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Quick Guide

First Steps & Basics

Registration & Start Page

Register for Commerzbank Web Trade Services in the
Commerzbank Corporate Clients Portal (https://www.
firmenkunden.commerzbank.de/portal/en/cb/de/home.html).

Q Groun 1 Deutsch | woriwide e o o I

COMMERZBANK ¢

Private Clients  Business Clients  Corporate Clients

Insights | Products & Solutions | Sector Expertise | Digital Bank | About Us

Germany is built on the "Mit-
telstand”. And we are the

leading bank for Mittelstand
companies.

Learn more

At your side, worldwide

Fig. 01, Start Page and Registration

After registering using your registration name or
participant number and PIN, click on the “International
Business” tab to continue to the application Web
Trade Services.

COMMERZBANK

Private Clients  Business Clients ~ Corporate Clients

Adminisration 8 Tools

Web Trade Services

& Bank Payment Obligation

Fig. 02, Selecting WTS

Clicking here will lead to the secure area of the
Commerzbank Web Trade Services module. The internal
application home-page will welcome you and all important
core functions and current market information can be
accessed from there.

The left navigation bar shows all of the business areas
available to the respective user. Selecting one of the
business areas will display additional sub-navigation items.

Web Trade Services Import Letters of Credit

» Home Demokunde Zentrale (MSBE CB)

» Import Letters of Credit

Basic Data Pay C.. Others Descriptio... |
Ent, Reference D589 =
Amendment
Take up of Documents
User
Freetext-M.
Entry Date 29.03.2018 »
Transaction History
Templates .
Form of doc. credit IRREVOCABLE -
Reports
v Export Letters of Credit
Confirmation Instruction CONFIRM -
» Export Collection
» Guarantees
Amount EUR 12.500,00

b Ovel

ew
= [Juse tolerance
» Administration

Tolerance (in %) +/- 1] 1]

Fig. 03, Navigation structure
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Navigation Within the Application

Web Trade Services uses modern HTML technology which
enables quick and easy navigation. It is therefore possible
to initiate a range of actions by simply clicking with the
mouse (a double click is usually not required) on various
“buttons”. However, the use of the navigation elements for
the browser used (back, refresh etc.) should be avoided
wherever possible.

An explanation of the main “buttons” and functions is
available in Annex Il of this document.

Creating a Printout

After completing a transaction, click on the button “Save”
to register the transaction. The application will now load the
following display:

cLose B

Saving the transaction

Saving with printing of file copy

Saving without printing of file copy
Exit

Fig. 04, Saving the transaction

Select whether you require a file copy of the transaction to
be printed. The file copy presents solely an overview of the
data just collected. If you opt for a file copy, the application
will immediately create a PDF file which you can then print
out or save locally, i.e. outside of Web Trade Services. To do
so, please follow these steps:

1. Click on “Saving with printing of file copy”

2. Now click on the symbol “ 52 ” within the template
displayed on the right

3. Now use your PDF application functions to save or print
the document

4. Thereafter you can close the window and continue
processing your transaction.

Import Letters of Credit L

tmp/2914051501002115_29140515.pdf

80000001, Demokunde Zentrale (MSE CE)
ge  MIT007 | Import LIC

Client No. ZC: Group of companies 2CBO0001
WebTradeSanvices Printout of Messay Pags 1

TOWeb Message Typs MT:

Client Reference MY

Contact Data Customer M1
M3
M

Currency of aceountfor debitng the
wiiizaton

- ngthe At
wilizaton

Charges payable by
Form of Documentary Credit
Appiicatie Rules

Date and Place of Expiry
Appiicant

Banefciary

Currency Code and Amount

Fig. 05, Creating a printout

Tip:

After logging an export collection or an export letter
of credit document submission, the corresponding
form will be produced in all cases, as this will be
required for the further manual processing of

the transaction. This will happen irrespective of
whether you have chosen to save the transaction
with or without printing the file copy. If you want
to reproduce this form at a later date, you can
select the corresponding document by accessing
the transaction history (clicking on the button
“Documents” and selecting the relvant document in
the field “Documents” and a click on “Display”).

Technical Requirements

The basic requirements for the use of Web Trade Services
are a fast internet connection, an internet browser (Internet
Explorer Version 6.0 or higher, Firefox Version 2.0 or higher)
and Acrobat Reader Version 5 to display documents.

Users must be authorised to access the Commerzbank
Corporate Clients Portal.

The user does not need any non-standard technical
equipment to operate the application.
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General Functions

This chapter gives an overview over the functions of the
sections “General Overview” and “Administration” as well as
some background information with impact on all modules of
Commerzbank Web Trade Services.

General Overview

Postbox

All new messages from the Commerzbank branch settling
your transactions are stored in the postbox. These may
include export letter of credit notifications, confirmations

of instruction executions regarding your import letter of
credit or guarantee instructions, accounting information and
notifications about export collection instructions. A detailed
description of the available electronic messages is available in
the document “Annex | - Schedule of electronic messages”.

Web Trade Services Overview

¥ Hiame pemokunde Zentralo o
4 Processes incoming messages
v - Client Demokusde Zntras (MSB CBY = Number of messoges wattng for pracersing
b Guarane Current client 12, Al clierts 5]
- Ovarview
Ovn reference Oher reference From bank Product _Rel. wdress. RoL amount
Pastbu: [Tz ZoowEaERT Comrier Chars Tesiibae = MTES 9,00
ZOBNENAKIH Commerzhank Tertiboe (= MTT12 R 25.00,00
TEBNENAMEN Commerzhard Teriaw (2 MTT30_ Drawos BR 550,00
ZEBRENGR Comemerthack TestBan (2 WTT14 U 1000000
ZOBKEDD AV Comrmarrhark Testfials C2_MTISH BR 2500,00
ZEBNIAKGES T Commerzhork TestiiaLl_WT07 __ BENFGIARY IR 500,00
ZCBNIAXGESMT Commer zhark TesttialeLl_ MI799 [
TRMAXCESAMT Cereenerthark Tastfioiel | MTTT AR 1050000
|01 woxcesammzc ZCBHIAXGESAMT Commerzhart Testiake Ll MITTE. R 000,00
|C] wocesavmizes ZEBHAKCESMT Commerzhvork Tootibosa Ll MITG1 bR 10.50.00
|0 woxcesanmace ZEEKIAKGESMT Comteczuorne TeumaeL MITD  BENEFIRY  EIR 000,00

|0 aresamTrace

ZCBRIAKGESANT ComrIer Ik TesiBae Ll MITTO5  MICHAEL MUELLEY u

Fig. 06, Inbox

The following actions can be taken in the postbox:
“Import” - to add the message to the portfolio. This is
required to continue with the transaction.

“Display” - loads the selected message in the form of a
screen display as a PDF file.

“List” - creates a report of all messages in the postbox.
“Delete” - to permanently delete a received message.
“Reference” - a customer reference can be added to each
message. This is required, for example, when new export
letter of credit notifications are received. Entering the
customer reference is possible only at this point.
“History” - loads the history for an existing transaction.
“Info” - enables internal note

The entries will be separated according to clients if you
settle your transactions with the bank using different client
numbers. Select “Client” for corresponding navigation.

Tip:

Monitor recently received messages by registering
for the Web Trade Services email notifications. If
requested, you will be sent an email as soon as new
messages are received!
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Control & Release

The electronic messages can be both released and
(automatically) sent to the settling Commerzbank branch
using the menu item “Release”.

You will only have access to the release file if the corresponding

rights have been assigned to you (in your user profile).

All transactions waiting for release for the currently selected
client will be displayed in the release file.

Web Trade Services  Overview P

Testkunde Import Akkreditive [}
Release transactions
Ho. of transaions for curvent cliest
Clent Testiurde Import Akkrddive
Ho. of tronsactions for ol clients =
S G et eies Bierseierence Sa. ProductRelevant sddress Rl serouribale
] Tomnooanoos U rormel MTI0  Beewrcir =9 25021003 2010
) Toeute0e1 063 U ormal MTIGH  Hunie R £60,00 08,05 2010
Relnase ] toriogion U nomal MTI0N  Baewrciarr e 35002 11 05 1000
. ] FUNCEIREROGED __ BANREFMED U Nermsl_MTIDT M ANYBOGY FLC__USD 150,00 08 032010
] rooues s vorgan U Mhoomol MTION M ANYBOOV G EUR 200,20 99,09 2010
7] Neun evontinuy U Mormel MTI00 _ Bemefcirr s 3.000,33 08.03 2010
) rowioon U el WIS e Aty L EUR 5900000 1053.010
) KUNDEPEFKOTDSS  BASKREFATDSOS U flomal MTIOT uso 000

Fig. 07, Release

The transactions available for release will be listed in an
overview table. Click on the individual column headers to
sort the list as required. Position the mouse cursor on the

“Product” column to view the type of transaction and to get

information which approvals have already been submitted
and which are outstanding.

[Product _[Relevant sddress | [ Rol-amountjosts |
]
ot ] o [Nonma w0 feoerioany Jusb] deooooroazoie ]

~ Overview

ot LB
T T RoreT S T

Sionature level  A-1¢] B.1] C.L] o L= L] ALl

Q display B documents = reporls | =0 transaction. @ info /. correction | o/ verifiation

Fig. 08, Release with transaction information

The following actions can be taken in the release queue:
“Display” - loads the selected message in the form of a
screen display as a PDF file.

“Documents” - opens the submission form required for
printing, if available.

“Reports” - creates a report of all messages waiting for release.
“Transaction” - displays the details of existing transactions.
“Info” - enables internal notes to be entered.

“Correction” - rejects the release, removes the transaction
from this list of transactions to be released and adds it

to “pending transactions”, where it can be accessed for
further processing. Note: Provide the author with reasons
for required correction under “Info”!

“Verification” - your signature for the transaction will be
entered by pushing this button. As soon as all required
releases have been initiated, the transaction will be
automatically removed from the release queue and any
out-going messages generated will be automatically sent
to the bank.

Web Trade Services will confirm your action with the
following notification:

I Transactions released 1, approvals 2

0K
Fig. 09, Release confirmation
The example above shows a final released transaction.
When only the first release has been submitted and
a second approval is still required, the following

status message will appear: “Transactions released 0,
signatures 1”.
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Signature Levels
The following signature levels can be issued:

1. Check by one person

User 1 (signature level A) issues a new message and
automatically initates the first release by saving the
transaction. He can also issue the second release for said
transaction and deploy therewith the automatic transfer of
the message to the bank.

2. Check by two persons

User 1 (signature level B) makes an entry and initiates the
first release. After saving the transaction, a further release
by User 2 (signature level A or B) is required to transfer the
message to the bank.

3. Check by three persons

User 1 (without signature level) enters transaction. User 2
(signature level B) and User 3 (signature level B) are only
permitted to release the transaction together (signature
level A must not be used if the six eyes principle is to

be applied).

Pending Transactions

All processes which were interrupted in any way are added
to the “Pending Transactions” list. Here you will find, for
example, entries which appeared to have been lost when the
browser is unintentionally closed or the internet is suddenly
unavailable. This extensively limits the risk of data loss.
Paused transactions and those requiring correction are also
located here.

A simple click on the corresponding transaction is all that is
required to continue processing.

Pick up interrupted items cLose E
Client (Own Reference  |Other Reference  [Sec.|Trans. ‘Relevanl Address/Text |Cur. Relevant Amount|Rel. Dats
[FFAQ000001 LE M'I'f44‘ 0,00{7.03.201
[FEAQ000001 GA [MTGD1Mustermann GmbH EUR 0,00{25.02.20]
[ZCB0000001 |[TMAMD [AVALTONI GA_|MTGD3Beguenstigter 1 [EUR 0,00|5.07 201
[WESTO0D0D1 |[KD-WEST-IA-UNT Ll |MT700 BENEFICIARY usD 30.000,00(1.03.201
[OSTO000001 |KD-OST-IA-UNT LI |MT700|BENEFICIARY USD 39.000,00/1.03 201
IMITTEOQO01 |KD-MITTE-LA-UNT Ll |MT700 BENEFICIARY usD 30.000,00(1.03.201
[FFAQ000001 GA [MTGD1Mustermann GmbH EUR 0,00{13.03.20]
|SUEDODO001 |KD-SUED-IA-UNT LI |MT700 BENEFIGIARY usD 39.000,00/1.03.201
INORDOD0001 |KD-NORD-IA-UNT LI |MT700|BENEFICIARY USD 39.000,00/1.03 201
[FFA0000001 CE_|MTT41 0,003.03.201
[ZCB0000001 |IAXGESAMTXZCE [ZCBXIAXGESAMT LI |MT707 |BENEFICIARY EUR 0,00
[FFAQ000001 Ll __[MT700|China Gonstruction EUR 1.000,00/20 03 20
Frannnnnns invmorezemv s Zraviavnoiea I aTanTlREnEsi s ey =17 A ol

Fig. 10. Interrupted processes
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Reports & Statistics

The application reporting is available in the individual
modules under the menu item “Reports”. Web Trade
Services offers a range of pre-defined standard reports.
These can be created in the formats PDF, HTML or CSV
(suitable for Microsoft Excel, for example), and can be
viewed, printed or saved locally.

Define the required format and then click on the
database field “ = ” to open the report selection:

Web Trade Services Import Letters of Credit 4
e pemckunde Zentrale (MSB CB) [:]
= Imrport Latters of Credit Inputfields

Report Defnition lei-di = Al ImportAkkreditive Output Format

Client Gemakunde Zentrale (M58 CB) x .2 f
Hundsnrsfarena = Text (CSV)
Akkreditiveummer L

Land des Bagindigten =

Wahrng

Begunrtighr

Erfassungsdatum von o101 2000 F

Fig. 11, Reports

Select from the loaded window simply by clicking on a report:

Selection of report template cLose EM
‘Repart Description

Izi-cd1 Alle Import-Akkreditive

Ici-ci2 Oifene Import-Akkreditive nach dem Begunstigten

Ici-d3 Offene Import-Akkreditive nach Wahrung

Ici-ci4 Offene Import-Akkreditive nach Landerkennzeichen

Ici-e1 All Import Letter of Credits

Ici-22 Outstanding Import LIC's sorted by beneficiary

Ici-e3 Outstanding Import LIC's sorted by currency

Ici-e4 Outstanding Import LIC's sorted by country code

Fig. 12, Select report

The selected report will be created by clicking on the
“View” button.

Changing the Client

“Change client” allows clients who would like to settle
guarantees, letters of credit and collection procedures using
more than one client number to switch between these.

Web Trade Services Overview 7

» Home Demokunde Mitte, Anton Maenner als S50 User
» Import Letters of Credit e
» Export Lef f

» Export Collection User

» Guarantees

~ Overview

Related clients  [Client No- [Chent name
[FFA0000001 _|Demofunde Frankiurt
[MITTE00001 [Demotaunde itte
[NORD00000T __[Demokaunde Nord
[OST0000001 [Demotance Ost
[SUEDUD00T __[emolande Sued
[WESTOD000T  [pemotande west

[ZIT0000001 unde Zeniraie (G5 -1T)
l£cB0000001 Kunde Zentrale (MSB GB)

[Current client

O00000OFE.

Deleted Items

Fig. 13, Changing the client

Select the required client by using the check box and click
on save. It is also possible to change from one client to
another in different places within the individual modules.

The current client being processed is displayed in the
application’s grey highlighted title bar.
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Administration
The “Administration” function can be used to generate and
maintain a range of master data. The following data can be
managed here:

Banks

Counterparties (see tip below)

Currencies

Accounts

Countries

Reminder Category

Text Blocks

Tip:

Enter your counterparties (beneficiaries of your
guarantees, import letters of credit etc.) into the
database as master data using the menu item
“Counterparties”. Each of these addresses must be saved
using a clear abbreviation. This significantly increases the
quality of your reporting, as only these addresses can be
clearly analysed.

“Administration” is explained as follows using the topic
complex “Text Blocks”.

Text components can be entered in two different languages
(German/English) and are available for selection in both
languages in the later version of a transaction.

Web Trade Services Administration
Demokunde Zentrale (MSB CB) [
Text block
croup =

Name. 2

[Languige  Ter block deseription
@ Germen m
- Administration O Enghan fal
Language Eeqlish
Tes =
Test Blocks
Languags German
Tet =
Verson

[ creation = reports Copy.

Fig. 14, Constructing text components

The later use of the text component to be constructed
should first be defined in the “Group” field. For example,
if you select LC - Goods description, the text will be

available via the database field “ = ” in the function
Import letters of credit/Entry/Goods description tab.

Administration

Demokunde Zentrale {(MSB CB)

Text block
Group
Marne
ALL - MNarrative Freetext Message
COLL & LC - Documents
COLL - Description of goods
COLL - Other instructions
GUA - Guarantee text
GUA - Liability details
LC - Additional conditions
LC - Deferred payment details
LC - Details to charges instructions
LC - Docurnents required
LC - Goods description
LC - Mixed payment details
Language LC - Narrative {Document Presentation)
Text LC - Presentation period
Language
Text

Fig. 15, Selected text components
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Annex |

Schedule of electronic messages

Export letters of credit module DTAEA, DTAEAD & DTAEAR Guarantee module

Client to bank Client to bank
MT735 Acceptance/Refusal LC amendment G01 Application for issuance of a guarantee
MT759 Extended Free format message G03 Application for amendment of a guarantee
GO05 Free format message
Bank to client
G09 Response to extend or pay
MT700/710/720 Advice of a documentary credit
G12 Request for reduction or release
MT707 Amendment advice of a documentary credit
MT770 Presentation response for documents Bank to client
MT775 Due date notification G02 Guarantee issuance information
MT780 Advice of settlement G04 Guarantee amendment information
MT785 Advice of charges G06 Free format message
MT799 Free format message GO07 Advice of reduction or release
MT759 Extended Free format message G08 Extend or pay query
G10 Claim for payment notification

Module import letters of credit DTALC, DTALCR, DTALCA & DTALCD

Client to bank

Export collection module

MT700 Application for issuance of aL/C

Kunde an Bank
MT707 Application for amendment of a L/C

MTT41 Collection instruction to submitting bank
MT759 Extended Free format message

MTT31 Amendment instruction for export collection
MT732 Taking up documents (despite discrepancies)

MT449 Free format message

Bank to client
Bank to client

MT700 Notification of issuance of letter of credit

MTT14 Confirmation of receipt
MT707 Notification of an amendment to letter of credit

MTT31 Confirmation of receipt of an amendment
MT759 Extended Free format message

MTT12 Acceptance confirmation
MT771 Advice of discrepancies

MTT66 Advice of charges
MT776 Due date notification

MTT54 Advice of settlement
MT781 Advice of settlement

MT499 Free format message
MT786 Advice of charges
MT709 Notification of reduction or release

Annex |: Schedule of Electronic Messages 10



Annex |l

Explanation of the Main Push Buttons

Pause-Button

Can be used for the interim saving of data.
Saves the process under “pending transactions”

Calendar-Button

Offers direct access to the calendar

Appointments can be saved during the current entry

Back-Button

Goes back one page.
Use instead of the browser back button.

Database access

This button can be used to access saved data such as addresses, text components,

templates and transactions from the portfolio.

Pdf-Button

Click on this symbol to create a PDF document. The document will then open in a

separate window.

In the new window you can start printing the document or save it locally.

B save

Saving

Saves the process, carries out plausibility checks and indicates errors in the entry if applicable.
Changes status to “created” in the case of newly entered transactions.
Document submission forms are automatically offered for printing after the process is saved.

v verification

Release

Only authorised users can release transactions. A signature is added by clicking the button.
If this is the final required signature, the electronic message (if available) will then be
automatically sent to the processing branch of Commerzbank.

#  correction

Correction

If the checker finds an error, he can reject the release by clicking the “Correction” button.
The process can then be re-accessed under the menu point “pending transactions”.

Q, display

Display

This button can be used to load datasets which will, for instance, be printed at a later date.
These datasets can be of different types, e.g. a file copy of the current status can be created
using the history of a process by clicking the “Display” button. In the “Reports” function, click

the button to create the required report.

Annex II: Explanation of the Main Push Buttons 11



Template

Eﬁ template Use the template button to enter (“History” function) or retrieve (“Enter” function) template
transactions.
x Close
L| close This button is only available in the history.
Closing a process sets the status to “closed”. A closed process is only included in the report
“All transactions” and will no longer be displayed in any other reports.
A closed process can be re-opened.
Delete
X delete The deletion of a process can be initiated in transaction history and involves the final and
complete removal of the process from the database. The process cannot be reproduced.
A security question is therefore displayed, which will need to be confirmed again before the
process is actually deleted.
In the menu item amendment of Letters of credit, this button also serves to delete the
content of the large text fields.
Changes
L changes This button is only available in the history.
Use “Changes” to gain access to the version tracking for a transaction.
Here you have the opportunity to look through the historical statuses of a process.
Reference
R reference This button is only available in the postbox.
The function can be used to allocate your own reference to a newly received transaction.
N Import
t import P

This button is only available in the postbox.

Each new message must be accepted in the application. First enter a reference - if required -

(see above) and then import the message.

|__E| creation

Creation

This button is particularly useful in the “Administration” area.
A new entry for an address, text component, an account etc. is initiated by clicking on the

“creation” button.

~+ add

Add

In the menu item amendment of Import Letters of Credit, this button is used in the large

text fields to add content.

Show Difference

hﬂ- show diff. In the menu item amendment of Import Letters of Credit, this button is used to display
further details of the adjustments made in the large text fields.
Undo all
Undo All In the menu item amendment of Import Letters of Credit, this button is used to reset entries,

made by using the function “Add” or “Delete”.

Annex II: Explanation of the Main Push Buttons
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Annex Il

Explanation of Status Features

Paused The entry of a process has been interrupted (e.g. by clicking on the Pause symbol or an
arbitrary interruption).

These transactions will not be included in any reports.

Created Those transactions which have been fully entered and are waiting for release are listed in
the “Created” status. Those transactions requiring several releases and for which some of the
signatures have already been provided will also remain in the “Created” status until they have
received the final required release.

Transactions with a “Created” status will only be included in the “All transactions” report.

Apply for Transactions with “Apply for” status have been given all required releases and the electronic
message has been transferred to the processing branch of the bank.

Transactions with “Apply for” status will only be included in the “All transactions” report.

Issued Processes which have first been entered, then released and finally issued by the bank will be given
“Issued” status. The status will be allocated as soon as the electronic response for a transaction has
been received from the bank and imported.

Only those transactions with an “Issued” status are included in all available reports.

Closed The status “Closed” can only be allocated by clicking on “Close” in the process history for the
individual modules.

Transactions with this status will only be taken into account for the “All transactions” report.

Annex lll: Explanation of Status Features 13
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