the Narrative field, additional text is captured

The two sets of Action buttons allow user to perform a variety of actions. All the actions performed by action
buttons are detailed below

Yiew Invoice Details Yiew PO Details View Discrepancies

After selecting the invoice, the user will be able to
1.
2.
3.

View Invoice Details—the details of the invoice
View PO Details—the details of the PO
View Discrepancies—the details of discrepancies associated with each invoice

Mark As Read | Download | Hext | Roturn®o | pne | Other
Summanry Options

221

Mark as Read—In order for user to change the status of the message
Download—Download the message

Next—Takes the user to subsequent screen

Return to Summary—Returns the user to Summary Tab

Print—Prints the message

Other Options—When user clicks on Other Options, he/she can see two options: View Error and Transaction
History. Clicking on View Error the user views the Error (if any) with the transaction. By clicking on Transaction
History user can view the complete history of the transaction



Approving or rejecting an Open Account Trade—DAN

(Discrepant) Message

When responding to an Open Account DAN (Discrepant) Message, user can initiate it as follows

Click on Response tab to provide the response to Citi
Open Account Trade - Document Arrival Notice (Discrepant)

Incoming Response

Name Customer ID (.
|C‘ustnmer 1 |123155

Bank Entity Message Status

I 940 I NEW YORK CITIBANKE I“'“-'E"‘i

Attention Message Received Date/Time:

| MR JOHN DOE |12ﬂ:|5;2013 04:30:20 -ﬂ:l

OAT Reference Number Message Reference Number

|269".|'BE| | 269785 |

Seller Hame & Address

CCY/Amount
|5E1-1-ER HAME 1 = |U5D | s0,228.18 | List of Discrepancies

Seller Reference Due Date
| sssCL |nzm4;zn14 3; :] Yiew Documents
Buyer Reference

(@]

| »

PresentationDiscrepant Details

(1} Invodcas PO Drawing Annount Approve Reject Inwoice Anount Amount to be paid Discrapancies

== Row Oof Os= | (102 sorted columnz

warave

-

222

Required Field
Download Hext R Print Oth!ar
Summary Options

Name and Customer ID fields are are pre-populated as per client set up

Bank Entity: Bank Branch Code that processed the transaction. Message Status: For all the new transactions,
the message status will be Unread; if the user clicks on “Mark As Read” the status of the message will move to

Response Pending queue

Attention field captures the attention party this message is intended for. Payment Date: is the date of the
payment for this transaction

OAT Reference Number is a unique reference number for Open Account transaction. Message Sent
Date/Time: is the date the message was sent

Seller Name and Address: In the field, the seller name and address is captured. CCY/Amount Message:
Currency and amount of the transaction is displayed

List of Discrepancies: click on this link to view the list of discrepancies for this transaction

The Seller Reference field contains the reference number of the seller. Due Date: captures the date of the

payment due
View Documents: click on this link in order to view the images of the documents for this transaction

A®
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9. Buyer Reference field captures the specific reference number of the buyer

10.Presentation/Discrepant Details: will detail the list of invoices, PO#, drawing amount, invoice amount and
discrepancies of applicable

11.In the Narrative field, additional text is captured

12.The two sets of action buttons allow user to perform a variety of actions. All the actions performed by action
buttons are detailed below

Approve All Reject All Clear All
1. Approve All—In order for user to approve the documents reviewed

2. Reject All—In order for the user to reject the document reviewed
3. Clear All—In order to clear all the content entered by the user

Submit Download Save He:xt SIS Clear Print Oth!er
Summary Options

1. Mark as Read—In order for user to change the status of the message

2. Submit—Once complete, user can Submit the transaction. When user selects Submit button while creating an
Open Account DAN (Discrepant) mesaage, an Error pop-up appears on the screen if any fields were entered
incorrectly or if the mandatory fields were left blank

3. Download—Download the message

4. Save—The message is saved with the status of Incomplete. User can return to the application later to finish
entering the details

5. Next—Takes the user to subsequent screen, there is no need to scroll to Top to click on subsequent Tab.

6. Return to Summary—Returns the user to Summary Tab

3. Clear—Clears all the content entered by the user

7. Print—Prints the message

8. Other Options—When user clicks on Other Options, he/she can see two options: View Error and Transaction

History. Clicking on View Error the user views the Error (if any) with the transaction. By clicking on Transaction
History user can view the complete history of the transaction
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Reviewing an Open Account Trade—DAN
(Clean) Message

1. After the message is selected, the screen below will appear
Open Account Trade - Document Arrival Notice {Clean)

Incoming | Response

i Name Customer ID =
- ICustnmer 1 |123158
Bank Entity Message Status
| 940 | NEW YORK CITIBANK |U“'I"=*aﬂ
) Attention Message Received Date/Time
- I MR JOHN DOE |1210512013 04:30:20 :l:l
OAT Reference Number Message Reference Number
|269"J’B5 | 2g3788 |
Seller Name & Address COYIAmount
ISEI‘I‘ER NRME 1 = |U5D | 50,238.18
n Seller Reference Due Date
| EEE |uz;u412014 3; :] Yiew Documents
n Buver Reference
n resentation Detai

Invoice Amount

(1) Invoices |
C1234587 512839875 10,021.30 10,021.30

PO Drawing Amount

C1234568 51285878 15,342.20 15,342.20
C1234565 51285877 §,488.08 &,488.08
C1234570 5lzas5878 16,386.60 16,386.60

Narrative
IPAYHENT TERMZ: 1 PCT €0 DAYS SIGHT:4 DEC13 -

* Required Field
Mark As Read | Download || Hest gzaﬂ:::; Print gg:::ns

10

1. Name and Customer ID fields are pre-populated as per client set up

Bank Entity: Bank Branch Code that processed the transaction. Message Status: For all the new transactions,
the message status will be Unread; if the user clicks on “Mark As Read” the status of the message will move to
Response Pending queue

3. Attention field captures the attention party this message is intended for. Message Received Date/Time is the
date the message was received

4. OAT Reference Number is a unique reference number for Open Account transactions. Message Reference
Number field is a unique reference number that is pre-populated

5. Seller Name and Address: In the field, the seller name and address is captured. CCY/Amount: Currency and
amount of the transaction is displayed

6. The Seller Reference field contains the reference number of the seller. Due Date: captures the date of the
payment due

7. View Documents: click on this link in order to view the images of the documents for this transaction
8. Buyer Reference field: captures the specific reference number of the buyer

9. Presentation/Discrepant Details: will detail the list of invoices, PO numbers, PO drawing amounts, invoice
amounts and discrepancies if applicable
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10.In the Narrative field, additional text is captured

11.The two sets of Action buttons allow user to perform a variety of actions. All the actions performed by action
buttons are detailed below

Yiew Invoice Details View PO Details

After selecting the invoice, the user will be able to
1. View Invoice Details—the details of the invoice
2. View PO Details—the details of the PO

Mark As Read | Download | Hext | howurn®o | pne | Other
Summanry Options

Mark as Read—In order for user to change the status of the message

Download—Download the message

Next—Takes the user to subsequent screen

Return to Summary—Returns the user to Summary Tab
Print—Prints the Free Format

Other Options—When user clicks on Other Options, he/she can see two options: View Error and Transaction
History. Clicking on View Error the user views the Error (if any) with the transaction. By clicking on Transaction
History user can view the complete history of the transaction

S o
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Approving or Rejecting an Open Account Trade—DAN (Clean)
Message

When responding to an Open Account Trade—DAN (Clean) message, user can initiate it as follows
Open Account Trade - Document Arrival Notice (Clean)

Incoming Response

Transaction Initiator Customer ID =
Customer 1 123458
Bank Entity Message Status

HS‘IO I CITIBANE NEW YORE I

Attention = Payment Date
|
|
n OAT Reference Number Message Sent Date/Time
z PR I |
269785 | i = =
Seller Hame & Address Message Reference Number
SELLER NEME 1 = 259785
Seller Reference CCY  Approved Amount 7
n 55501 IUSD I igwy Documents -
n Buyer Reference
n (1) Invoice® PO Drawing Anount Approve Reject Invoice Amount Amount to be paid
C1234567 512849875 10,021_30 10,021_30 10,021.30
C1234568 5128387¢ 15,342.20 15,342.20 15,342.20
C12Z34569 51289877 8,488.08 8,488_08 8,488_08
Clz24570 5lzgoe7e lg,38€.60 1lg,386.60 le,386.60
== Rowy 0 of 4 == (1342 sorted columns Approve Al Reject Al Clear Al
T
i

* Redjuired Figld
Submit Download Save Hext gﬁ::;:':; Clear Print g:::?orns

1. Transaction Initiator and Customer ID fields are pre-populated as per client set up

Bank Entity: Bank Branch Code that processed the transaction. Message Status: For all the new transactions,
the message status will be Unread; if the user clicks on “Mark As Read” the status of the message will move to
Response Pending queue

3. Attention field captures the attention party this message is intended for. Payment Date is that the payment will
be made

4. OAT Reference Number is a unique reference number for Open Account transactions. Message Sent
Date/Time is the date the user's message was sent to the bank

5. Seller Name and Address: In the field, the seller name and address is captured. Message Reference Number
field is a unique reference number that is pre-populated

6. The Seller Reference field contains the reference number of the seller. CCY/Amount: Currency and amount of
the transaction is displayed

7. View Documents: click on this link in order to view the images of the documents for this transaction
8. Buyer Reference field: captures the specific reference number of the buyer

9. Presentation Details: will detail the list of Invoices, PO numbers, PO drawing amounts, Approve, Reject,
Invoice Amount and Amount to be paid
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10.
11.

w N P

In the Narrative field, additional text is captured

The two sets of Action buttons allow user to perform a variety of actions. All the actions performed by action
buttons are detailed below

Approve All Reject All Clear All

Approve All—In order for user to approve the documents reviewed
Reject All—In order for the user to reject the document reviewed

. Clear All—In order to clear all the content entered by the user

Return to Other

Submit Download Save Hext Clear Primt

N

oW
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Summary Options

Mark as Read—Not Applicable in this section

Submit—Once complete, user can Submit the transaction. When user selects Submit button while creating a
response to Open Account DAN (Clean), an Error pop-up appears on the screen if any fields were entered
incorrectly or if the mandatory fields were left blank

Download—Download the message

Save—The message is saved with the status of Incomplete. User can return to the application later to finish
entering the details

Next—Takes the user to subsequent screen, there is no need to scroll to Top to click on subsequent Tab
Return to Summary—Returns the user to Summary Tab

Clear—Clears all the content entered by the user

Print—Prints the message

Other Options—When user clicks on Other Options, he/she can see two options: View Error and Transaction
History. Clicking on View Error the user views the Error (if any) with the transaction. By clicking on Transaction
History user can view the complete history of the transaction



Chapter 11 Trade Advances

Trade Advances

The Trade Advances module provides both Importer and Exporter clients the ability to electronically apply for

Trade Advances.

The module has 3 separate transaction types — Trade Advance — Importer, Trade Advance — Exporter and

Extend/Update an Existing Loan.

About the module

In the Trade Advances module, user can electronically:

e Submit an application for Trade Advances, whether the client is an Importer or Exporter
e Extend/Update an Existing Loan

e Perform inquiries on previous transactions

e Retrieve reports

Accessing the Trade Advances - Importer Module

S CitiDirect® Online Banking | OnlineHelp | MyPreferences | Inbox | SupportWebsite | Close —
Cltl Change Client Context | Privacy Statement
03/20/2014 17:47:46 .
Iwould ke to ... -

Bl | Inquiries & Searches Reports  Tools & Preferences  © User Administration |

Home == MyTransactions & Services »= Trade Services *> Trade Senvices |F".. Favorite Reports
Trade Services Last Login Date 03/19/2014 09:24:38
InputModify | Repair Reqd | Verification Reqd | AuthReqd | Release Reqgd Offline Authorization | Incoming Messages | View

Service Type ‘ Customer ID ‘ Customer Hame | Customer Reference ‘ Counter Party Hame I cCY ‘ Amount Maker Hame

|»

m

=
4 | :
<<Row 1 of 400 + »» | Right Click on column titles to (1)i(2) sorted col

ﬂ _ Go To Other
“QHQ‘ ‘| Submit | New Details Delete Options
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mporter clients can create a new Trade Advance — Importer transaction by following the below steps:

1. Select the Input/Modify tab

2. Click on “New”

Trade Services

'Inpul.IMndiw ail Verification Reqd | Auth Reqd | Release Regd | Offline Authorization | Incoming Messages

Service Type Customer ID I Customer Hame Customer Reference Counter Party Hame

-

4] |

== Row 13 of 400 + == | |Right Click on column titles to cus‘tomize| (13427 sorted columns

Q @ "@ Submit || Hew CoN) Delete
Details

3. Details Dialog
|2 Details Dialog
= Transaction Initiator = Customer ID

ﬂ |X}<}G{X}{ PTG ETT ooooos

Name
|><><><x>cx COOOOCO0000L HOOOOO

* Transaction Type * Creation Method
| H|
* Required Field ok Cancel

In the Details Dialog box, click the dropdown of the Transaction Initiator field. The Transaction Initiator Library
contains the unique identifiers. Select a name of relevant Transaction Initiator from the Transaction Initiator

Library Look-Up Dialog Box and click OK.

Select the dropdown of the Transaction Type and choose Trade Advance — Importer

.

\Z:| Library Look Up Dialog ==
(1} Service Description
Trade Adwance - Exporter ;I
Trade Adwance - Importer

Extend [ Update an Existing Loan

Ll

== Roww 1 of 26 == | (1020 zorted columns

0K Update Screen Cancel

The Creation Method defaults to “Create New”

The below details dialog box displays the populated fields. Click OK to open the Trade Advances screen.
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| £| Details Dialog =

* Transaction Initiator * Customer ID
ﬂ |x>{>{>{>{>{x—x>{>{>{>{>{x MOOGOGODON 3K 006005
Mame

= Transaction Type = Creation Method

¥ |Trade Advance - Importer ¥| |Create MNew
[ |

* Required Field Ok Cancel
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Creating a Trade Advance — Importer transaction

The Trade Advance — Importer screen is shown below:
Trade Advance - Importer

Transaction Initiator

Customer ID

IXXX}O{XX—X}CXXXXX FOOODOO000 XX

|006005

Customer Hame

Transaction Status

IXXX}D{X}(—X}{XX}G{X FEOOTTOOTT FIH

Transaction Reference Number

|942340002143539?

Bank Reference Number

= Customer Reference Number

s Perrce

Bill Reference Number

Contact Person

Telephone Number

* CCY/Loan Amount

vl |
* Loan Terms Tenoriln Days) Maturity Date
[ - s+ =

* Method of Credit
Credit Our Account j

* Account Number

prom——_

Supplier's Hame

Supplier's Account Humber

Supplier's Bank/Address

Payment f Maturity Instructions

Invoice Information

{1} Invoice Humber

== Rowy 0 of 0 == | (1002 sorted columng

Hew

Instrument Type
Bill 0f Exchange vI

Invoice Date

Edit

Delete

15

17

FX Contract Number

Rate

Bill of Exchange/Promissory Note Date
;oS =l

CCYBill of Exchange/Promissory Note Amount

v |

Bill of Exchange/Promissory Note Tenor

Other

* Renuired Field

Submit

Hext

1. Transaction Initiator and Customer ID details are pre populated and not editable

2. Customer Name details are pre populated and not editable

3. Transaction Status is not editable

4. Transaction Reference Number is a unique reference number that is pre-populated
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5. Bank Reference Number will be populated after the bank processes the transaction
6. Customer Reference Number should be populated by the user

7. Bill reference number can be populated by the user

8. Contact person can be populated by the user

9. Telephone number of the contact person can be populated by the user

10. The CCY/Amount field should be populated with a 3-character currency code and an amount. The currency
portion can be inserted using the currency library dialog box or free form text. The amount should be inserted
using free form text

11. Loan Terms can be selected from Maturity Date or Tenor (In Days)

= Loan Terms
Maturity Date j

Maturity Date

Tenor (In Days)

12. Tenor (In Days) will be an editable field if Loan Terms is selected as Tenor (In Days). Otherwise, the field will
not be populatable. User should input the tenor days in this field.

+ Loan Terms = Tenor(ln Days) Maturity Date

ITenortIn Days) j I_ r r illj

13. Maturity Date will be an editable field if Loan Terms is selected as Maturity Date. Otherwise, the field will not

be populatable. User should select the appropriate maturity date from the dropdown calendar.
* Loan Terms Tenor(ln Days) * Maturity Date

Maturity Date j P +|j
|
a O
5 M T W T FEF 5§

1
2 4 & & 7 & 3
10 11 1 12 14 1t 1l&
17 18 13 20 &l ZZ Zz2
Zd4 Z&5 26 27 28 EZ95 20
31

14. Method of Credit: Select from Credit Our Account, or Credit Our Supplier

* Method of Credit

ICredit Our Account Al

Credit Our Account

Credit Our Supplier

15. The Account Number field will be mandatory if “Credit Our Account” was selected under Method of Credit.
Otherwise, this field will not be editable. User should input the appropriate company Account Number which
should be credited with the funds.

* Method of Credit = Account Number
ICredit Our Account j

A®
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* Method of Credit Accourt Humber

ICredit Our Supplier j I

= Supplier's Hame = Supplier's Account Number

= Supplier's Bank/Address

16. If “Credit Our Supplier” was selected under Method of Credit, the Supplier Name would have to be populated.
17. If “Credit Our Supplier” was selected under Method of Credit, the Supplier Account Number would have to be

populated.
18. If “Credit Our Supplier” was selected under Method of Credit, the Supplier Bank/Address would have to be

populated.
19. Any other Payment/Maturity Instructions such as Bank SWIFT address can be inserted in the

Payment/Maturity Instructions box
20. Enter any applicable FX Contract Numbers. If the FX Contract Number is populated, the rate field will be

editable.

FX Contract Mumber * Rate
|123455 I

21. Insert Invoice Information by clicking on “New”
The below pop up box appears.

| £| Details Dialog

* Inwoice Number

* Ihwoice Date

B

* Reguired Field Save || Clear | Print | Close

Enter Invoice Number, Invoice Date and click Save.

22. Select the Instrument Type from Bill of Exchange or Promissory Note

Instrument Type
IBill 0f Exchange ﬂ

Bill 0f Exchange

DPromissory Note

23. Select the appropriate date from the Bill of Exchange/Promissory Note Date
24. Select the appropriate Currency and Bill of Exchange/Promissory Note Amount
25. Enter the Bill of Exchange/ Promissory Note Tenor

26. Insert any other comments or instructions in the Other field
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27. Click on “Submit” to submit the transaction to a checker for authorization.

Accessing the Trade Advances - Exporter Module

>

Farnt) CitiDirect® Online Banking | OnlineHelp | MyPreferences | Inbox | SupportWebsite | Close —
Cltl Change Client Context | Privacy Statement
0372002014 174746 -

Search CiiDirect Menu Q

| would like to -

| Home * Inquiries & Searches Reports © Tools & Preferences  © User Administration |
Home »= My Transactions & Senvices >= Trade Senvices »= Trade Senvices F'*Favnme Reports

Trade Services Last Login Date 03/19/2014 09:24:38

InputModify | Repair Reqd | Verification Reqd | AuthReqd | Release Reqd Offline Authorization | Incoming Messages | View

Service Type | customerin_| Customer Hame [ Customer Reference | Counter PartyHame | CCY | Amount Maker Hame

|»

n

|
4| | :
<=Row 1 of 400 + 2> | Right Click on column titles to (1)4(2) sorted col

ﬁ _ Go To Other
“Q @‘ ‘| Submit | Hew Details Delete options

Exporter clients can create a new Trade Advance - Exporter transaction by following the below steps:

1. Select the Input/Modify tab
2. Click on “New”

Trade Services
f Input:Modify Repair Reqgd Verification Reqgd Auth Reqgd Release Reqd Offline Authorization Incoming Messages

Service Type Customer ID I Customer Hame Customer Reference Counter Party Hame

L

4] |

== Row 13 of 400 + == | |Right Click on column titles to customize| (134(2) sorted columns

Q @ ﬁ . Delete
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3. Details Dialog

| £:| Details Dialog

= Transaction Initiator

= Customer ID

ﬂ|x}<}<}{>{x OOGORO

Name

|X}<}G{>{X}G{}G{X}G{}G{K}G{}G{}G{}G{X

= Transactioh Type

ooooos

* Creation Method

|

H|

* Required Field

Ok

Cancel

In the Details Dialog box, click the dropdown of the Transaction Initiator field. The Transaction Initiator Library
contains the unique identifiers. Select a name of relevant Transaction Initiator from the Transaction Initiator

Library Look-Up Dialog Box and click OK.

Select the dropdown of the Transaction Type and choose Trade Advance — Exporter

| £ Library Look Up Dialog

(1) Service Description

Trade Adwance - Exporter

Trade Adwance - Importer

Extend / Update an Existing Loan

(]

=}

L

== Row 1 of 26 == | (1002 sorted columns

0K Update Screen

Cancel

The Creation Method defaults to “Create New”

The below details dialog box displays the populated fields. Click OK to open the Trade Advances screen.
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| £:| Details Dialog

* Transaction Initiator + Customer ID
ﬂ |>{>{>{>{>{>{X}{x DO OO0 MO0 o01E77?
Hame
|x>{>{>{>{xxxx DO MDOO00 MO0
= Transaction Type = Creation Method
|Trade Advance - Exporter ﬂ |Create Merr
Ok Cancel

* Reguired Field




= [ =

[y

[y

~

Creating a Trade Advance — Exporter Transaction

The Trade Advance — Exporter screen is shown below:

Trade Advance - Exporter

Transaction Initiator

Customer ID

IXXX}OOOCO(X}O{XX}OO{XX}G(

|0015??

Transaction Reference Number
|94239000214?5397

Transaction Status

Customer Name

Bank Reference Number

HOOOOOOO0! MO0 MOOODD MO0

= Customer Reference Number

o Peerree

LC Reference number

feemes nenbe

Contact Person

Telephone Humber

+ CCYMrade Advance Exporter Amount

M

* Account Number

I— 11

CCYLC Amount

M

= Loan Terms

[ -l

Tenor{ln Days) Maturity Date
o 7

(=

LC Issuing Bank Hame / Address

Payment / Maturity Instructions

* Required Field

Save Hext [T Clear Print Othfsr
Summary Options

1. Transaction Initiator and Customer ID details are pre populated and not editable

2. Transaction Reference Number is a unique reference number that is pre-populated

3. Transaction Status is not editable

4. Customer Name details are pre populated and not editable
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5. Bank Reference Number will be populated after the bank processes the transaction

6. Customer Reference Number should be populated by the user

7. In the LC Reference Number field, a unique reference number should be entered by the user
8. Contact person can be populated by the user

9. Telephone number of the contact person can be populated by the user

10. The CCY/Amount field should be populated with a 3-character currency code and an amount. The currency
portion can be inserted using the currency library dialog box or free form text. The amount should be inserted
using free form text

11. User should input the appropriate company Account Number which should be credited with the funds

12. The CCY/LC Amount field should be populated with a 3-character currency code and an amount. The
currency portion can be inserted using the currency library dialog box or free form text. The amount should be
inserted using free form text

13. Loan Terms can be selected from Maturity Date or Tenor (In Days)
= Loan Terms

IHatur ity Date ﬂ

Maturity Date

Tenor (In Days)

14. Tenor (In Days) will be an editable field if Loan Terms is selected as Tenor (In Days). Otherwise, the field will
not be populatable. User should input the tenor days in this field

+ Loan Terms = Tenor(ln Days) Maturity Date

ITenDrl:In Dawys) j I_ F ﬁj

15. Maturity Date will be an editable field if Loan Terms is selected as Maturity Date. Otherwise, the field will not
be populatable. User should select the appropriate maturity date from the dropdown calendar

= Loan Terms Tenor{ln Days) = Maturity Date

IHat,urit.y Date j s i illj

O
5

5 M T W T F

1
2 4 & & 7 8 13
10 11 1% 13 14 15 1&
17 18 13 20 21 ZZ Z=3
zd ZE z& 27 E8 Z5 20

16. LC Issuing Bank Name/Address: Input the Name and Address of the LC Issuing Bank

17. Any other Payment/Maturity Instructions such as Bank SWIFT address can be inserted in the
Payment/Maturity Instructions box

18. Click on “Submit” to submit the transaction to a checker for authorization.
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Accessing the Extend/Update an Existing Loan Module

CitiDirect® Online Banking

03/20/2014 17:47:46

| OnlineHelp | MyPreferences | Inbox | SupportWebsite | Close il
Change Client Context | Privacy Statement
Search CiiDirect Menu a

I would like to ... -

* Inquiries & Searches

Reports © Tools & Preferences

¢ User Administration

Trade Services

InputModify | Repair Reqd | Verification Reqd | Auth Reqd

Home == MyTransactions & Services »= Trade Services *> Trade Senvices

Release Reqd Offline Authorization

Incoming Messages

[ Favorite Reports
Last Login Date 03/19/2014 09:24:38
View

Service Type ‘ Customer ID ‘

Customer Hame

| Customer Reference

‘ Counter Party Hame

I ccY ‘ Amount Maker Hame

4

m

<= Row 1 of 400 +»» | [Right Click on column titles to

(1)12) sorted col

=

[2]6]% |

Other

Go To
Delete options

Details

Submi Hew

Importer clients can create a new Extend/Update an Existing Loan transaction by following the below steps:

1. Select the Input/Modify tab

2. Click on “New”

Trade Services

f  InputModify

Repair Reqd

Verification Reqgd

Auth Reqgd

Release Reqd

Offline Authorization | Incoming Messages

Service Type

Customer ID I

Cust

omer Hame

Customer Reference Counter Party Hame

4]

<= Row 13 0f 400 + == | IRight Click on column titles to customize| (1)i(2) sorted colmns

=RR )

Q
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Other
Options

Go To
Details

Submmit Hew Delete




3. Details Dialog

| £:| Details Dialog

= Transaction Initiator

= Customer ID

ﬂ|x}<}<}{>{x OOGORO

Name

|X}<}G{>{X}G{}G{X}G{}G{K}G{}G{}G{}G{X

= Transactioh Type

ooooos

* Creation Method

|

H|

* Required Field

Ok

Cancel

In the Details Dialog box, click the dropdown of the Transaction Initiator field. The Transaction Initiator Library
contains the unique identifiers. Select a name of relevant Transaction Initiator from the Transaction Initiator

Library Look-Up Dialog Box and click OK.

Select the dropdown of the Transaction Type and choose Extend/Update an Existing Loan

-

| £ Library Look Up Dialog

(1) Service Description

Trade Adwance - Exporter

Trade Adwance - Importer

Extend / Update an Existing Loan

(]

=}

L

== Row 1 of 26 == | (1002 sorted columns

0K Update Screen

Cancel

The Creation Method defaults to “Create New”

The below details dialog box displays the populated fields. Click OK to open the Trade Advances screen.

| 22 Details Dialog

* Transaction Initiator

* Customer ID

ﬂlmmmm

Hame

|X}<}OGOGOG(X}G{XX}OG{XX}(X

+ Transaction Type

001877

= Creation Method

(=)

|Ext,end £ Update an Existing Loan

ﬂ |Creat,e Hew

* Required Field

Ok || Cancel
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Creating an Extend/Update an Exisiting Loan transaction

Extend / Update an Existing Loan

Transaction Initiator Customer ID

|>{x}{>{x}{>{>{x 0000 00000 H00 |0015?'?

Transaction Reference Number Transaction Status
|94239000214?5400 |

Customer Hame = Customer Reference Number
|xxx>cxx>cxx 1000 MOOOO 10O |

= Transaction Type

M|

+ Bank Reference Number = Current Maturity Date
ﬂ | | ;o =~
= Activity Type
[ Exttend Loan [ Update Loan
Extend Loan By Days

[ =

Additional Information

o

* Reguired Field
Submit Save Hext LIEIMUE Clear Print Othfzr
Summary Options

1. Transaction Initiator and Customer ID details are pre populated and not editable

2. Transaction Reference Number is a unique reference number that is pre-populated

3. Transaction Status is not editable

4. Customer Name details are pre populated and not editable

5. Customer Reference Number should be populated by the user

6. Transaction Type: Select from Trade Advance — Importer or Trade Advance — Exporter

|£:| Library Look Up Dialeg

Trade Adwance - Importer

Trade Advance - Exporter

==Row 1 of 3= | (1MZ) sored columns

0K Search Update Screen Cancel
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7. Bank Reference Number: Select from the applicable Bank References of existing transactions
The Current Maturity Date will populate based on the information selected

|2 Library Look Up Dialog @

E£4E£5022E501

61040345

64731353741

6815334512

EBLERREEDZ

<<Rowiof5== | (132) sorted columns

OK Update Screen Cancel

8. Activity Type: Select from Extend Loan or Update Loan
9. If Extend Loan is selected, select from By Days or By Date.

If By Days is selected, the “By Days” field will be editable
Extend Loan + By Days

IBY Days ﬂ |

Ev Date

If By Date is selected, the “By Date” field will be editable

Extend Loan = By Date
IBY Date j N ﬁj

10. Insert any additional information about the transaction in “Additional Information”

11. Click on “Submit” to submit the transaction to a checker for authorization.
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Chapter 12 Free Format Messages

Free Format Messages

The Free Format Messages module allows client users and the bank to communicate freely regarding their Trade
processing. A Free Format Message is used to send or receive information for which another service type is
not applicable

About the Module

In the Free Format Messages module, user can electronically
e Send outgoing messages to the bank

e View incoming messages

e Respond to incoming messages

Accessing Free Format Messages

Fant] CitiDirect® Online Banking | OnlineHelp | MyPreferences | Inbox | SupportWebsite | Close —
cltl Change Client Context | Privacy Statement
03/20i2014 17:47:46
|search ciiDirect Menu a]
| would like to ... -
|: Home My Transactions & Services Inquiries & Searches Reports ° Tools & Preferences User Administration
Home == MWy Transactions & Sevices == Trade Services = Trade Services F‘* Favarite Reports
Trade Services Last Login Date 03/19/2014 09:24:38
Repair Reqd | Verification Reqd | Auth Reqd [ Release Reqd [ Offline Authorization | Incoming Messages
Service Type | Customer ID | Ci Hame | Customer Reference | Counter Party Hame | CCY ‘ Amount Maker Hame

|+

m

-
4] | »
<< Row 1 01 400 + == | RRight Click on column titles to customize (1)i(2) sorted columns:

- Go To Other
Q& ﬁ submit | tew | pATR | pelete | o
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From the Main Trade Services homepage, click on the Incoming Messages tab to access Incoming Free Format
Messages.

Reviewing Free Format Messages

When reviewing a Free Format Message, user can initiate it as follows:
1. Choose Trade Services | Choose Incoming Messages

Trade Services

0 Failed Login since Last Login Date 01/24/2014 01:02:34 CITIDIRECT TRADE
InputModify | Repair Reqd | Verification Reqd | Auth Reqd | Release Regd | Offline Authorization |CINGOmingMESSages

Message Type Cust r 1D Custy Hame I LCBill Reference Humber | i I Messag
Free Formar Incoming 817153 Customer Name |nxcvp—5n—1‘cs |John Collections ;l
Free Format Incoming 2171832 Customer Name DV-IMPTAKT-TTENY ATTENTION FOR TEET CASE 7 TITLE FOR TESET Ci
Free Format Incoming 917153 Customer Name RV-INPTXT-TTSHB ATTENTION FOR TEST CASE 2 MESSAGE TITLR FOR
Free Format Incoming 917153 Customer Name RV-TMTHT-SN-7_1 ATTENTION FOR TEST CASE 7.1 TITLE FOR TEST Ci
Free Format Incoming 317133 Customer Name BC-TMTHT-8N-5_1 ATTENTION FOR TEST CASE & 1 MESSAGE TITLR FOR
-
4| »
== Row 10f5== ‘ |RigM Click on column titles to l:uleITIiZE‘ (1342 sorted columns  Crange may be outdated data
H q H @ ‘ @ H Go To Delete Other

Details Options

2. Highlight the message to view and click Go Details button. Click on Other Options and click on Search to
perform a search for a specific message

Search
=  Update Screen
Print
Print Details
Wign Totalz
Viewy Transaction History

Go To Delete Other
Details Options

3. Select the search criteria and click on Run Search button
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10

[ e
Search Definition Dialog =)
Sort Criteria
Primary Sort | j [aescending j
ySort | 7| [ascending =|
Search Criteria
Message Type [sharts with j|
Customer ID [starts wicn j ||
LC/Bill Reference Number [scares wich = I
Attention [srares wien [
Message Title [sharts with j|
Sender Name [starts wicn j I
Message Received Date  from " "
[ &Rl 7 =
Message Status |Equals j Final RBesponse Pending
Pending Response
Response In Progress
Tharead
Run Search Clear Cancel
4. After the message is selected, the screen below will appear
Free Format Incoming 0 Failed Login since Last Login Date 03/27/2014 14:08:11 CITIDIRECT TRADE
Incoming Response
Customer Name Customer ID Message Status 3
Ixxxx OO0 XK K. 000 KK 951256 IUnread
Bank Entity Message Received Date/Time
I'?lZ IHEING KONG CITIBANK Ios,fzsxzom 13:21:07 ﬁj )
Message Title Attention Message Reference Number
ITESTING. CLEAN BILL IHR.ABC |032614J.DJ.ZJ.309'?'? 7
L
LC/Bill Reference Number CCY i Amount
ITQH123456 IUSD I 1.000,00 n
Narrative
=
* Required Field
Mark AsRead | Download | Hext | Returnte || pq, | Other
Summany Options

N

»

This section displays the Login details of the user such as, last login date and time stamp.

Customer Name and Customer ID fields are pre-populated as per the selection done in Transaction Initiator
Dialog box

Message Status. For all the new transactions, the message status will be Unread, if the user clicks on “Mark
As Read” the status of the message will move to the Response Pending queue.

Bank Entity: Bank Branch Code that processed the transaction.
Message Received Date/Time: is the date the message was received.

Message Title: In the field, the title of the message that was sent. Attention: A user or group that should action
on the incoming message is listed.

In the Message Reference Number field, a unique reference number is pre-populated.
LC Bill Reference Number field: Captures the specific reference number.
CCY/Amount: Currency and amount of the transaction is captured.
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10.In the Narrative field, additional text is captured

Responding to an Incoming Free Format Message

When responding to a Free Format Message, user can initiate it as follows

1.

3

Click on Response tab to provide the response to Citi
Free Format Incoming 0 Failed Login since Last Login Date 01/24/2014 01:02:34 CITIDIRECT TRADE
Incoming Response
~ Transaction Initiator Customer ID Message Status )
|9W193—Cu5tomerName j 917193 |
L
Bank Entity Department Name Message Sent Date/Time
|nz IHDNG KONG CITIBANK ICFSL - Export Trade | ;o4 : o illj )
+ Message Title E ion / Cust. Rel. Ref. Message Reference Number
[ Collections [Jonn /Ref 123 7
Select Related Reference LC/Bill Reference Number CCY [ Amount
Bill Refersnce Mumber j ﬂ |nxcvn—5n—'rca ¥| |usDp | 100,000. 00

~ Narrative

Free format text o

|E

N

* Required Field
Submit | Download | Save Hext L= Clear | Print 0lh?r
Summary Options

This section displays the Login details of the user such as, last login date and time stamp
Transaction Initiator field is pre-populated as per the selection done in Transaction Initiator Dialog box

Customer ID field is pre-populated as per the selection done in Transaction Initiator Dialog box. Message
Status is populated by system

Bank Entity: Bank Branch Code that processed the transaction

Department Name: is the name of the department. Message Send Date/Time: Will be populated by the system
once the user submits the transaction

Message Title: In the field, user will enter the title of the message that will be sent

Attention/Cust. Rel. Ref.: In this field mark the message as required (e.g. to the attention of a named
Customer/Trade Service Representative or to a Trade Processing Department). In the Message Reference
Number field, a unique reference number is pre-populated

In the dropdown Select Related Reference Number, select Bill Reference Number or LC Reference Number.
In LC Bill Reference Number field: capture the specific reference number

. CCY/Amount: Currency and amount can be input using currency library dialog box. User can select currency

from the list and click OK and enter the amount in the field

10.In the Narrative field, enter any additional text manually, or click the Library Look Up to open a Library Look Up

Dialog box. Select clauses from the list and click OK to close the box

11.The Action buttons allow user to perform a variety of actions. All the actions performed by action buttons are
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Submit Download Save Hext LI Clear Print O'th!ar
Summary Options

Once complete, user can Submit the transaction. When user selects Submit button while creating a new
Free Format, an Error pop-up appears on the screen if any fields were entered incorrectly or if the
mandatory fields were left blank

Download—Download the Free Format Message Reponse

Save—The Free Format is saved with the status of Incomplete. User can return to the application later to
finish entering the details

Next—Takes the user to subsequent screen, there is no need to scroll to Top to click on subsequent Tab
Return to Summary—Returns the user to Summary Tab

Clear—Clears all the content entered by the user

Print—Prints the Free Format Message Response

Other Options—When user clicks on Other Options, he/she can see two options: View Error and
Transaction History. Clicking on View Error the user views the Error (if any) with the transaction. By
clicking on Transaction History user can view the complete history of the transaction

Creating a New Free Format Message

When creating a new Free Format Message, user can initiate it as follows:

To create a new Free Format Message:

1. Choose Trade Services | Choose Input/Modify
2. Click the New button

Trade Services

InputModify Repair Reqgd Verification Reqgd Auth Reqd Release Reqd Offline Authorization Incoming Messages

|

Service Type | Customer 1D Customer Hame | Customer Reference Counter Party Han
Import LC Issuznce 123456 CUSTOMER NAME 00000 EENE NALME 1=
Lmendment to Import LC 1234:5& CUSTOMER NAME 11111 BENE NAME
Import LC Issusnce 12345¢ CUSTOMER NAME 22222 BENE NALME

=< Raw 1 of 400 + == | |Righ‘l Click on column titles to custumizel (13627 =arted calumnz

Q

. Go To Other
@ ﬁ Hew Details Delete Options
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| % Details Dialog ==

= Transaction Initiator = Customer ID
ﬂ |x}<}<}<}cx e e 000003
Hame

= Transaction Type = Creation Method

Y| H|

* Required Field

Ok Cancel

3. In the Details Dialog box, click the dropdown of the Transaction Initiator field. The Transaction Initiator Library
contains the unique identifiers. Select a name of relevant Transaction Initiator from the Transaction Initiator

Library Look-Up Dialog Box and click OK. Select the dropdown of the Transaction Type and choose Free
Format Outgoing

|5 Library Look Up Dialog (=2

(1) Service Description

Amendment. to Export Transfer LG
Amendment to Import LC

Eill Discount

Export Transfer LC

Financial Frees Format Outgoing

Free Format Outgoing

Cuarantee/Standby LC Issuance

Tuport LC Issuance

«=Row Bof3== | (1)i(2) sorted columns

OK Update Screen Cancel

In the Creation Method field, the selection default to Create New.

The Snapshot below displays the Transaction Initiator dialog box with fields populated through the selections
made via Library Look-ups. All the fields need to be filled. Click OK to open the Free Format Outgoing screen

| £:| Details Dialog @
= Transaction Initiator = Customer ID
ﬂ |>c>cx><><x fieteteeratect 000003
Name

+ Transaction Type + Creation Method

IFree Format Outgoing ﬂ ICreat,e Newr

* Reguired Field

Ok Cancel

4. Free Format Outgoing tab
The tab allows user to create a new Free Format message

The snapshots below illustrate the Import Letter of Credit (LC) module's features
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| Free Format Outgoing

0 Failed Login since Last Login Date 01/17:2014 18:53:24 CITIDIRECT TRADE

Transaction Initiator Customer ID Message Status 3
I Customer Name IDDDDDS I
Bank Entity Department Name Message Sent Date | Time
|940 Imzw YORK CITIBANK - FI ITrade Ops I ;o 5 3 illj )
+ Message Title = Attention Message Reference Number
| Collections IDept |94Dl’?000192
Select LC/Bill Reference LC/Bill Reference Number CCY [ Amourt
IB:Lll Reference Nuuwber j ﬂ I 78344-82E ﬂ I I n
* Narrative
"] et A

* Reguired Field
Submit | Save || Download || Hext BTN Clear || Print OthFr
Summary Options

1. This section displays the Login details of the user such as, last login date and time stamp.

2. Transaction Initiator and Customer ID fields are pre-populated as per the selection done in Transaction
Initiator Dialog box

3. Message Status is populated by system.

4. Bank Entity: Bank Branch Code that processed the transaction. Department Name: is the name of
the department

5. Message Status: For all the new transactions, the message status will be Unread, if the user clicks on “Mark
Read” the status of the message will move to Response Pending queue.

6. Message Title: In the field, user will enter the title of the message that will be sent. Attention: In this field mark
the message as required (e.g., to the attention of a named Customer/Trade Service Representative or to a
Trade Processing Department)

7. In Message Reference Number field, a unique reference number is pre-populated.

8. In the dropdown Select LC Bill Reference Number, select Bill Reference Number or LC Reference Number.
LC Bill Reference Number field: to capture the specific reference.

9. CCY/Amount: Currency and amount can be input using currency library dialog box. User can select currency
from the list and click OK and enter the amount in the field.

10.1n the Narrative field, enter any additional text manually, or click the Library Look Up to open a Library Look Up
Dialog box. Select clauses from the list and click OK to close the box.

11.The Action buttons allow user to perform a variety of actions. All the actions performed by action buttons are
detailed below.

Save || Download || Hext Return to Clear | Print D‘h?r
Summary Options

1. Once complete, user can Submit the transaction. When user selects Submit button while creating a new Free
Format, an Error pop-up appears on the screen if any fields were entered incorrectly or if the mandatory fields
were left blank.

A®
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2. Save—The Free Format is saved with the status of Incomplete. User can return to the application later to finish
entering the details.

Download—Download the Free Format Message.

Next—Takes the user to subsequent screen, there is no need to scroll to Top to click on subsequent Tab.
Return to Summary—Returns the user to Summary Tab.

Clear—Clears all the content entered by the user.

Print—Prints the Free Format Message.

Other Options—When user clicks on Other Options, he/she can see two options: View Error and Transaction
History. Clicking on View Error the user views the Error (if any) with the transaction. By clicking on Transaction
History user can view the complete history of the transaction.

© N o U AW
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Glossary

LC BILL REFERENCE NUMBER

A unique ID number that is assigned to the transaction. Depending on user’s company’s configuration.

MESSAGE REFERENCE NUMBER

A unique number that is used by the bank(s) to identify the transaction. This is a read-only field. The bank
reference number is assigned to the transaction when it is sent to the bank.
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Chapter 13 Reports

Trade reports provide a consolidated view of transaction specific information to users that can be useful for
reconciliation and record keeping purposes.

Selecting and Running Trade Services Reports

1. On the top navigation bar, select Reports
2. Select from any of the Trade Reports (as applicable). Note that the list of reports depend on user entitlements

s CitiDirect® Online Banking | MyPreferences | Inbox | SupportWebsite | Close e
Cltl | Privacy Statement | Online Help
0312012014 17:47:46 —
|Search CitiDirect Menu =% |
lwould like ta ... -
| . Home  MyTransactions & Services  © Inguiries & Searches | © Tools & Preferences © User Administration
Home == Repors ﬁFavorite Reports
Payment Reports Audit

Cash Balances Reports
Cash Statements Reports
Cash Transaction Initiation

Audit Reports
Access Management
Access Management

Reports Reports

WorldLink® Reports Client Definition Reports
Payments - Latin America

Repaorts

m

Payments - Europe Reports
Payments - Asia Reports

US Disbursement Reparts
Trade 2

Trade Services -
Guarantee/Standby Letter of
Credit Reports
Trade Services - Receivable
Reports
Trade Services - Payable
Reports

Lockbox
Collections - NA Lockbox
Reports

Operations
Operations Reports

Tools
Automated File and Report Lo
Delivery Reports
Map Governance Reports

Liquidity Management
Liquidity Reports

4 T 3
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Trade Services - Payahle Reports

Report Summary Criteria | WieW Reports
[=]--w Trade Services - Payable Reports - Status Date/Time |Report Hame
- b Amendments to Import Letters of Credit Pending Approval
- b Amendments to Import Purchaze Orders

- b Amount Amendments to Import Letters of Credit
- b Settled Bill Summary Report

- b Cancelled Import Purchase Orders

- b Discrepant Import Bills

- b Funding Statement

- b Impaort Bills - Charge Summary

- b Import Bill Settlement Analysis and Funding

- b Import Bills Discrepancy Analysis

- b Import Letter of Credit Text

- b Import Letters of Credit - Charge Summary

- b Impart Letter of Credit Details

- b Import Bill Details

- b Import Bills

- b Import Billz- Charge Detail

- b Import Invoice Details

- b Import Invoice Summary

- b Import Letters of Credit - Charge Detail

- b Impart Letter of Credit Payment Details

- b Import Letters of Credit

- b Import Purchase Order Details

- b Import Purchase Order Summary

b Cutstanding Impart Bills

- b Outstanding Import Acceptances by Product Type
- Outstanding Import Invoices

- b Outstanding Import Letters of Crecit

- b Outstanding Import Letters of Credit Summary

- b Outstanding Import Purchasze Orders

- b Settled Impart Bills

Elv Settled mport Invoices ;I

== Row: 0of (==

Add to Other
Favorites Options

3. Users will be able to view the Trade Services—Payable or Trade Services Receivables Report Summary
4. All the reports that the user is entitled to view and in the selected Service Class are listed in Report Summary

From the Report Summary list, select the report you want to run
5. Click Run

The report is run using the default criteria
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Trade Services - Payable Reports

Report Summary “Wiew Reports
=] Trade Services - Payable Reports Status
Ev Amendments to Import Letters of Credit Pending Approval Availakle
+ Unsaved &mendments to Import Letters of Credit Pending &pproval
e Apnourt Smendments to mport Letters of Crecit
+ Zettled Bill Summary Report
+ Discrepant Import Bills
+ Funding Statement
w |mport Bills - Charge Summary
-+ Unzarved Import Bils - Charge Summary
w Impott Bill Settlement Analysis and Funding
=+ Guarterly Rpt - (PUBLIC)
-+ |mport Bills Discrepancy Analysis
w Import Letter of Credit Text
-+ Unzaved Import Letter of Crecit Text
-+ |mport Letters of Credit - Charge Summary
+ Import Letter of Credit Details
+ Import Bill Details
+ Imiport Bills
w Impott Bills- Charge Detail
-+ Unsaved Import Bills- Charge Detail
Import Letters of Credit - Charge Detail
Import Letter of Credit Payment Details
Imiport Letters of Crecdit
COutstanding Import Bills
Outstanding Import Acceptances by Product Type
+ Outstanding Import Letters of Credit
+ Cutstanding mport Letters of Credit Summary
-+ Settled Import Bills
- Inport Transactions with Charges
-+ Unsaved Import Transactions with Charges

Date/Time
0Z/Z5/2014 08:57:2Z1 EST

Tnsaved Amendments to

n;
[

il | »

<< Row: 1 of 1 ==
Add to Run Edit Delete View Other
Favorites Report || Report || Report | Options

7

6. Report status changed from Waiting to Running to Available. In the View Reports tab, select the report that is
available to view

7. Click on View Report when the report is in Available status. The reports appear in a separate window. A
screenshot of the available report is shown below.

You will be able to print/ save the report from this page
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Amendments to Import Letters of Credit Pending Approval

CitiDirect® Online Banking

Customer ID 000001 Branch Code 240
Customer Name Cus tomer Name Branch Name NEW YORK CITIBAMK - FI
LC Reference Exporter Name Tenor Type Issuance Date Amendment Number Original Amount
Importer Reference Exporter Country Tenor Terms Expiry Date Amendment Date Approved Outstanding Amount
New Expiry Date Amount
00800027 EXPORTER NANE Signt 01062014 1 500.000,00 USD
TC4-Re UNITED STATES OF AMERICA 01/06/2015 01722/2014 500.000,00 USD
01/0172015
01910845 EXPORTER NANE Sight 07/022010 1 10.000,00 USD
SG-1551-TC1 UNITED STATES OF AMERICA 121212014 07/02/2010 10.000,00 USD
2.500,00- USD
02052429 EXPORTER NANE Sight 121772013 1 1.100.000,00 USD
APPREF214102013 UNITED STATES OF AMERICA 10152014 10152013 1.100.000,00 USD
10.000,00- USDH
02052550 EXPORTER NANE Sight 011472014 1 1.000.000,00 USD
0220,2018 MN22013 0,00 UsD
01/1472014 1.000.000,00- USD
02052687 EXFORTER HAME Sight 030172012 2 150.625,00 USD
IMPtereinput UNITED STATES OF AMERICA 030172013 03/01/2012 350.625,00 USD
030172013 625,00- USD
02052805 EXFORTER NANE Sight 03052012 1 8022500 USD
UNITED STATES OF AMERICA 01/06/2017 01725/2014 8022500 USD
10.000,00- USD
02052895 EXPORTER NANE Sight 050172014 2 150.000,00 USD
tesfing 134343 UNITED STATES OF AMERICA 050172017 0212002014 150.000,00 USD
1.000,00- USD
02052895 EXPORTER NANE Sight 050172014 2 150,000,00 USD
teating 134243 UNITED STATES OF AMERICA 0s/0172017 022072014 150.000,00 USD
1.000,00- USD
02052898 EXPORTER NAME Sight 050172014 1 150.000,00 USD
UNITED STATES OF AMERICA 050172017 02r20/2014 150.000,00 USD
1.000,00- USD
02052968 EXPORTER NAME Sight 031472012 1 250000 USD
INDIA 050172015 03/04/2014 2.500,00 USD
cust_id 1085

Table of
Contents

Hext Last ve | Goto
Page Page || Report Page
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Editing and Saving Reports

You may edit report content so the information included in a report better suits your business needs. Once the
content is edited, the report is saved, and it can be run as often as necessary

| Privacy Statement | Online Help

03201 AT:46 P
|Search CitiDirect Menu Q |
| would like to ... v

.
crﬁe CitiDirect® Online Banking | MyPreferences | Inbox | SupportWebsite | Close —

‘ © Home  MyTransactions & Senices © Inquiries & Searches Tools & Preferences  © User Administration
Home == Reports IF'v* Favorite Reports
Payment Reports Audit
Cash Balances Reports Audit Reports
Cash Statements Reports Access Management
Cash Transaction Initiation Access Management
Reports Reports
WorldLink® Reports Client Definition Reports
Payments - Latin America
Reports

m

Payments - Europe Reports
Payments - Asia Reporis
US Disbursement Reports

Trade
Trade Semvices -
Guarantee/Standby Letter of
Credit Reports
Trade Semnvices - Receivable
Reports
Trade Services - Payable
LReporis
Lockbox
Collections - MA Lockbox
Reports
Operations
COperations Reports
Tools

Automated File and Report

Delivery Reports

Map Governance Reports
Liquidity Management

Liquidity Reports

< i 5

1. On the top navigation bar, select Reports
2. Select from any of the Trade Reports (as applicable)
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Trade Services - Payahle Reports

Report Summary \iew Reports
= Trade Services - Pavahle Reports Status Date/Time
[ i i Availahle 0zZ/25/2014 08:57:21 EST Tmsaved Amendments to

Unsaved Amendments to Import Letters of Credit Pending Approval
= Amount Amendments to Import Letters of Credit
= Settled Bill Summary Report
------ + Dizcrepant Import Bills
+ Funding Statement
w Import Bills - Charge Summary
* Unsaved Import Bills - Charge Summary
w Import Bill Settlement Analysis and Funding
+ Guarterly Ryt - (PUBLIC)
+ |mport Bills Dizcrepancy Analysis
w Import Letter of Credit Text
o+ Unsaved Import Letter of Credit Tesxt
Import Letters of Credit - Charge Summary
Import Letter of Credit Details
Import Bill Details
Import Bills
Impart Bills- Charge Detail
* Unsaved Import Bills- Charge Detail
Import Letters of Credit - Charge Detail
Import Letter of Credit Payment Details
Import Letters of Credit
Outstanding Import Bills
+ Cutstanding Import Acceptances by Product Type
+ Outstanding Import Letters of Credit
+ Qutstanding Import Letters of Credit Summary
+ Settled Import Bills
w Import Transactions with Charges
* Unsaved Import Transactions with Charges

4| | »

== Row: 1 0f1==

Edit Delete View Other

Bun Report Report Report

3. Click on a report that you would like to run, for example, Amendments to Import Letters of Credit
Pending Approval

4. Click on Edit Report
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5
Edit Criteria

Report Hame
IREGS.S_AHD TO IMP OF CREDIT PENDING Approval

Base Report

IAmendment,s to Tuport Letters of Credit Pending Approval

7 Fields
+* Format
* Share

* Favorite

* Customer ID
Exporter Name
Exporter Country
Currency
Tenor Type
Issuance Date
Expiry Date

Report Content
[ w Share

+ Public
=] Customer 1D
[ * 000001 - 540
al Signature
I
Compress with Winzip
...... N
Expiry Date
+ OFM002013 to 1052402013
Format
------ + DHTML Report
Favorite
* Mo

Reset To

Add Delete || Reset Defaults

* Reqguired Field

5. The Edit Criteria screen opens

pateend Run Save Print Schedule LT
Run Summany

6. The name of the report you are editing appears in the Base Report field

7. The Fields list box contains all available selection criteria for the report. From the Fields list box, select the field

for which you want to specify selection criteria by double clicking on the field name

By default, all reports are generated for the user's preferred base number only. If you wish to include other entitled
base numbers as part of a report, you must select the Base Number field in the Fields list box, and then explicitly

select the base numbers from a list of entitled base number/branch combinations.

8. The Library Look Up Dialog boxes vary based on the criteria selected. For example, for the Library Look Up

Dialog box containing Exporter Country Names appears when the Exporter Country field is selected

9. Select name(s) from the list
10.Click OK
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Scheduling Reports

Scheduling a report run is another example where you edit the selection criteria for a report. To schedule a report
and deliver the report to an HTTPS or e-mail address, you must format the report and select the appropriate

delivery option

Note: Delivery Options can only be used if you have an Automated File and Report Delivery (AFRD) Solution

Package

Edit Criteria

0 Failed Login since Last Login Date 03/04,2014 20:14:18  CITIDIRECT TRADE UAT

Report Hame

IREGS.S_AHD TO IMP OF CREDIT PENDING Approwval

Base Report

Amendments to Import Letters of Credit Pending Approval

- fun Options XI
2 Report Format
IAdnhe(DDFJrequlres Aeorobat Reader (5.0 or highej

Delivery Options

[T sign with Citibank Certificate

ields

* Format

+* Share

* Favorite

* Customer ID
Exporter Name
Exporter Country
Currency
Tenor Type
Issuance Date
Expiry Date

[ Compress with Winzip

= Multi Language support requires MS YWord 2000 or higher

L 940
Lre

ith Yvinzip

13 to 10524052013

Report

* Reqguired Field

1. On the Edit Report screen, Click on Format
2. Select the desired Report Format
3. Select the appropriate Delivery Option and click ok*

fun Save
Run

Reset To

Add Delete || Reset Defaults
Print | Schedule | heturnto
Summany

* Click here for more information about the set up of Delivery Options
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Edit Criteria

Report Hame

‘REGS.S_AI‘JD TO IMP OF

Base Report

Amenduents to Import

Fields

* Format

* Share

* Favorite

* Customer ID
Exporter Name
Exporter Country
Currency
Tenor Type
Issuance Date
Expiry Date

| £ Run Options

Report Format

x|

|Adobe(PDFJrequires Acrobat Reader (5.0 or highej

Delivery Options

5

"] Sign with Citibank Certificate

4 [ Compress with Winzip

& Multi-Language support requires MS Word 2000 or higher

ntent

(]

Fublic

omer D
00001 - 940
al Signature

press with Winzip

vy Date

Trade UAT

|| Library Look Up Dialog

(1) Delivery Option Name

Entrust Test 1

Test

(2) Delivery Option Description

Entrust Test 1

Trade UAT Test AFRD

7H 00201 3 1o 10/247201 3

Delivery Option Type
E-Mail

E-Mail

== Row 1of 2== | (1)(2) sorted columns

Search

Update Screen

Reset To

Add Delete Defaults

Reset

* Reqguired Field

Return to
Summany

Run Save Print Schedule

4. Check boxes Sign with Citibank Certificate and/or Compress with Winzip if appropriate

Edit Criteria

Report Hame

‘REGS.S_AI‘JD TO IMP OT.

Base Report

Amendments to Import

Fields

* Format

+* Share

* Favorite

* Customer ID
Exporter Name
Exporter Country
Currency
Tenor Type
Issuance Date

| £ Run Options

Report Format

x|

|Adobe(PDFJrequires Acrobat Reader (5.0 or highej

Delivery Options

ﬂ Entrust Test 1

[+ Sign with Citibank Certificate

Expiry Date

ntent

=

Public

omer D
00001 - 940
al Signature

press with Winzip

vy Date
7002015 to 10024052013

-+ DHTML Report
-w Favarite

Reset To
Defaults

Add Delete

Reset

* Reqguired Field

5. Click on OK
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6. Review the Report Content list to ensure the report contains the data you want and click Save

Edit Criteria

Report Name

IREGG. 9_aMD TO INF

Base Report

| 2] Save/Save As

IAmend.]nEnt,s to Import Letters of Credit

Fields

= Format

* Share

* Faworite

* Customer ID
Exporter Name
Exporter Country
Currency
Tenor Type
Issuance Date
Expiry Date

* Report Name

Imnend.mant. to Import Levter of Credit Report

* Required Field

Report Content
[l Customer ID

* Required Field

rn m
Run
Run

Compress with Winzip

Bl Favorte
s Mo

Reset To
Add Delete | Reset Defaults

Return to

Print
Summary

Schedule

7. The Save/Save As Dialog Box appears. Enter a name for the edited report

8. Click OK

The new report appears on the Report Summary form in the Report Summary list box, directly under the name of

the original report

Note: If you are editing a report you have previously saved, and do not change the name of the report, the original
report is replaced with the edited report

9. You will be able to Add, Delete, Reset or Reset to Defaults the Report Content
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Setting up Delivery Options

If users wish to have reports delivered to them automatically, they are able to define specific delivery options.
For secure email exchange, download Citibank’s certificate and upload your company’s certificate

1. Click on Maintenance, then S/IMIME Security Admin.
From this screen, click on “Download Citibank Certificate”

CitiDirect® Online Banking
/{\ .
Payments Input Modify View

Payments Services
- Administrative Messa...

(1) Certificate Hame Issued By (2) Issue Date Expiration Date Last Upload Date Comments
Certificate Name Issuer 1 1/1/2014 1/1/2015 1/1/2015 _-I

- Purchase FX for Payme...

. Import Transactions Certificate Name 2 Issuer 1 1/1/2014 1/1/2015 1/1/2015

- Export Data Certificate Name 3 Issuer 1 1/1/2014 1/1/2015 1/1/2015
CitiConneet

- Match Pay

- IS Disbursements Ser...
- Image - Canada and US ...
- Trade Services
Favorite Reports
All Reports
- Inquiries
- Event Notification
- Maintenance
i Library Maintenance
- Automatedd File and Repaort.
|
i+ Import Profile
i+ Import Map Management
i+ Export Profile
- Export Custom Format Det
- Lockbox Data Entry
i+ Contacts
e [mport Map Defintion
- Access Management
- Activation

4

=
»
== Row 0 of 0=> | (1)4(2) sorted columns

NEILY

Download Hew || Delete | S°'@ Other
Citibank Certificate Details | Options

Close Freferences ,T‘

2. Choose a certificate format from the list. You may choose from a .p7c or .cer format.

| Message [E55)

* Please choose a certificate format from the list

[prCa7 (-p7c) 4]

* Reguired Field
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3. Save downloaded certificate on your machine

| 2| Save Downloaded Certificate As
Savein: £, (C:) - o2
T Hame . Date modified Type  *
= | 21996036 eecTE1 S64c4a 8/19/201312:25 AM  File folc
RecentPlaces | prainshark 11/7/2013947 AM  File folg
.‘ . Extra Fonts 8/16/20131:37 M Filefol
L . Intel 8/15/201312:35PM  Filefolc
Desktop L ntui 8/1/201412:04 AM  File folg
| Perflogs 7/13/2009 11:20 PM  File fold=
. Program Files 7/12/201412:24 AM  File folg
Libraries . Program Files (+26) 7/12/2014 12:25 AM  File folc
L temp 5/11/2014 8:00 AM File fole|
[Ls.,!- | Userl 7/3/2014146 PM Filefolc
Computer | User2 6/26/2014 414 PM  File fold |
L Users 8/16/2013 11:42 AM  File fole
@ R Windows a/zmr‘m 219AM  Filefole ™
> a4 n L3
Network
File name - Save
Save astype [.N\ Files () v] [ Cancel ]

4. View and Install the Citibank Certificate that was downloaded

[ )@ s

S [E » o

¢ Favorites
B Desktop
18 Downloads

%] Recent Places

& Libraries
[& Documents
& Music
& Pictures
B2 videos

1 user1
55 Contacts
& Desktop
18 Downloads
Jt Favorites
Ft Favorites
# Links
[l My Documents
& My Music
E MyPictures
B My Videos

Organize ~ Open = Sharewith v Newfolder

Contacts  Desktop

l

My Videos  New folder

i

I

WidUB9639  widu7dl73
9068017994 0856850715
9632.d 3502.d

Citibank Certificate Date modifiec: 7/18/2014 2:35 BM
= n Security Certificate Size: 143 KB

Bk

-]

Downloads ~ Favorites  Favorites Links

il !

=g
Citibank
Certificate

|9)

Program  mtlags Saved Searches

Games

Date created: 7/18/2014 235 PM

My
Documents

i

Tracing

& -

b

My Music

i

Web

2|
o ®

E

My Pictures

0

widu15610
6127619800
5126.d

Certificate

General |Details

Certification Path

L@ Certificate Information

This certificate is intended for the following purpose(s):

*2,16,840,1,113903.1.99. 1.0
*2.16.840.1.113903.1.99.1.3.2
= All application polides

Issued to: App Server Citidirect/Casantga37?

Issued by: Citigroup QACAL

valid from 2/ 15/ 2013 to 2/ 15/ 2015

Issuer Statement

Install Certificate,

Learn more about £
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5. Click on New to upload your company’s certificate

CitiDirect® Online Banking
iti
[ ko ) ST Secu Sy
- —

- Payments Services
Administrative Messa...

Purchase FX for Payme...
- Import Transactions
- Export Data
- CitiConnect

Match Pay

US Disbursements Ser...

cate Name 2

Certificate Name 3

- Image - Canada and US
- Trade Services
- Favorite Reports
- All Reports
Inquiries
Event Hotification
- Maintenance
i+ Library Mairtenance
1+ Automated File and Report...
|
- Import Profile
i Import Map Management
i+ Export Profile
i+ Export Custom Format Det...
i+ Lockbox Data Entry
- Contacts
= Import Ma Defintion
- Access Management
~ Activation

4

Issuer 1
Issuer 1

Issuer 1

(2} Issue Date
17172014
17172014
1/1/2014

Expiration Date

1/1/2015
1/1/2015
1/1/2015

Last Upload Date
1/1/2015
1/1/201%
1/1/201%5

Comments

=< Row 0 of 0 == | (1)42) sorted columns

NI=

&

Clase | Preferences || 7

6. Insert the Certificate Name, and upload the certificate file

CitiDirect® Online Banking
iti
[ x| SMIMESecurity Detan

- Payments
- Payments Services

- Administrative Messa...
- Purchase FX for Payme...

* Certificate Name

Import Transactions P
Export Data
CitiConnect
Match Pay Comments

Browse

us Di Ser...
Image - Canada and US ... |
Trade Services

Favorite Reports

Al Reports

Inquiries

Event Hotification

Maintenance

i~ Library Mairterance

- Butomated File and Report

‘

- Import Profile

i+ import Map Managemert

i~ Export Profil

i+ Export Custom Formeat Def

i+ Lockhoo Data Entry

i+ Contacts

= Import Map Definitian
- Access Management
- Activation

Download

Citibank Certificate || "%

[ [ 17 | @ |

7. Click submit when completed
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submit | RE ey || print
Summary

7

Delete

Goto
Details

Other
Options
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8. Specify a delivery option. Click on Maintenance, Library Maintenance, then Delivery Options under Automated

File and Report Delivery

CitiDirect® Online Banking
iti
[ mope ] Horawieenenee

Import Transactions
Export Data
Trade Services

) Service Class

Collection Item Init...

PO Manager
Trade Services for FI Export Profile
Resource Center Export Profile
Favorite Reports
All Reports
Inquiries

Event Hotification
Maintenance

i Library Maintenancs

Export Profile
Export Profile
Export Profile
Export Profile

Export Profile

- Uibrary Translation Mairte
I automated File and Report... | B¥PO¥T Profile
- Import Profile Tuport Map Defininion

Import Map Management
Export Profile

Lockbox Activity and. .

Messages

i Export Custom Format Def

- Contacts Netting

= Impuort Map Definition Hetting

Access Management Nerting

Activation Netting
Netting
Hetting
Hetting

Payment Instructions

Payment Instructions

(2) Descr

Delivery Options

Drawes/Payer

BAI Curremcy Code Library

Export Branch Code Library

File Export Account Oucput Format Library
File Export BAL, IS0 and SULFT Code Library
File Export Infopool BAI Type Code Mapping Li...
File Export Lavhu hroBancaria Library

File Export Tramsaction Details Configuration...
Straight Through Reconciliavion Library
File Iuport Map Definition Dule Set

Lockbox Client Setup

Admin Messages

Mamaged Treasury

Hetting Calendar

Metting Center Bank Darails

Hetting Center Comtrol Information
Participant Bank Details

Participant Control Information

Settlement Conditions

Preformac

Preformat Group

<= Row 1 of 176 ==

(1)(2) sorted columns

Preferences

9. In the new screen that appears, click on New

CitiDirect® Online Banking
Py
citi
Il Delivery Options Summary
Import Transactions Input Autl Req'd
Export Data
- Trade Services
- PO Manager
- Trade Services for A
Resource Center
Favorite Reports
- All Reports
- Inquiries
- Event Hotification
Maintenance

Library Mairenance
Library Translation Mainte.
Automated File and Report
Import Profile
Import Map Management
Export Profile
Export Custom Format Def...
Cortacts
e Import Map Defintion
Access Management
- Activation

|

Processed

Status

==FRow 1 of 322 | (1)2) sorted columns  Orange may be outeated data

=]

Q

Close | Preferences 7 ‘ Q‘; H
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10. Populate the fields with the relevant information.

e Inthe Delivery Option Type, select between HTTPS or Email

e Inthe Security Method field, select between SMIME (Signed Only), SMIME (Signed and Encrypted), SSL
(Unsigned and Unencrypted)

e Pick appropriate certificate to use under “Certificate Name”

e Fillin mandatory fields: Server Name, File Name, Login, Password and Confirm Password.

o Select “Append Date to File Name” and/or “Append Time to File Name” if applicable at the time of

downloading a file.

e Note: for downloading of reports, “Delete customer import file” and “Create customer acknowledge file” is
not applicable.

CitiDirect® Online Banking

citi

[ me o

- Import Transactions
Export Data
Trade Services
- PO Manager
- Trade Services for FI
Purchase Order Soluti...
Taiwan Central Bank ...
- Resource Center
- Favorite Reports
All Reports
Inquiries
- Event Hotification
- Maintenance
|- Litrary Mairtenance

- Automated File and Repo.
i SIMME Security Admin

|- Impart Profile

- Import Map Mansgement
- Export Prafile

I Bxport Custom Format 0
|- Message Replay Uity

i+ Contacts

= Import Map Defirition

- Access Management
Activation

Close Preferences ?

© Library Translation Maint..

+ Delivery Option Name
|
+ Delivery Option Type
forers =]
= Certificate Name
Y

* Server Name

+ Delivery Option Description

* Security Method
ISHIHE (Signed and Encrypted) j

* File Name

+ Login

= Password

[ Append Date to File Name

[ Append Time to File Name

= Confirm Password

[ Delete Customer Import File (&fter Successful Retrieval)

[ Create Customer A

File {After Retrieval)

8|8
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11. Navigate to the reports screen, and select the specific report you would like to create a delivery option for, and
click on edit report.
Trade Services - Payahle Reports

Report Summary
[E]-w Trade Services - Payable Reports £ Date/Time
w Amendments to Import Letters of Credit Pending Approval Available 0z/2E/2014 02:57:21 EST Unsaved Amendnents to
* Unsaved Amendments to Import Letters of Credit Pending Approval
= Amount Amendments to import Letters of Credit
------ + Settled Bill Summary Report

+ Discrepant Import Bills

* Funding Statement
w Import Bills - Charge Summary
* Unsaved Import Bills - Charge Summary
w Import Bill Settlement Analysis and Funding

-~ + Quarterly Rpt - (PUBLICY

------ * Import Bills Discrepancy Analysis
Import Letter of Credit Text
* Unsaved Import Letter of Credit Text
+ Import Letters of Credit - Charge Summary
* Import Letter of Credit Details
------ *+ Import Bill Details

* Import Bills
w Import Bills- Charge Detail
-+ Unzaved Import Bills- Charge Detail

Impoart Letters of Credit - Charge Detail
Import Letter of Credit Payment Details
Import Letters of Credit
Dutstanding Import Bills

+ Outstanding Import Acceptances by Product Type
= Cutstanding Import Letters of Credit

+ Outstanding Import Letters of Credit Summary

+ Settled Import Bills
w Import Transactions with Charges
* Unsaved Import Transactions with Charges

| | »

== Row: 1 of 1 ==

Edit Delete View Other
Report Report Report Options

Run
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12. Click on Format

Edit Criteria

0 Failed Login since Last Login Date 03/04/2014 20:14:18 CITIDIRECT TRADE UAT

Report Hame

‘REGS.S_AI‘JD TO IMP OF CREDIT PENDING Approwval

Base Report

‘Amend.ment,s to Import Letters of Credit Pending Approval

Fields

* Format

* Share

* Favorite

* Customer ID
Exporter Name
Exporter Country
Currency
Tenor Type
Issuance Date
Expiry Date

Report Content

+ 000001 - 940

w Digital Signature

* N

w Compress with Winzip

* N

w Expiry Date

+ O7H0M2013 to 100242013

* Reguired Field
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Delete
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Reset
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Reset To
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13. Click on the library look up option beside delivery options
Edit Criteria 0 Failed Login since Last Login Date 03/04/2014 20:14:18 CITIDIRECT TRADE UAT
|

Report Hame
‘REGS.S_AIID TO IMP OF CREDIT PENDING Approval

Base Report

‘Amend.ment,s to Import Letters of Credit Pending Approval

Fields .
- Format | £ Run Options &
* Share Report Format
* Favorite
* Customer ID |Ad0be(PDFJrequ:Lres Acrobat Reader (5.0 or highej 40
Exporter Name Delivery Options e
Exporter Country
Currency |
Tenor Type ith Winzip
Issuance Date [] Sign with Citibank Certificate
Expiry Date
[ Compress with Winzip 17 1010242013
= Multi-Language support requires MS Word 2000 or higher Repart
0K || Cancel
Reset To
Add Delete Reset Defaults
© Reaured Rt SIS ] Run || Save Print Schedule LEAITD
Run Summany

14. Select the specific delivery option from the library look up and click Ok.

|£:| Library Look Up Dialog @

Entrust Test 1 Entrust Test 1 E-Mail

=« R of 255 | (100(2) sorted columns

0K Search Update Screen Cancel
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15. Click Ok, then Save and Run

Edit Criteria 0 Failed Login since Last Login Date 03/04/2014 20:14:18 CITIDIRECT TRADE UAT

Report Hame
‘REGS.S_AI‘JD TO IMP OF CREDIT PENDING Approval

Base Report

‘Amend.ment,s to Import Letters of Credit Pending Approval

Fields .
* Formor | £ Run Options &
* Share Report Format
* Favorite
* Customer ID |Ad0be(PDFJrequ:Lres Acrobat Reader (5.0 or highej 40
Exporter Name Delivery Options e
Exporter Country
Currency Entrust Test 1
Tenor Type ith Winzip
Issuance Date [] Sign with Citibank Certificate
Expiry Date
[ Compress with Winzip 17 1010242013
= Multi-Language support requires MS Word 2000 or higher Repart
Reset To
Add Delete Reset Defaults
© Reaured Rt SIS ] Run || Save Print Schedule LEAITD
Run Summany
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16. Schedule the report delivery. Click on Maintenance, Automated File and Report Delivery.

On the AFRD Summary screen, click “New”.
CitiDirect® Online Banking
citl

m Automated File and Report Delivery Summary

' Input/Modify Repair Reqg'd Authorization Reqg'd Auto Print ! Save

- Import Transactions
- Export Data
- Trade Services
- PO Manager
Trade Services for FI

CFX Tuport Profile Event Based

Resource Center
- Favorite Reports
- All Reports
- Inquiries
- Event Hotification
- Maintenance
i Library Maintenance

- Library Translation Maints
- Automated File and Report...
« Import Profile
- Import Map Management
- Export Profile
i Export Custom Farmst Def...
- Cortacts
. Import Map Definition
- Access Management
- Activation

4

Schadulad =

== Row 1 of 3 == | (1)i(2) sorted columns

REILY

Close | Preferences | 7
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17. Input the necessary details

CitiDirect® Online Banking
I{\ .
@ Automated File and Report Delivery Details

“import Transactions (R —

- Export Data * Schedule Name = Event Type
- Trade Services |
':0 :'“':’ge_' ot * Event Name * Schedule Interval
rade Services for
o
Resource Center ﬂ | ‘ nas j
- Favorite Reports Schedule Reference ID = Holiday Options
- All Reports [Pun on ALL Days{Includes Holidays) j
- Inquiries
- Event Hotification
- Maintenance Schedule:
i- Library Meintenance = Run Date = Start Time
Libary Transkation Mairts |19/°7«"2°14 ﬁj ‘ B ﬁ
Auvtomsted File and Report... I_ Intra.d
Import Profile ra-day

Import Map Management
Expoart Profile
i Export Custom Farmst Def...
: Cortacts

. Import Map Definition
- Access Management
- Activation

= Reguired Field
Close || Preferences ? @ ‘

e Under Event Type, choose report

| £/ Library Look Up Dialog @

Export Profile

Import Profile

Beport

«xRow 1 of 3= | (10(2) sorted columns

Update Screen Cancel

e Under Event Name, choose the report name you saved in step 15.

|2 Library Laok Up Dialog ==
Report Type Report Hame
Bass Report Amsndments to Import Letters of Credit Pendin... | 4|
Base Deport Amendments to Import Purchase Orders
—
-
== Row 383 of 400 + == | [1)i(2) sorled columnz
Search Update Sereen More Cancel
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e You will be able to dynamically select different schedule intervals, including Once, Every 1 or More Days,
Every 1 or More Weeks, Every 1 or More Months or Event Based

* Schedule Interval

Once -

« |[pnce |~

Every 1 or Mors Days

Every 1 or More Wesks —
Every 1 or More Months =|

e Users should select specific Holiday Options, including Run on All Days (Includes Holidays), Run on Next
Business Day, Run on Previous Business Day

* Holiday Options

IRu.n orn 211 Days(Includes Holidays) ﬂ

|Ru.n on All DaysiIncludes Holidays) |
Bun on Mext Business Day

Bun on Previowus Business Day

e Users should specify specific run dates and start times
e Users can select if the report should be run Intra-Day
e Click submit once completed

Once the request has been submitted, a checker will need to authorize the request on the “Authorized Req’d”
queue.

The authorizer should click on “Authorize” to authorize the transaction or “Send to Repair” to send the transaction
back to the maker for corrections.

Automated File and Report Delivery Summary

InputModify | Repair Req'd | ShuthorizationlRea@iy] Auto Print / Save | View

(1) Schedule Hame
Emendment to Import Letter of Credit Pending _ .

Event Type

Schedule Interval Status

T sl ey e Taa A

< »

<<Row T ol 1 | () soted comrs i
o | sendto | Goto | other

‘Q @ ﬁ Repair | "% | petails | Options

Attached is a list of all the available reports for Trade.
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Chapter 14 Notifications

The bank sends out 2 types of notifications — Event Notifications and Workflow Notifications.

Event Notification proactively delivers notifications of actions related to Letters of Credit, Guarantee/ Standby
Letters of Credit, Trade bills directly to the delivery channels of your choice, after the transactions have been
processed by the bank.

Workflow Notifications allow users to updated on the status of transactions—whether you need to know if
something requires your approval or even just to see when transactions are sent to the bank for processing.

Delivery Channels

The delivery channels available to you include e-mail, fax, and e-mail enabled portable devices such as cell
phones. In addition, once you have registered for this service, your event notifications are always available on the
CitiDirect Online Banking Web site (www.citidirect.com).

Types of Notifications

Event Notification enables you to subscribe to the types of notifications described below.

e Automated File and Report Delivery Exception Notifications inform you of any Automated File and/or
Report Delivery exceptions. An exception occurs when a scheduled delivery of a report, file import, or file
export is unsuccessful

e Trade Event Notifications inform you when the selected action (Amendment, Advise, etc.) related to letters
of credit, or import or export bills occurs for the selected base numbers

e Trade Workflow Notifications inform you when action is required from you (Verification Required,
Authorization Required, Release Required, etc)

Accessing Event Notification Services

Follow the steps below to create Trade notification subscriptions.
1. Sign-on to Bank Portal using your secure credentials. (Refer Section 1.1)
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CitiDirect Online Banking
[Home | About CitiDirect | Getting Started | Learning Center | Customer Support | Trade Advisor | Tools | Investigations | Notifications

Notifications YOUR NAME, YOUR COMPANY
Notification Maintenance N ont:cts

Your security manadger has entitled you for Event Mofification. You can set upyour  |Here is where you can

Language Preference:
[ English (United States) |+

notification subscriptions or define your delivery channel by clicking on the link find yaur
hiel oy, Customer Serice
Fepresentative
- Site Map 3 o Cre_atte It_EditI Dethte Nngﬁtcattinn Suhspriftigns Usn:_lthis link far yaur firsttime Lﬂrgzejigir;geg?gz \Sfrith
'Hsga;ggﬂng'cs;rmm" registration as well as edits to your registration profile. technical inquirios.

Notification History [ e

We keep Motifications in history for 7 days.
The list helow displays a maximum of 10 Motifications.
Flease clickWiew All for a complete list.

Automated File and Report Delivery | Trade

. Delivery

Click on the "mHaotification” to view the message sent.

Funds Transter Dekit : Fosted to 04 Feh
TRIMIDAD- LA =005 Wieh site 3817 pm
Funds Transfer Debit ; E-mail 1 04 Feh
TREIMIDAD- LA - =009 83919 pm
Wiew All..

2. Click the Notifications tab. The main Event Notification page appears
3. In the Notification Maintenance section, click the Create/Edit/Delete Notification Subscriptions link

YOUR NAME, YOUR COMPANY

Automated File and Report Delivery | Trade Registration Profile

My Subscription Summary for:
Account Motifications Automated File and Report Delivery Motifications
Trade Motifications

4. The Subscription Summary form appears
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BTN Subscription Summary | Regisiration Profile |

(7]

Create Edit:
[Import LCs ‘m]

Click Create Subscriglions: for new notification subscriptions ONLY. Create Subscriplions

Ity Aviladele Delpvery Chanmel ) Tor Hotification Subscriptions

* E-mail1 Roooaoomoo@iabc. com

s E-mail 2 wooonemoeabe. com

e Faxi CBTE543210

o Fax2 CBTA561 230

+ Molifications will always be displayed on the Web sile,

5. Click the Trade tab. A dropdown appears for each of the Trade notification types in the Create/Edit section

ptions ONLY.

Ineaming Mezsajes ke discrepancy & othars

Guarantes Criptions
Standbry LC

& E-mail 2 ROOOOO0EDGINEE DL O

» Faxi EBTES43210

® Faxl CET4561230

+ Molifications will always be displayed on the Web site.

6. Select an applicable option for the notification type you want to create, and then click Create Subscriptions

Create Hew Notification Subscriptions for:

Emieryour s@arch criteria below and click Rum Searchy
Customed Base Mol

Customer Name:
BEranch Hame:

. -
«

n Search Resulis;
Select accountisi on which 1o be notifed, (1 in the subscripion details, iapplicable, and click Ok

F o Ro0mmn B Etandby LC hrrEs R Al -
RO CITIBAME
[ E-mailt M E-mail2 [~ Fax1 [ Fax2 Issued
Amended
Detrirmental Amendmeant Accapted
Iy Rocailable Delpeery Chanmelis) for Motification Subscriptions
& E-mail 1 B Com
& E-mail 2 taaaatErabic corm
* Fax1 EBTES43210
* Faxl EBT4561230

= Mobifications will atways be displayed on the Web site
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7. Enter search criteria to find the applicable base numbers. You can search by Customer Base Number,
Customer Name, Branch Name, and/or Branch Code. To see a list of all base numbers to which you are
entitled, leave the search criteria fields empty. Click Run Search

8. All base numbers matching your criteria appear in the Search Results section
9. Select one or more check boxes to the left of the appropriate customer base numbers

10.For each selected customer base number, select the check boxes of your available delivery channels to
indicate how you would like to receive that notification. All notifications are also posted to the Bank Portal

11.The Notification Name field is optional. Users can enter a name, which will appear within the notification
message. Inserting a unique name for each notification subscription is recommended

Note: Be advised that any information entered into the Notification Name field will be included in the notification
being sent to users and will not be encrypted. Therefore, it's requested to users to not to include sensitive
information, such as account number

12.The Notification Type defaults to All. If user wants to be notified about specific actions, click the drop-down
arrow and make a selection. Each notification type is created individually

13.Click Submit. User’s selected notification subscriptions appear in the My Subscriptions for: section. (Refer to
Snapshot 4)

When the registration and subscription information is successfully processed, a confirmation of service message
appears in the Notification History section on the Bank Portal

Viewing Notification History

Records of your Event Notifications are listed in the Notification History section on the main Event
Notification page

Records are maintained for 7 days. A maximum of 10 records appear in the Notification History section, but all
records are accessible by clicking the View All link on the lower portion of the Event Notification page

Follow the steps below to view details of an Event Notification record

1. Sign-on to CitiDirect® Online Banking using your secure credentials

2. On the CitiDirect navigation bar, click Home. The CitiDirect Online Banking Web site home page appears
3. Click the Notifications tab. The main Event Notification page appears
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Notification History

We keep Motifications in history for 7 days.
The list below displays a maximum of 10 Motifications.
Please click View All for a complete list.

Automated File and Report Delivery

I Naotification Delivery Channel Sent Date

Click on the “Mofification™ to view the message sent.

Wiew All..

4. In the Notification History section, click the appropriate tab to locate the notification record. Click the
notification link. If the desired record occurred in the last seven days but is not listed in the Notification History
section, click the View All link, and then click the associated tab to find it

The details of the record appear

YOUR NAME, YOUR COMPANY -

Import LCs Issued

Date 22 Mar 9:13:08 am
Sent Date 22 Mar 9:13:08 am
From “Citidirect Event Motification™ <onlinecare@citicorp.com=
Subject  Import LCs Issued

Maotification details bhalow:

Branch Mame: SEQUL CITIBAMK
Branch Code: 951

Transaction Book Date: 1000152003
LC Reference:

LC Amount: LISD 50000

Base Mumber;

Forfurther information, kindly log into hitp feitidirect-eb citicorp.com,

Please do not reply to this e-Malil address, as itis not monitored for incorming mail. All CitiDireché

Sincerely,

Citibank Customer Service

EI*II

277 Citl



5. Click Back or click the Notifications tab to return to the main Event Notification page

Deactivating Event Notifications

Follow the steps below to deactivate your Event Notification service

1. Sign-on to CitiDirect® Online Banking using your secure credentials

2. On the CitiDirect navigation bar, click Home. The CitiDirect Online Banking Web site home page appears
3. Click the Naotifications tab. The main Event Notification page appears

CitiDirect" Online Banking
[Home | About CitiDirect | Getting Started | Learning Center | Customer Support | Trade Advisor Investigations | Notifications

Notifications YOUR NAME, YOUR COMPANY
Notification Maintenance NN Cont:cts

Your security manager has entitled you for Event Motification. You can set upyour  |Here is where you can
notification subscriptions or define wour delivery channel by clicking on the link find your

bielony. Custormer Service
Representative

= Create / Edit/ Delete Motification Subscriptions Use this link far your firsttime | [for receiving help with

= Site Map - - ~ - - :
| ) . registration as well as edits to your registration profile. products, serice ar
Update Registration technical inguiries.

= Add A Service
Notification History | s

We keep Motifications in history for 7 days.
The lizt helow displays a maximum of 10 Motifications.
Flease clickWiew All for a complete list.

Automated File and Report Delivery | Trade

. Delivery

Click on the "Motification” to view the message sent,

Language Preference:
| English (United States) |7

Funds Transfer Debit Fosted to 04 Feh
TRIMIDAD-LIGA) =004 Weh site 53817 pm
Funds Transfer Debit E-rmail 1 04 Feh
TREIMIDAD-LIA) =009 A:39:18 pm
Wiew Al

4. In the Notification Maintenance section, click the Create/Edit/Delete Notification Subscriptions link. The
Subscription Summary form appears

YOUR NAME, YOUR COMPANY

Account | Automated File and Report Delivery | Trade ﬁ Registration Profile
My Subscription Summary for:
Accaunt Matifications Autarnated File and Repart Delivery Motifications

Trade Motifications

5. Click on the Registration Profile tab
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YOUR NAME, YOUR COMPANY

E-mail 1 email@emailaddress.com
E-mail 2

Fax1

Fax 2

Mobile 1

Mobile 2

Send Account Familiar Name with Notification when applicable

Account Familiar Name will only be sent with Account Notifications. Note that Account numbers sent will be masked.

Please be advised the Account Familiar Mame field will be included as depicted in the CitiDirect application and will not be encrypted. Therefore, if the Account Familiar Name is
sensitive information, such as account numbers, we recommend against checking the box.

Event Notification Service is currently :
©) ON @ OFF

| have read the conditions for the Event Notification service through CitiDirect® Online Banking.

By using this senice, you acknowledge that you may be charged a fee for Event Motification. Fees are determined by the specific notification and delivery channel selected. Each
notification subscription created will become active within 1 business day. Please be advised that any information entered into the Motification WName field will be included in the
notification being sent to you and will not be encrypted. Therefore, you are urged not to include any sensitive information, such as account numbers.

Please be aware that Web site pages may be written to your temporary Internet file cache on your workstation and are accessible offline from that lecation. If the information is

sensitive or considered confidential, please clean out your temporary Internet cache.
hm
|

6.

7.

Under the “Event Notification Service is currently” section of the Registration Profile, select the “OFF”
radio button

Click Submit. The Event Notification service is now deactivated

Note: To reactivate the Event Notification service, return to the Registration Profile tab, select the “ON”
Notification radio button, and then click Submit.
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Setting Up Workflow Notifications

Before users are able to receive natifications, they must be enabled by their Security Manager via CitiDirect®
Online Banking

14.1.1 Accessing the Mobile User Management Screen
Navigate to Mobile User Management under Access Management on the left navigation bar. This will bring you to
the Mobile User Management Summary Screen

citi’

| MyPreferences | Inbox | SupportWebsite | Close
Change Client Context | Privacy Statement | Online Help

CitiDirect® Online Banking

03/27/2014 15:05:15

|Search CitiDirect Menu a ‘

Iwould like to ...

-

| © Home My Transactions & Services  Inquiries & Searches

: Reports

- Tools & Preferences

Home == User Administration

Access Management
Access Profile
Flow Maintenance
Client Assaociation
User Profile
Client Preference
User Entittements
Mobile & Tablet User
User Activation
Client Definition
Solution Packager
Solution Assigner
Default Access Profile
Account Management
Account to Senvice
Association
Citibank Contacts
Client Configuration

[ User Administration

Access Management
Access Profile
Flow Maintenance
Client Association
User Profile
Client Preference
User Entitlements
Mobile & Tablet User
Management

User Activation
Client Definition
Solution Packager
Solution Assigner
Default Access Profile
Account Management
Account to Service
Association
Citibank Contacts
Client Configuration

[Gx Favorite Reports

<

»

Users who have already been set up for mobile access or notifications will be listed in the View tab as Processed.
To set up a new user, select “New” at the bottom right

This will open a new User Lookup dialog box. From here, select the name of the user you wish to entitle and click
“OK.” You may use the Search button to find the name in the list if needed
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Mobile Users lookup

X)

Last Hame Middle Hame

(1) First Hame Employee Id Telephone Humber

NAMEZ 11221 123456785
NAME3 NAMES4 11222 123456783
NAMES NAME& 11223 123456783
NAMET NAMEE 11224 12345€783
NAMES NAMEL1O 11225 123456785
NaMELL NaMELZ 1122& 123456785
NAMEL3 NaMELl4 11227 123456785

«xRow 1 0f 725 | (1)(Z) sorted columns

0K Search Update Screen Cancel

The Mobile User Management Detail screen will appear

Mobile User Management Detail

First Name Middle Name Last Name
| mann | | maves

SMS Country Code/Phone Number

ﬂ o1 1234567290
= E-mail = Language Preference for E-mail
|hmail@address_com EI ﬂ |English
[ Mobile Access Enabled [ Tablet Access Enabled
Hotification Set Up

Services Processes

== Row 0 of 2 == | (13(2) sorted calumns Hew Edit Delete
Pin Generated Date Opt In Date Opt-Out Date
[ JO [ = =
L ;J.J | Lo ;J_J | v 4 ;J.J
Activation Status

* Reguired Field Return to Other
@ HEXE Sunnmany Options

14.1.2 Entering Contact Information

At the top of the Mobile User Management Detail screen, you will see some pre-populated details. You must
complete all fields denoted with an asterisk (*)

For setting up trade notifications, it is critical to provide the following details

e SMS Country Code: Click the dropdown arrow next to SMS Country Code to open up a Country Look Up
dialog box. Find the country of the phone number associated with the user, select it, and click “OK”
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Please Note: Depending on the Country Code you select, a natification may be generated in a language
other than English. For example, if you select France, the notifications will be sent in French

e Phone Number: This is required for any SMS Notifications

e E-mail: You must enter an email address in order for the user to receive email notifications. You can enter
two separate emails, separated by a semicolon (;)

e Language Preference for Email: Please note that only English is supported for the email language in this
release. You will see a list of languages including Italian, Polish and Turkish, but these are only available
for Payment and File notifications. Any language you select for Trade notifications will automatically default
to English
Please Note: Language capabilities for the email will be expanded in future releases

14.1.3 Choosing Notification Type

After entering the details in the top portion of the screen, you can proceed to the middle portion, Notification Setup

Haotification Set Up |

Services Processes

== Row 0 of 2 == | (132} =zorted columns Hew | Edit | Delete
Pin Generated Date Opt In Date Opt-Out Date
= = - =
= A=~ o A=
Activation Status

From the bottom right of this grid, select “New.” A Notification Details dialog box will appear

Notification Details

* Sendces * Processes
Al |

[ E-mail

[ sMs
Daily SMS Limit

* Required Field Save
From this dialog box, you will need to select Trade Services from the “Services” dropdown. This will enable the

“Processes” field. In the Processes dropdown, you can select the appropriate notification type for that particular
user (e.g. Authorization or Repair). Depending on your selection, the user will only receive this type of notification

Please Note: The Process “Input” should be selected if a user wishes to receive a notification when the
transaction has ultimately been submitted to Citi for processing. “Input” can be chosen for any user that has acted
on the transaction in some way (e.g. the user repaired the transaction)

A®
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Once you have chosen the appropriate “Services” and “Processes,” you will select the box next to E-mail, SMS or
both. If SMS is selected, you can enter a Daily SMS Limit. Citi suggests keeping the default value at 10

Please Note: There is no default limit for email notifications

Once completed, select “Save” in the bottom right of the dialog box. A sample completed Notifications Detail box
has been provided below as a guide

Notification Details

* Senvices = Processes
ﬂ |Trade Serwvices ﬂ |Aut,horize

[w! E-mail

[V sSms
Daily SMS Limit

10
* Required Fizld Save

Please Note: If you would like to enable a certain user to receive more than one kind of notification (e.g. both
Authorize and Release), you must repeat Step 3 for each process

14.1.4 Submitting and Authorizing

When you have completed all the notification profiles that you wish to entitle, you will click “Submit” in the bottom
right of the Mobile User Management Details screen

Motification Set Up

Services Processes

Trade Serwices Authorize Tes

Trade Serwices Release

== Ry 0 of 2 == | (1)/(2) sorted columns Hew | Edit || Delete
Pin Generated Date Opt In Date Opt-Out Date
[ =1+ =¥
= ==
Activation Status

Return to Other

* Recuired Field
” @ Eubmi et Summary || Options

All new profiles must be approved by another Security Manager. The other Security Manager can find these
pending profiles on the Authorizations Required tab of the Mobile User Management Summary screen
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Mobile User Management Summary

Client Name
ﬂ |cLient nare

InputModify | Althorization Req'd View

(1) User ID Last Hame Firgt Hame
NIMEZ NRME1 LUTHQORIZATION REQUIRED -

1 [ |

== Rowy 0 of 0 == | [1)02) =orted columns

— . _ Goto Other
ale @ Authorize || Reject || ;o e || options

Upon authorization of the user record, the status will update to “Processed” and it can be viewed on the View tab
of the Mobile User Management Summary screen

Mobile User Management Summary

Client Hame
ﬂ |CLIENI NAME

InputModify Authorization Req'd | Wiew

(1) User ID Last Hame First Hame Status

NREMEZ NAMEL PROCESSED -
44551 TSERL USERLAETL 2 E
44552 USERZ USERLASTZ
44553 USER3 USERLASTS

-

a v |
== Rowy 1 of 27 == | (13027 sotted columns More

Ck @ @ Goto Other
Details Options
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Chapter 15 Library Maintenance

In many of the Trade Services Initiation Screens (Eg. Import LC Issuance), there are Library Look Ups that you
can utilize to input details without having to type the details out. This section will show you how to create and
modify entries in specific libraries. Additionally, this section will also show you how to create a new pre

format template

Accessing a Library

1. After logging onto the bank portal, click on Tools and Preferences on the top navigation bar
2. Click on Library Maintenance to access the Library Maintenance summary form

| My Preferences | Inbox | SupportWebsite | Close e

i CitiDirect® Online Banking
CItI Privacy Staterment | Online Help
03/20/2014 17:47:46

|Search CitiDirect Menu Q, |
lwould like to ... -

‘ © Home @ MyTransactions & Services © Inquiries & Searches @ Repors User Administration
Home == Tools & Preferences [ Favorite Reports

Maintenance
Import Profile

Import Map Management
Automated File and Report
Delivery
Export Profile
Export Custom Format
Definition
Lockbox Data Entry
SIMIME Security Admin
Resources
Event Motification
Contact Management
Contacts
COB Contact Info
Access Administrator
Contacts
Change Preferences
My Preferences
CitiDirect Support
Support Website
Qnline Help
Import Map Definition
Import Custom Format
Mew Impaort Custom Format
Advanced Detail

m
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Library Maintenance Last Login Date 03/20:2014 17:47:46

(1) Service Class {2) Description
Trade Libraries Applicant ;I
Trade Libraries Clause Text
Trade Libraries Custom Input Template
Trade Libraries Details Data ool
Trade Libraries Details Structure
Trade Libraries Details Sub Structure
Trade Libraries Document Name
Trade Libraries Drawm 0On Party
Trade Libraries Pre Format
Trade Libraries Shipping Detail
Trade Libraries Tracing Scheme
Trade Libraries Trade Bank
Trade Libraries Trade Counter Party
Trade Serwices Commutication Method
Trade Serwvices Export Cowver Letter Legend
Trade Serwvices Export Settlement Currency
Trade ZSerwvices Global Clause Text
Trade Serwvices GClobal Trade Branch
Trade Services Lagal Vehicle/Department
Trade Services Serwvice Processing/Routing
Trade Serwvices Shipment Terms
Trade Eervices Trade Initiator
Trade Services Uszance Terms
Trade Serwvices for FI Trade FI Applicant —
Trade Services for FI Trade FI Bank =

== Fowe 144 of 175 == (102 sorted columns

n Search Update
Screen

3. The Library Maintenance summary form appears. Double click on the appropriate trade library or click OK.
Users are also able to search for a trade library from this screen
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Modifying a Library

1. After selecting the appropriate library, the user will view the below screen

Applicant Summary

Input’ " Authorization Req'd | View

Branch Code Branch Hame Customer ID Customer Hame (2) Applicant Hame (1) Country Hame
lss BANCO CHEB (COSTA RICA) S.A. 300005 Customer 1 Applicant 1 AUSTRALIA ﬁ
836 CITIBANK DUBAL 100201 Customer 2 ZApplicant 2 INDIA
940 WEW YORK CITIBANK - FI 000001 Customer 3 ZApplicant 3 INDIA

4
<< Row 1 0f 21 = I (1)4(2) sorted columns

Go to Other
Q @ ﬁ Copy | Delete "= = Options

2. Click on Go To Detalls to view details of the entry

Applicant Detail

* Customer ID f Hame
ﬂ Ianunns |>{>{>{>{>{x M. K.

* Branch Code + Branch Mame
128 |qucn CME (COSTA RICA) S.4.

+ Applicant Hame

+ Applicant Address

* Country Code f Name

ﬂ IAU IAUSTRALIA

* Required Field
& ﬁ( Submit | Delete | Hext | Lcturnto | Other

Summary || Options

3. Modify the Applicant Name and Applicant Address as necessary. The other fields are not editable
4. Click on Submit once complete
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Click on Delete if applicable

Click on Next to go to the next transaction if multiple transactions were selected on the summary screen

Click on Return to Summary to go back to the main screen
Click on Other Options to View Error Messages or Print

Applicant Summany

Input | Authorization Req"d View

Branch Code Branch Hame

1EE EBANCO CME (COSTA RICA) S A

Kl |

Customer ID

151217

Customer Hame
015216121 7ell-lld

Q& %

== Row 1 of1 == | (1342 zorted columns

Authorize

Send to
Repair

Goto
Details

Reject

=}

Other
Options

5. A checker will need to approve the submitted library maintenance request. The request would be found in the

authorization required queue
6. The checker is able to do the following from this screen
e Authorize
e Send to Repair
¢ Reject
e Go to Details
e Select Other Options

7. If the checker selects Go to Details, the checker will be able to view all the details of the submitted library
maintenance request and authorize or send the transaction to repair or reject

Applicant Detail

= Customer ID / Name
ﬂ [300005 [reoooet x.x.

= Branch Code
bE: ]

= Applicant Name

= Branch Hame
|B.\.H'CI:I CHE (COSTA RICA) S.A.

= Applicant Address

= Country Code / Name

ﬂ |E [msrnt.n

L

* Reguired Fiekl
Authorize

Iz
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Creating a New Library Detail Entry

After selecting the appropriate library, click on New

Applicant Summary

JRputT | Authorization Req'd | View

Branch Code Branch Hame Customer ID Customer Name

1z BANCO CHE (COSTA RICA) S.A. 200005

Customer 1 Applicant 1
836 CITIBANK DUBAI l00z01 Customer 2 Zpplicant 2
940 NEW YORK CITIBANK - FI 000001 Customer 3 Applicant 3
|

(2) Applicant Hame

(1) Country Hame
AUSTRALIA =
INDIA
INDIA

<<Row 10f21 >> l (1)42) sorted columns

Qe %
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Goto Other

Hew Copy Delete

Cl

Details Options
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Applicant Detail

= Customer ID / Hame

v |
= Branch Code = Branch Hame

| |

= Applicant Mame

= Applicant Address

= Country Code  Name
|
&+ * Required Field : Return to other
& Submit | Clear || Mext | oo on 'S | T

2. Click on the library look up to select the appropriate Customer ID/Name. Click on OK

| £/ Library Look Up Dialog @

(1) Branch Code Branch Description (2) Customer ID Customer Hame

INDONESIA CITIEANK 101203 =
o0l INDONESIA CITIEBANK 103382

o0l INDONESIA CITIEBANK 103475 |
o0l INDONESIA CITIEBANK 10E3E1

ool INDONESIA CITIBANK 300021

ool INDONESIA CITIBANK 700058

076 BRAZIL CITIBANK 045889

<< Row 1 of 400+ == | (1)i(2) sarted columns

OK Search Update Sereen More Cancel
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Applicant Detail

A
Customer ID [ Name
Imlgna ICUSTOI{ER NEME

x|

= Branch Code * Branch Hame
ool III-]DDNESIA CITIEANK

*

Applicant Name

=| Applicant Address n

=| Country Code / Hame

@ ﬁ * Required Field

Submit | Clear | Mext | Leturnto | Other
Summary | Options 5

The Customer ID/ Name, Branch Code and Branch Name are populated based on your selection from above

4. Enter the Applicant Name, Applicant Address, and select the Country Code/Name

201

Click on Submit once complete

Click on Delete if applicable

Click on Next to go to the next transaction if multiple transactions were selected on the summary screen
Click on Return to Summary to go back to the main screen

Click on Other Options to View Error Messages or Print

. A checker will need to approve the submitted library maintenance request. The request would be found in the

authorization required queue. Follow steps found in Section 13.2



Creating a New Pre Format Template

1. From the Library Maintenance homepage, select Trade Libraries—Pre Format

Library Maintenance

(1) Service Class

Last Login Date 03,20/2014 17:47:46

{2) Description

Trade Libraries Applicant

Trade Libraries Clause Text

Trade Libraries Custom Input Template
Trade Libraries Details Data Pool

Trade Libraries Details Structure

Trade Libraries Details Sub Structure
Trade Libraries Document MName

Trade Libraries Drawm On Party

Trade Libraries Pre Format
Trade Libraries Shipping Detail

Trade Libraries Tracing Scheme

Trade Libraries Trade EBank

Trade Libraries Trade Counter Party

Trade Serwvices Communication Method

Trade Serwvices Export Cower Letter Legend
Trade Services Export Settlement Currency
Trade Eervices Glokal Clause Text

Trade Services Global Trade Branch

Trade Serwvices Legal Vehicle/Department
Trade Services Serwvice Processing/Pouting
Trade Services Shipment Terms

Trade Services Trade Initiator

Trade Services Usance Terms

Trade Services for FI Trade FI Applicant

Trade Serwices for FI Trade FI Bank

== Fow 144 of 175 ==

(13402} sorted columns
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Update

Screen
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Pre Format Summary g il
2 Input Authorization Req'd View

Trade Initiator Description (1) Customer 1D Customer Hame Service Type Description (2} Pre Format Code Pre Format Description
Trade Intiator 1 000001 Customer Name Bank Advised Presentation 0000000001 PF Desc 1 =
Trade Intiator 2 000001 Customer Name Bank Advised Presentation 00000001 PF Desc 2

=
J | ,
== Rowe 1 0f 266 == 12) sorted columns
ﬁ Goto Other
“&“@L‘ Hew | Delste || il | options

2. The Pre Format Summary is shown
3. Click on New

| 4| Details Dialog =

+ Pre Format Code = Pre Format Description

|1234 Description 1

= Trade Initiator Description
v]|
= Customer ID * Customer Name

|
+ Senvice Type ! Description + Creation Method
¥ | [ =

* Reguired Field OK | Clear || Print || Cancel

4. From the Details Dialog box that opens, enter the appropriate Pre Format Code and Pre Format Description

5. Click on the Library Look Up arrow to select the appropriate Trade Initiator Description. By selecting a Trade
Initiator, the Customer ID and Customer Name will be automatically populated

6. Use the Library Look Up arrow to select the appropriate Service Type/Description (see below look up box)
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| £ Library Look Up Dialog @
Prod 3 [le ptiD E E pe De ptio
Clean Credit Guarantes Issuance
Clean Credit Guarantees/Etandby LC Issuance
Clean Credit Standby Letter of Credit Issuance
Exports Bank Adwized Presentation
Exports Direct Collecticons
Exports Direct Presentation Submission
Exports Documentary Collections
Exports Freely Hegotbiable Credit
Exports Letter 0f Credit Presentation
Tnports Eill Payment
Inports Contract Issuance
Inports Inport LC Issuance
Tnports Letter of Consent (dir ¢/ Ground)
Tmports Letter of Indemnity (Ocean)
Transfer Credits Export Tran=sfer LC
== Rowy 1 of 19 == | (13421 sorted columns
0K Search Update Screen Cancel

7. Select the appropriate Creation Method from the drop down

| £ Details Dialeg =)
= Pre Format Coide = Pre Format Description

1234 Description 1

= Trade Initiator Description

j |xx>cxxx WOOOT0E
= Customer ID = Customer Name
000003 |xx}{>{x}< COCOOOOO000! 000000
= Sendice Type [ Description = Creation Method
ﬂ |Import LC Issuance |Creat.e New j

= Template Code / Description
ﬂ |99999 |Bank Ztandard Template

Rl

* Reqguired Field

3

Clear Print Cancel

8. The completed Details Dialog is shown above. Click on OK to move to the next screen
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Import Letters of Credit Issuance Pre Format

Maifi|| Conditions | Documents | Shipment

Transaction Initiator

I)OOOOO()OOOOQQOOOOQ()OOOOOQ{

Transaction Status

+ Applicant LC Reference Number

+ Form of Documentary Credit
|1REEVOCRELE j

Applicant Hame / Address

M

+ Beneficiary Name | Address

Al

Contact Person

Telephone Humber

Advising Bank Name | Address

Al
= CCY / Amount
ML
= Rwailable With

ICITIBA.N'R j

Goods Others

Customer ID

000003

Bank LC Reference Number

* Applicable Rules

UCP LATEST WERSION j

Applicant Country

=| H[ |

= Beneficiary Country

=| ]

Contact's Email Address

Fax Number

Advising Bank Country

= [ |

* fvailahle By

EY NEGOTIATION ﬂ

Bank Name / Address

H

Bank Country

EH[ ]

UpTo Tolerance +i-
: rr
Expiry Place * Expiry Date
| -
= Notify By Drafts Required
v e

* Required Figld == At least one required field

‘ Submit ‘ Hext

10

Return to
Summary

Clear

Print

View Error Messages

-

9. The appropriate product module will be shown. In this instance, the Import Letters of Credit Issuance Pre
Format is shown. Input the necessary details in the Pre Format screens

10.Click on Submit when completed

11.The Pre Format request will move to the Authorization Required queue for a checker to authorize the Pre
Format template before it can be utilized
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Chapter 16 System Requirements

CitiDirect requires that certain hardware and software components exist on your computer system in order to run
successfully.

Administrator Rights

You must have Administrator Rights to Vista, and Windows 7 systems in order to update or install third party
components needed to run CitiDirect Online Banking including Internet Explorer (IE) and Sun Microsystems Java
Software (JRE). They are also needed to download CitiDirect application updates
The following Administrator Rights are required

e Full control of the Downloaded Program Files Folder and the root directory of c:\ on your system

e Ability to write to the Local Machine/software key in the registry

e Full control of the Windows System Directory/Java and Subfolders

e Access to your browser's Temporary Internet Files Folder

If you do not have Administrator Rights to your PC, please contact your technical support staff

Browser Settings

Your computer must have the following IE Version components enabled: Cookies, Java Scripts, TLS Protocol,
Internet Security Options, Sun Microsytems Java Software (JRE) and Proxy Server (if you have one). They are
required to run both the Check My PC program and the CitiDirect Online Banking application. You must enable all
of these components in the appropriate IE version.

For Vista, Windows 7 or Windows 8
Microsoft Internet Explorer 7.0, 8.0, 9.0, 10.0 and 11.0

For Apple MAC using OS 10.x
Safari 4.0.5 and higher
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MICROSOFT INTERNET EXPLORER 7.X, 8. X AND 9.X —SETTINGS FOR CITIDIRECT

Cookies

1. From the Tools menu, click Internet Options.
2. Click the Privacy tab.

3. Move the slider down to Medium.

4. Click OK until you return to Internet Explorer.

You should be aware that if you make changes to your system's Internet Explorer Browser Settings, these
changed settings will be applied to any other sites that you visit to the extent such sites utilize these features.

The information provided on this page was taken from the Microsoft Web site, which can be found at
http://support.microsoft.com. Citibank is not responsible for the accuracy of this information.

Java Scripts

IE Version 7.x, 8.x and 9.x

1. From the Tools menu, click Internet Options.

2. Click the Security tab, and then click Custom Level.

3. Scroll down to Scripting

4. Click Enable for both Active scripting and Scripting of Java applets.

5. Click OK until you return to Internet Explorer.

You should be aware that if you make changes to your system's Internet Explorer Browser Settings, these
changed settings will be applied to any other sites that you visit to the extent such sites utilize these features.

The information provided on this page was taken from the Microsoft Web site, which can be found at
http://support.microsoft.com. Citibank is not responsible for the accuracy of this information.

Security

1. From the Tools menu select Internet Options

2. When the dialog box appears, click the Security tab

3. Click Internet zone and then slide selector to Medium-High level indicator

4. Click OK until you return to Internet Explorer

The IE Settings information on this site is provided by Microsoft's Product Support Services

Proxy Server

IE Version 7.x, 8., and 9.x,
e From the Tools menu, click Internet Options
e Click the Connections tab, and then click LAN Settings
e Click on Advanced
e HTTP and Secure should have the Address and Port of your Proxy server
e Click OK until you return to Internet Explorer

You should be aware that if you make changes to your system's Internet Explorer Browser Settings, these
changed settings will be applied to any other sites that you visit to the extent such sites utilize these features

The information provided on this page was taken from the Microsoft Web site, which can be found at
http://support.microsoft.com. Citibank is not responsible for the accuracy of this information

A®
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Certified Versions of Sun Java Software for CitiDirect

CitiDirect® Online Banking can run on the following versions of Sun Microsystems™ Java™ 2 Runtime
Environment (JRE):

e Java 6 (27 through update 45).

e Java 7 (through update 75). Note that updates 21, 23 and 25 may alert the user that CitiDirect is not
secure. CitiDirect is secure and users can ignore this alert.

e Java 8 (through update 40).

We recommend that all users upgrade to Java 7 as Oracle will no longer be providing any public updates to Java
6
http://www.oracle.com/technetwork/java/javase/eol-135779.html.

Steps to Download Sun JRE

You can download Java Software (JRE) to run with CitiDirect from the Oracle Web Site by following the steps
below.

1. Go to: http://www.oracle.com/technetwork/java/archive-139210.html

Note: This link is located on another server. By clicking the link, you will be leaving Citibank's site. Citibank is
providing this link for your convenience, and it does not imply sponsorship or approval of this non-Citibank site.

This other site may permit you to download and install software. You are responsible for complying with all
applicable laws, including, but not limited to, any import/export or use laws to which you may be subject and
obtaining and required license or authorization.

2. Click the Begin Download button and follow the on-screen installation instructions provided by Sun.
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Required Hardware

The minimum and recommended hardware requirements to run CitiDirect® Online Banking are listed below

Minimum: Requirements listed will enable CitiDirect to run on your Personal Computer (PC)
Recommended: Requirements listed will deliver enhanced system performance for CitiDirect
Computer Processor

e Minimum: 1 GHz CPU

e Recommended: 2 GHz CPU

For Apple Mac
e Minimum: 2 GHz CPU
e Recommended: 3 GHz CPU

Computer Memory (RAM)

For Windows Vista
e Minimum: 1 GB
¢ Recommended: 2 GB

For Windows 7
e Minimum: 3 GB
¢ Recommended: 4 GB

For Windows 8
e Minimum: 3 GB
¢ Recommended: 4 GB

For Apple Mac Operating Systems
e Minimum: 2 GB
e Recommended: 3 GB

Hard Drive Space Available
e  Minimum: 300 MB

Monitor/Display
e  Minimum: VGA Monitor resolution of 800X600, configured to display 256 colors
e Recommended: Resolution of 1024X768 or higher (if available) to enhance the visual experience of
CitiDirect
Internet Connectivity

e Minimum (For Dial-up Customers ONLY): Modem/Speed: 28.8K bps (28,800 baud/second) or higher; V.34
modem protocol is minimally required; V.90 modem protocol is recommended

e Recommended: High Speed Internet or Broadband Connection

Required Software

The minimum software requirements to run CitiDirect Online Banking on your Personal Computer (PC) are
listed below

A®
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Note: Administrator rights to your PC are required if updates or installs of any third party components are needed
to run CitiDirect on Windows Vista, and Windows 7 systems. For complete details on Administrator Rights
requirements, click the link at right

Windows Operating Systems
CitiDirect Online Banking is certified to operate on the Microsoft Operating Systems listed below excluding
versions indicated

e Windows Vista
Excluding: Arabic OS

e Windows 7
Excluding: Arabic OS

e Windows 8
Excluding: Arabic OS
Apple Mac Operating Systems:

Version 10.5 up to 10.7.2
(*) Lion operating system does not provide a Java runtime by default. In order to download Java, please click
here: http://support.apple.com/kb/DL1421

Version 10.7.3 and higher
In order to download Java, please click here: http://www.java.com/en/download/manual.jsp

Internet Browsers:

Microsoft Internet Explorer (IE)
IE 8.0 with Windows Vista

IE 8.0 with Windows 7

IE 9.0 with Windows Vista

IE 9.0 with Windows 7

IE 10.0 with Windows 7

IE 10.0 with Windows 8

IE 11.0 with Windows 7

IE 11.0 with Windows 8.1
Safari version 4.0.5 and higher
(*) Note: pop-up blocker must be disabled

Java Software:

CitiDirect supports the following versions of Java:Most users should download the latest 32-bit version of the JRE.
This is because in Windows 7, the default browser is Internet Explorer 32-bit. If the user has changed the setting
in Internet Explorer to the 64-bit version they should download the 64-bit version of the JRE so that the versions
are compatible.”

Adobe®Reader® version to 9.0 or higher.
Adobe ended support for Acrobat 8.x in November of 2011 and earlier versions are no longer supported by
Adobe.

A®
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Needed to view CitiDirect reports or documents on this site that are in "pdf" format.

DISCLAIMER:

Customer will use CitiDirect Online Banking in accordance with the system specifications provided by Citibank.
Customer acknowledges that Citibank has no responsibility for Customer's use of CitiDirect Online Banking with a
system that does not comply with such specifications.
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By Report Type with Description

		Report Name		Description		Option to Group By		Formats Supported

		Trade Services - Payable Reports

		Amendments to Import Letters of Credit Pending Approval		Provides a summary view of Amendments to Import LCs Pending Approval, including LC Reference, Importer Reference, Exporter Name, Exporter Country, Tenor Type, Tenor Terms, Issuance Date, Expiry Date, New Expiry Date, Amendment Number, Amendment Date, Approved (Y/N), Original Amount, Approved Outstanding Amount, Amendment Amount		NA		DHTML, PDF, XLS, RTF

		Amendments to Import Purchase Orders		Provides a summary view of Import Purchase Orders including PO Number, PO Date, Vendor Name, Vendor Country, Description of goods, Amount, and additional Product Line details		Purchase Order Date, LC Reference Number, Vendor Name, Vendor Country		DHTML, PDF, XLS, RTF

		Amount Amendments to Import Letters of Credit		Provides a summary view of the amended Import LCs, including LC Reference, Importer Reference, Exporter Name, Exporter Country, Tenor Type, Tenor Terms, Issuance Date, Expiry Date, Amendment Number, Amendment Date, Original Amount, Amount Increase/Decrease (+/-), Outstanding Amount		NA		DHTML, PDF, XLS, RTF

		Settled Bill Summary Report		Provides a summary view of bills that have been settled, including bill ref, drawings, currency, amount, equivalent currency and equivalent amount		NA		XLS

		Cancelled Import Purchase Orders		Provides a summary view of Import Purchase Orders that have been cancelled. Details included are purchase order number, purchase order date, vendor name, vendor country, description, product line numbers, line description, order quantity, unit price, total line amount and a total amount		Purchase Order Date, LC Reference Number, Vendor Name, Vendor Country		DHTML, PDF, XLS, RTF

		Discrepant Import Bills		Provides a view of Discrepant Import Bills, including Bill Reference, Drawer Reference, LC Reference, Drawer Name, Drawer Country, Tenor Type, Tenor Terms, Booked Date, Maturity Date, Activity, As of Date, Outstanding Amount		Bill Reference, Currency, Drawer Name, Drawer Country, Booked Date		DHTML, PDF, XLS, RTF

		Funding Statement		Provides an overview of funding requirements, including charge value date, charge description, charge code, charge amount, account currency equivalent		NA		DHTML, PDF, XLS, RTF, CSV

		Import Bill Charge Summary		Provides a summary of charge details for import bills by date, including charge date, reference numbers, charge description and amounts 		NA		DHTML, PDF, XLS, RTF

		Import Bill Settlement Analysis and Funding		Provides details on bill drawings and charges with a funding total of all individual items		NA		DHTML, PDF, XLS, RTF, CSV

		Import Bills Discrepancy Analysis		Provides discrepancy analysis of import bills, including date range of analysis, supplier name, total number of bill presentations, discrepancy ratio, discrepancy type and no. of instances of error		NA		DHTML, PDF, XLS, RTF

		Import LC Details		Provides details of individual Import LCs including details of importer, exporter, advising bank, issuing bank, amounts of the LC, activity history and status of the LC		NA		DHTML, PDF, XLS, RTF, CSV

		Import LC Text		Provides details of Import LC Text		NA		DHTML, PDF, XLS, RTF

		Import LC Charge Summary		Provides a summary view of bank charges including charges breakdown by date, LC Reference number, Importer Reference, Charge Description, Charge Amount, Account Currency Equivalent		NA		DHTML, PDF, XLS, RTF, CSV

		Import Bill Details		Provides a detailed view of Import Bills, including Drawee and Drawer Details, Collecting and Remitting Bank Details, Tenor and Maturity Details, Tracer Details and Activity History		NA		DHTML, PDF, XLS, RTF, CSV

		Import Bills Charge Detail		Provides a detailed view of bank charges on Import Bills including Charge Date, Bill Reference, Charge Description, Charge Amount, Account Currency Equivalent		Product Type, Bill Reference		DHTML, PDF, XLS, RTF

		Import Bills		Provides a summary view of Import Bills, including Bill Reference, Drawee Reference, LC Reference, Drawer Name, Drawer Country, Tenor Type, Tenor Terms, Booked Date, Maturity Date, Activity, As of Date, Tracers, Last Tracer, Original Bill Amount		Booked Date, Currency, Drawer Country, Product Type, Drawer Name		DHTML, PDF, XLS, RTF, CSV

		Import Invoice Details		Provides Import Invoice Details including Invoice Number, Vendor Details, Buyer Details, Invoice Total Amount, Invoice Line Level Breakdown, Goods Delivery Date, Documents Received Date, Vessel Name, Shipment Method, Flight/Voyage Number, Tenor Terms, Country of Origin, Ship From, Ship To, Shipment Terms, Allowances/ Charges and Reasons		Bill Reference Number, Vendor Country, Vendor Name		DHTML, PDF, XLS, RTF

		Import Invoice Summary		Provides a summary view of Import Invoices, including Bill Reference, Bill Status, Activity Date, Counter Party Name, Counter Party Country, Invoice Date, Invoice Number, Purchase Order Number, Line Number, Description, Quantity, Unit Price Amount, Unit Price Currency, Amount, Currency		NA		XLS

		Import LC Charge Detail		Provides a detailed view of bank charges on Import LCs, including Charge Date, LC Reference, Charge Description, Charge Amount, Account Currency Equivalent		LC Reference, Product Type		DHTML, PDF, XLS, RTF, CSV

		Import LC Payment Details		Provides a detailed view of payment details under an Import LC, including original, outstanding liability and outstanding available amounts, last activity date, bill reference, importer reference, activity description and status per LC Reference Number		NA		DHTML, PDF, XLS, RTF, CSV

		Import LC		Provides a summary view of Import LCs, including LC Reference, Importer Reference, Exporter Name, Exporter Country, Tenor Type, Tenor Terms, Issuance Date, Expiry Date, Activity, As of Date and Original Amount		Product Type, Exporter Name, Exporter Country, Currency, LC Reference		DHTML, PDF, XLS, RTF, CSV

		Import Purchase Order Details		Provides a detailed view of Import Purchase Orders, including Party Details, Manufacturer Details, Shipment Details, Line Item Details and Activity History		Purchase Order Date, LC Reference Number, Vendor Name, Vendor Country		DHTML, PDF, XLS, RTF

		Import Purchase Order Summary		Provides a summary view of Import Purchase Orders, including customer name, LC Reference Number, Issue Date, Counter Party Name, Counter Party Country, Purchase Order Date, Purchase Order Number, Product Line Number, Description, Quantity, Unit Amount, Unit Price, CCY, Amount, CCY		NA		XLS

		Outstanding Import Bills		Provides a summary of outstanding import bills by product type, including reference numbers, drawer name and country, tenor type and tenor terms, booked and maturity date, last activity, and outstanding amount.		Bill Reference, Currency, Drawer Name, Drawer Country, Maturity Date, Product Type		DHTML, PDF, XLS, RTF, CSV

		Outstanding Import Acceptances by Product Type		Provides a summary view of outstanding Import Acceptances, including Bill Reference, Drawer Reference, LC Reference, Drawer Name, Drawer Country, Tenor Type, Tenor Terms, Acceptance and Maturity Date, Activity, As of Date, Tracers, Last Tracer, Outstanding Amount		NA		DHTML, PDF, XLS, RTF, CSV

		Outstanding Import Invoices		Provides a summary view of outstanding import invoices, by invoice number, invoice date, vendor name, vendor country, amount and purchase order details, such as PO Number, Product Line Number, Line Description, Order quantity, Unit Price, Total Line Amount		Bill reference Number, Vendor Country, Vendor Name		DHTML, PDF, XLS, RTF

		Outstanding Import LC		Provides a summary of outstanding Import LCs by LC reference, Importer Reference, Exporter name and country, Tenor type, terms Issuance Date and Expiry Date, Original and Outstanding amount, credit tolerance (+/- %), Liability Amount		Currency, Exporter Country, Exporter Name, LC Reference, Product Type		DHTML, PDF, XLS, RTF, CSV

		Outstanding Import LC Summary		Provides a summary view of outstanding LCs, including LC number, Issue Date, Expiry Date, Currency, Outstanding Amount, Credit Tolerance +/-%, Liability Currency, Liability Amount, Vendor Name, Customer LC Reference		NA		XLS

		Outstanding Import Purchase Orders		Provides a summary view of outstanding Import Purchase Orders, including details such as Purchase Order Number, Purchase Order Date, Vendor Name, Vendor Country, Description, Amount and Outstanding Amount		Purchase Order Date, LC Reference Number, Vendor Name, Vendor Country		DHTML, PDF, XLS, RTF

		Settled Import Bills		Provides a summary view of Settled Import Bills 		Drawer Country, Drawer Name, Settlement Date		DHTML, PDF, XLS, RTF, CSV

		Settled Import Invoices		Provides a summary view of settled import invoices, including details such as invoice number, invoice date, vendor name, vendor country, amount, purchase order number, product line number, line description, order quantity, unit price, total line amount		Bill Reference Number, Vendor Country, Vendor Name		DHTML, PDF, XLS, RTF

		Open Account Details		Provides a detailed view of Open Account Details		NA		DHTML, PDF, XLS, RTF

		Outstanding Open Account Transactions		Provides a summary view of any outstanding open account transactions, including OAT Reference Numbers, Seller Reference Numbers, Seller Name, Seller Country, Tenor Type, Tenor Terms, Booked Date, Maturity Date, Activity, As of Date, Outstanding Amount, Original Amount		Product Type, Seller Country, Seller Name, Currency, Maturity Date, OAT Reference Number		DHTML, PDF, XLS, RTF, CSV

		FX Contract Details - India		Provides a detailed view of FX Contract Details for Indian clients, including details such as Deal/Interface Reference number, Customer Reference number, Ultimate Parent Reference Number, Book Date, Deal Currency, Deal Rate, Deal Action, Deal Amount, Deal Type, Deal Outstanding Amount, Bought currency, Deal Mode, Bought Amount, Sold Currency, Bought Outstanding Amount, Sold Amount, Settlement Date, CitiDirect Utilization (Y/N), Status		NA		DHTML, PDF, XLS, RTF, CSV

		Invoice Payment Details		Provides a detailed view of Invoice Payments, including Invoice Status and other Invoice details such as Shipment Date, Payment Mode, Amounts and Payment Terms		NA		DHTML, PDF, XLS, RTF, CSV

		Import Transactions with Charges		Provides a summary view of Import Transactions with Charges, including details such as Product Type, Reference Numbers, Counter Party Name, Country, Tenor Type, Tenor Terms, Issuance Date, Expiry Date, Original and Outstanding Amount		NA		DHTML, PDF, XLS, RTF

		Outstanding Import Transactions		Provides a summary view of Outstanding Import Transactions, including details such as Reference Numbers, Counter Party Name and Country, Tenor Type and Tenor Terms, Issuance Date and Expiry Date, Activity, As of Date, Original and Outstanding Amounts across the different Import Products		Exporter Country, Exporter Name, LC Product Type		DHTML, PDF, XLS, RTF

		Trade Services - Receivable Reports

		Amendments to Export LCs Pending Approval		Provides a summary view of Amendments to Export LCs Pending Approval, including LC Reference, Issuing Bank LC Reference, Importer Name, Importer Country, Tenor Type, Tenor Terms, Advise Date, Expiry Date, New Expiry Date, Amendment Number, Amendment Date, Original Amount, Approved Outstanding Amount, Amendment Amount		NA		DHTML, PDF, XLS, RTF

		Amount Amendments to Export LCs		Provides a summary view of amount amendments to Export LCs, including LC Reference, Issuing Bank LC Reference, Importer Name, Importer Country, Tenor Type, Tenor Terms, Advise Date, Expiry Date, Amendment Number, Amendment Date, Original Amount, Amount Increase/Decrease (+/-), Outstanding Amount		NA		DHTML, PDF, XLS, RTF

		Discounted Bills by Transaction Reference Number		Provides a summary view of discounted bills by transaction reference number, including details such as Bill Reference, Drawer Reference, Drawee Name, Tenor Terms, Booked Date, Maturity Date, Discount Date, Outstanding Amount, Original Amount		NA		DHTML, PDF, XLS, RTF

		Discrepant Export Bills		Provides a view of Discrepant Export Bills, including Bill Reference, Drawer Reference, LC Reference, Drawee Name, Drawee Country, Tenor Type, Tenor Terms, Booked Date, Maturity Date, Activity, As of Date, Outstanding Amount		Booked Date, Currency, Drawee Country, Drawee Name		DHTML, PDF, XLS, RTF

		Export Bill Charge Summary		Provides a summary of charge details for export bills by date, including charge date, reference numbers, charge description and amounts 		NA		DHTML, PDF, XLS, RTF

		Export Bills Pending Acceptance by Product Type		Provides a summary view of all export bills pending acceptance, by product type. Details included are: Bill Reference, Drawer Reference, Drawee Name, Drawee Country, Tenor Type, Tenor Terms, Booked Date, Maturity Date, Activity, As of Date, Tracers, Last Tracer, Outstanding Amount		NA		DHTML, PDF, XLS, RTF

		Export Bills Discrepancy Analysis		Provides a detailed view of export bills that are discrepant, including details such as discrepancy ratio, discrepancy type and number of instances of error		NA		DHTML, PDF, XLS, RTF

		Export Bills Paid Outside Citibank		Provides a summary view of export bills paid outside Citibank, including details such as Bill Reference, Drawer Reference, Drawee Name, Drawee Country, Tenor Type, Tenor Terms, Booked Date, Maturity Date, Activity, As of Date, Original Amount		NA		DHTML, PDF, XLS, RTF

		Export Bills Financed by Product Type		Provides a summary view of export bills financed, by product type. Details included are Bill Reference, Drawer Reference, Drawee Name, Drawee Country, Tenor Type, Tenor Terms, Financed Date, Maturity Date, Activity, As of Date, Outstanding Amount, Original Amount		NA		DHTML, PDF, XLS, RTF

		Export LCs - Charge Summary		Provides a summary view of export LC charges, including LC Reference, Charges on specific dates, Issuing Bank LC Reference Number, Charge Description, Charge Amount, Account Currency Equivalent		NA		DHTML, PDF, XLS, RTF

		Export LCs Payment Details		Provides details of Export LC Payments, including Importer, Exporter, Issuing Bank, Remitting Bank, Bill Amounts, Dates, Tracers and Activity Statuses		NA		DHTML, PDF, XLS, RTF

		Export LC Text		Provides details of Export LC Text		NA		DHTML, PDF, XLS, RTF

		Export LC Details		Provides details of individual Export LCs including details of Importer, Exporter, Address,  advising bank, issuing bank, amounts of the LC, activity history and status of the LC		NA		DHTML, PDF, XLS, RTF, CSV

		Export Bill Details		Provides a detailed view of Export Bills, including Drawee and Drawer Details, Collecting and Remitting Bank Details, Tenor and Maturity Details, Tracer Details and Activity History		NA		DHTML, PDF, XLS, RTF, CSV

		Export Bills		Provides a summary view of Export Bills, including Bill Reference, Drawer Reference, LC Reference, Drawee Name, Drawee Country, Tenor Type, Tenor Terms, Booked Date, Maturity Date, Activity, As of Date, Tracers, Last Tracer, Bill Amount		Booked Date, Currency, Drawee Country, Drawee Name, Drawer Reference, Product Type		DHTML, PDF, XLS, RTF, CSV

		Export Bills Charge Detail		Provides a summary view of charge details for Export Bills, including  details such as Charge Date, Bill Reference, Drawer Reference, Charge Description, Charge Amount and Account Currency Equivalent		Bill Reference, Product Type		DHTML, PDF, XLS, RTF

		Export Invoice Details		Provides a detailed view of Export Invoices, including details such as Bill Reference, Invoice Number, Vendor Name, Vendor Country, Buyer Name, Buyer Country, Total Invoice Amount, Invoice Date, Notify Party Information, Goods Delivery Date, Documents Received Date, Shipment Details, Tenor, Tenor Terms, Country of Origin and Purchase Order details		Bill Reference Number, Buyer Country, Buyer Name		DHTML, PDF, XLS, RTF

		Export LCs Charge Details		Provides a detailed view of bank charges on Export LCs, including Charge Date, LC Reference, Issuing Bank LC Reference, Charge Description, Charge Amount, Account Currency Equivalent		Product Type, LC Reference		DHTML, PDF, XLS, RTF

		Export Letter of Credit		Provides a summary list view of Export Product transactions, with details including reference numbers, importer name and country, tenor type and tenor terms, advise and expiry date, last activity and original and outstanding amounts		Currency, Product Type, Issuing Bank Name, Issuing Bank Country, Importer Name, Importer Country, LC Reference		DHTML, PDF, XLS, RTF, CSV

		Export Purchase Order Details		Provides a detailed view of Export Purchase Orders, including details such as customer ID, Customer Name, LC Reference Number, Issue Date, Counter Party Name, Counter Party Country, Purchase Order Date, Purchase Order Number, Product Line Number, Description, Quantity, Unit Price Amount, Unit Price Currency, Amount, Currency		NA		XLS

		Export Purchase Order Summary		Provides a summary view of Export Purchase Orders, including details such as Customer ID, Customer Name, LC Reference Number, Issue Date, Counter Party Name, Counter Party Country, PO Date, PO Number, Product Line Number, Description, Quantity, Unit Price Amount, Unit Price Currency, Amount, Currency		NA		XLS

		Outstanding Export Bills		Provides a summary view of outstanding export bills by product type, including reference numbers, drawee name and country, tenor type and tenor terms, booked and maturity date, last activity, last tracers and outstanding amount. Export Bill Discounted is a product that is captured in this report		Currency, Drawee Country, Drawee Name, Maturity Date, Product Type, Booked Date, Drawer Reference		DHTML, PDF, XLS, RTF, CSV

		Outstanding Transfer LCs		Provides a summary view of the outstanding transfer LCs, including details such as Master LC Reference, Transfer LC Reference, Applicant Reference, Beneficiary Name, Tenor Type, Tenor Terms, Issuance Date, Expiry Date, Original Amount, Outstanding Amount		NA		DHTML, PDF, XLS, RTF

		Outstanding Export Acceptances by Product Type		Provides a summary view of Export Acceptances, including Bill Reference, Drawer Reference, Drawee Name, Drawee Country, Tenor Type, Tenor Terms, Acceptance Date, Maturity Date, Activity, As Of Date, Tracers, Last Tracer, Outstanding Amount		NA		DHTML, PDF, XLS, RTF

		Outstanding Export Invoices		Provides a summary view of Outstanding Export Invoices, including Invoice Number, Invoice Date, Buyer Name, Buyer Country, Amount, PO Number, Product Line Number, Line Description, Order Quantity, Unit Price, Total Line Amount		Bill Reference Number, Buyer Country, Buyer Name		DHTML, PDF, XLS, RTF

		Outstanding Export LC		Provides a summary of outstanding export LCs by importer country, including reference numbers of the LC and issuing bank, importer name and country, tenor terms and type, advise and expiry date, last activity and original and outstanding amount		Currency, Importer Country, Importer Name, Issuing Bank Country, Issuing Bank Name, LC Reference, Product Type		DHTML, PDF, XLS, RTF, CSV

		Settled Export Bills		Provides a summary of settled export bills, including details such as bill reference, drawer reference, LC reference, drawee name and country, tenor type, terms, booked date, maturity date, settlement date, total settled amount, settlement amount and account currency equivalent		Currency, Drawee Country, Drawee Name, Settlement Date		DHTML, PDF, XLS, RTF, CSV

		Settled Export Invoices		Provides a summary of settled export invoices, including details such as Invoice Number, Invoice Date, Buyer Name, Buyer Country, Amount, PO Number, Product Line Number, Line Description, Order Quantity, Unit Price, Total Line Amount		Bill Reference Number, Buyer Country, Buyer Name		DHTML, PDF, XLS, RTF

		Export Transaction Charges Detail		Provides a detailed view of export transaction  charges, including details such as bank reference, customer reference, charge date, charge category, charge description, charge amount and account currency equivalent		NA		DHTML, PDF, XLS, RTF, CSV

		Export Transactions with Charges		Provides a detailed view of Export Transactions with charges, including details such as Bank LC Reference, Importer reference, Exporter LC Reference, LC Product, Issuing Bank LC Reference, Advising Bank LC Reference, Importer Name, Importer Country, Credit Tolerance +/-%, Tenor Type, Tenor Terms, Confirmed, Advise Date, Expiry Date, Original LC Amount, Outstanding LC Amount, Liability Amount		NA		DHTML, PDF, XLS, RTF

		Outstanding Export Transactions		Provides a summary view of outstanding export transactions, including details such as LC Reference, Issuing Bank LC Reference, Importer Name, Importer Country, Tenor Type, Tenor Terms, Advise Date, Expiry Date, Activity, As of Date, Original Amount, Outstanding Amount		Importer Country, Importer Name, Issuing Bank Country, Issuing Bank Name, LC Product Type		DHTML, PDF, XLS, RTF



		Trade Services - Guarantee/Standby LC Reports

		Amendments to Guarantee/SBLCs Pending Approval		provides details of Amendments to Guarantees/SBLCs Pending Approval, including details such as bank reference, applicant reference, product type, product description, beneficiary name, beneficiary country, tenor type, tenor terms, issuance date, expiry date, new expiry date, amendment number, amendment date, original amount, approved outstanding amount, amendment amount		NA		DHTML, PDF, XLS, RTF

		Guarantee/SBLC Text		Provides text of Guarantees/SBLCs		NA		DHTML, PDF, XLS, RTF

		Outstanding Guarantee/ SBLC		Provides a summary of outstanding Standby LCs/Guarantees, including bank and applicant reference numbers, beneficiary name and country, tenor type, auto extend (Y/N), Issuance Date and Expiry Date, Original and Outstanding amount		Bank Reference, Beneficiary Country, Beneficiary Name, Currency, Product Type		DHTML, PDF, XLS, RTF, CSV

		Guarantee/SBLCs Charge Summary		Provides a summary view of Guarantees/ SBLC Charges, including bank reference, applicant reference, beneficiary, charge description, charge amount, account currency equivalent		NA		DHTML, PDF, XLS, RTF

		Guarantee/SBLCs Charge Detail		Provides a summary view of charges for Guarantees/SBLC, including charge date, bank reference, charge description, charge amount, account currency equivalent		Bank Reference, Beneficiary Name, Product Type		PDF, XLS, RTF

		Guarantee/SBLCs Charge Volume		Provides a summary view of Guarantees/ SBLC Volume, including activity date from, activity date to, issuances, amendments, payments, at an aggregate level		NA		DHTML, PDF, XLS, RTF

		Guarantee/ SBLC Details		Provides details of a SBLC/ Guarantee including details of applicant, beneficiary, advising bank, issuing bank, amounts of the SBLC/ Guarantee, activity history and status of the SBLC/ Guarantee		NA		DHTML, PDF, XLS, RTF, CSV



		Trade Services - Transaction Reports

		All Outstanding Summary by Product Type		Provides a summary of outstanding transactions by product type for all products, including reference number, outstanding amount 		NA		PDF, XLS, RTF
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