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Quick Guide

Import letters of credit

Overview

The main steps required to successfully process an import
letter of credit are explained in this document, along with
some helpful tips.

The Import Letters of Credit module enables the efficient
processing of transactions and ensures the quality of the
entered data using comprehensive plausibility checks.
The module will also provide you with a detailed and
up-to-date overview of all transactions in this business
division at any time.

The following functions are available:
Applications for import letter of credit opening and
amendment instructions
Processes for take-up of documents
Access to all transactions using the menu item “History”
Production of reports
Creation of free text messages relating to transactions
Creation, amendment and display of templates

For the individual actions, the application interactively
communicates with the processing system at your
Commerzbank branch through various electronic
messages. A detailed description is available in Quick
Guide “First Steps and Basics” Annex | - Schedule of
electronic messages”.

Entry for opening or amending instructions

An import letter of credit opening request requires the entry
of complex data volumes. Web Trade Services provides a
range of helpful tools for this purpose, such as template

and copy functions, text components and comprehensive
plausibility checks. Once the data has been entered, highly
structured electronic messages are transferred to the
processing branch of Commerzbank.

‘Web Trade Services Import Letters of Credit noodq

» Home Demokunde Mitte,

~ Import Letters of Credit Basic Data Payment C.. Others Shipmeni Additional... Descriptio... Documents.. Additional... Special Pay..

Reference 170401 = Client
Demokunde Mitte v
user T Issuing bank

Entry Date. 7.042019 > Commerzbank Testfiliale -

Contact person at issuing Bank

IRREVOCABLE - ELFRIEDE SCHMIDT

Confirmation Instruction  WITHOUT -

Amount ER - 25.390,00

[use tolerance

Tolerance (in %) +/- 0 0

Beneficiary account No.

Latest date of shipment 5122020 » Transhipment

Expiry Date 0122020 » ALLOWED v
Place of expiry FRANKFURT/M. Patshipment
Appiicable Rule UCP LATEST VERSION - coNDITIONAL v
‘Addition to Applicable Rule

Internal remarks priority

Normal -

% template Q display B save

Fig. 01, Opening an import letter of credit

Numerous fields can only be completed using pre-defined
selection values. To do this, simply open the drop-down
menu ( « ) for the respective field and select one of the
values. The calendar is used in a similar way: Click on the
arrow button next to the date field and select the required
date. Alternatively, you can also enter “+180”, for example,
in a data field. Web Trade Services will then automatically
calculate the date 180 days from today.

Tip:

Use the “Internal remarks” field to enter information
about the current transaction. This will then be displayed
each time the transaction is viewed and can be used, for
instance, to give colleagues helpful information about
how to proceed.

The buttons “ = ” symbolise access to the database.
Clicking on this symbol will open an address database for
each field or pre-entered text components.

Text blocks for group LC - Goods description

crose Bl

Code Tont block Text

[ cFR Standard- CFR - Incotenms (2000) *
[]cF Standard. CF - Incoterms (2000) *
[1ce Standard- P - Incoterms (2000)*
] cer Standard- CPT - Incoterms (2000) *
] Dwr Standard- DAF - Incobesmns (2000) *
DOF Standard- DO - Incoterms (2000)

)

[] pou Standard- 00U - Incoterms (2000) *
[] pea Standard- DEG - Incoterms (2000) *
[] pes Standard- DES - Incotenms (2000) *
[ Exw Standard- EXV - Incolerms (2000) *
[ Fas Standard- FAS - Incobesms (2000) *
[ Fea Standard FCA - Incoberms (2000) *
FOB - Incoterms (2000) *

Goods as per proforma invoice no. ABBSE123 dd, feb, 24 |
Phymethd Methacrylate

Insert Display  Language English Select code

Fig. 02, Text components

Use the function “Administration” to enter databases for
various fields. Several standard texts are, however, already
provided in Web Trade Services, such as the various
Incoterms in the example above.

Tip:

If required, you can save your text component in different
languages. Activate one or more text components as
shown above and click on “language” to switch between
the languages. “Insert” then includes only the content in
the required language.
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The most efficient way to enter the data is to use a
template or a transaction which is already saved in the
portfolio. Access the portfolio of historical data by clicking
on “ = ” next to the “Customer reference” field. Selection
criteria can now be entered which will help you search for
a particular transaction.

Selection criteria

cuos: Bl

Clignt Al - Select
Issuing bank b d

User :d

Business seckor Import LIC
Customer Reference

LT Number

Banafiasry

Adwice through bank

From Ta

Created on k b
Crate of shapment 3 3
Maturity date

Date of expiry * 3
Contract status Al -
Currancy -

Amount oo 000
Place of expiry

First adv, bank ref.
Exit

Fig. 03, Selection criteria

A list of matching transactions will then be displayed. When
you select a transaction, the application will copy all of the
fields of the old transaction into the entry mask (excluding
reference, date and amount fields).

The same applies to the use of templates. Click on the
“Template” button to load a list of all saved template
transactions for the business division.

Tip:

Templates are either manually created with the menu

item “Templates” or using an existing transaction. To do
this, select a transaction from the history and click on the
“Template” button on the right lower border of the screen.
The application will now change to the template function,
where information can be supplemented or amended.
Click on “Save” to complete the entry of the template.
The application will then shift back to the history of the
previously accessed transaction.

Confirm your entry by clicking on the “Save” button. The
application will now carry out a plausibility check and will
report any possible errors in the entry:

‘Web Trade Services Import Letters of Credit

» Home Demokunde Mitte,
© TR e Er Basic DataPayment Condition: Others Shipment Additiona.. Descripti... Document.. Additiona.. Special Pa..
Entry
A Available with

ISSUING BANK =

Available by
BY DEF PAYMENT -

Advising bank Available with bank

Draft Details Drawn on

Negotiation / Dsferred payment details Mixed payment details

the details for the deferred payment. X

Austrslis

[k template  Q display I save

Please correct data entered.

Fig. 04, Error notification

The field which needs to be corrected will be highlighted
in colour and an error message will be added. This can

be closed by clicking on the red cross ( x ). As soon

as the error has been corrected, the transaction can be
saved again. Once the transaction has been successfully
saved, it can finally be released and sent to the bank using
“Overview/Release”.

Tip:

Do you need to complete your entry but you urgently
have to leave your desk? No problem! Click on the pause
symbol in the application header (“ u 7). The entry

will be interrupted and saved without carrying out the
plausibility check. The transaction can be accessed at any
time for further processing via the menu item “Overview/
pending transactions”.
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Receiving and accepting messages

The conducting branch of Commerzbank will now receive
the import letter of credit application and will issue the
letter of credit. You will receive an electronic execution
notification for this step and all further steps taken by your
Commerzbank branch (also see First Steps & Basics at
“Schedule of electronic messages” in Annex 1).

Web Trade Services Overview Pl
Demokunde Mitte,
Processes incoming message

Client Demokunde Mitte v Number of messages waiting for processing

Current dient 5]all clients. a2

ot reference From bank product_[Readdress | Ret-amount
e spoST Testlads urro0 [penericaRy ER|  ssooco)
p Testtiadis_|umro7 Ew[ 250000

Testladny r7at ER =
Tostiladis w77 R 50000
[eEMITTE A-POST Testtiadis 771 Ew 150000

O fowTrearosT

B Import Q display = reports X delete Db reference © info

Fig. 05, Postbox

If required, add your own reference using the “Reference”
button first, or supplement/correct the reference if it was
not possible to allocate it to follow-up messages. Secondly,
click on the “Import” button and the message will then be
allocated to the transaction and any relevant amendments
or new events will be noted in the history. The imported
messages can - if required - be accessed in the application’s
message archive (under the menu item “Overview”).

Transaction history
The history provides a current and comprehensive overview
of existing transactions. In the import letters of credit area,
the following actions can be carried out:
Display a contract page which shows the current status of
the transaction
Close or delete a transaction (see also “Annex IlI -
Explanation of the status features”)
Display received messages by pressing “History” button
Display notifications about discrepancies, due date messages
and settlement information via the “doc-sets” function
Creation of templates
Display historical versions of the transaction

Web Trade Services Import Letters of Credit

» Home Demokunde West, Anton Maenner als SSO User

< TR i R Basic Data Payment.. Others Shipmen.. Addition... Descript... Docume... Addition... Special P.. Status in.. Unmapp..

Reference KD-WEST-Ia-GES | 2 Client
Demokunde West

User Tssuing bank

Entry Date [oe.022019 (Commerzbank Testfiliale

Contact person at issuing Bank

Form of doc. credit IRREVOCABLE ELFRIEDE SCHMIDT.

L/C Number CB-WEST-1A-GES
Confirmation Instruction  [WITHOUT

Beneficiary address

Amount ER 20,000,00) BENEFICIARY

.0 50X/ STREET
Use tolerance 1P CODE / CITY
AUSTRALIA

Tolerance (in %) +/- [J 0

Beneficiary account No.

Lstest date of shipment  [15.122020 Transhipment

Expiry Date [30.12.2020 [aLLowED

Place of expiry FRANKFURT/M.

Partshipment

applicable Rule lUcP LATEST vERSION [conprTIoNAL

Addition to Applicable Rule
Internal remarks priority.

Info: Die empfangen. Von
fur TradeConnect am 11.02.2013 um 13:20-13. Normal

Q display [X close @ history X delete Ul doc-sets /- changes [l template

Fig. 06, History with transaction versions

Access the application’s version tracking using the “changes”
button. The yellow arrow buttons can be used to page
through the historical statuses of the letter of credit.

Fields which have been changed at the respective time in
comparison to the previous version will be marked in red.

Tip:

Do you want to check in the history which employees
created and released the transactions and what time
this occurred? To do this, load an overview of all
messages under one transaction using the “History”
button. Select the message by clicking on it and then
click on “Information”. The next field shows the relevant
log information:

Transactions for 55555 crose BN

| Processed Recelver 1eferent: jpfotext for MT707 Reference: 55555 cLose BB

O 18102010 19102010 [4]
D01 112010 0815 = - ] a0 [&
Quiian s *inio; Enfered by o5 S50 User on 1112010 o 15:47:39 —I_olnxum =]

siio: Apgroval (8, Verifation - sk .} by a8 S50 Lser on
1112010 ot 15:46:32 =

Information

Fig. 07, Import letter of credit history, log information
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Take up of documents

You will also be informed about documents presented

to your Commerzbank branch regarding import letters

of credit in your portfolio online by electronic messages.
Discrepancies will be transmitted by the message “Receipt
of an advice of discrepancies” (MT771).

‘Web Trade Services Import Letters of Credit

» Home Demokunde West,
~ Import Letters of Credit

Receipt of document: Unmapped tag:

Issuing bank
Reference ko-wesT1AGES | E Commerzbank Testfiiale
Client [Demokunde West

Contact person at bank
Beneficiary BENEFICIARY ELFRIEDE SCHMIDT
Amount/Open ER 2000000 200000 LC-Number

Ce-wesT-1a-GES

Date of Doc. Presentation (05022013 List of MT771 05.02.2019 EUR 18000 (#01 MT771 05.02.2019) ~.

.000,00

Authorization for receipt despite discrepancies v

150 / Account No. for fees (504099500 DE47500400000804095500 Commerzbank Tes

150/ Settlement account (504099500 UR  DE47500400000804099500 Com

Info. for issuing bank

Priority
Normal -

Internal remarks

@ history Q display I doc-sets |2 save

Fig. 08, import letter of credit - take-up of documents

After import of the message “Receipt of an advice of
discrepancies” (MT771) from the postbox, the creation of
“Taking up of documents” can be initiated by clicking on the
submenu of the same name.

Monitoring of transactions using the calendar
A comprehensive calendar function is available in the
“Overview” category.

New dates can be saved here directly from a transaction.
Simply use the calendar symbol in the Web Trade
Services header:

Fig. 09, Calendar symbol

The application loads the entered date. After this has
been saved, you can continue working on the same
transaction without losing any entered data.

Alternatively, you can also use the menu item “Diaries”
and click on “Creation” to add new events to the calendar.

Further reminder categories can be added under
Administration/Reminder Category.

Web Trade Services Overview

-

Testkunde Import Akkreditive o

Date

b
3
’
»

Overview

Completion date
Responsible
Campleted by

wersion

[ creation

Fig. 10, Enter dates

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 a new message is received!

Import letter of credit amendments

The amendment of an import letter of credit is made via
the menu item “Amendment” under the Import Letters of
Credit module.

The letter of credit to be amended is accessed via the
database field “ = ” next to the “Customer reference”
field. You can now make the desired amendments in the
individual tabs.

The letter of credit amendment represents a “mirror
image” of the letter of credit opening. All fields are
available to you in structured form and can be changed.
For the large text fields (“Description of goods”,
“Documents required”, “Additional conditions”, “Special
payment conditions for beneficiary”), an amendment is
made by using the following codes

ADD (for the addition of data)

DELETE (for the deletion of data)
REPALL (for the complete replacement of data)
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‘Web Trade Services Import Letters of Credit

n Kl
» Home Demokunde West,

< LT LE L E 5 E T el Amend... Amend... Paymen.. Others Additio... Executi...Description of goods Docum... Additio... Unmap.. Special...
R Description of goods
Jrofoma invoice no. 200100
otder quanity descrption
30050 100 pes. bue Lshits
20051 200 pes. green tshins. 4001
30052 300 pos.red Lshis 130055 600 pes.pink Lshis
130053 400 pes. yellow tshins

130054 500 pes. whit -shirts

Templates 30055 600 pes. pink Lshirts

History of Amendments
[== Anderung 1 vom 02/1815:
Desciption of Goods

\wie folgt geandert

Amendment

Take up of Documents.

Reports

» Export Letters of Credit
» Export Collection

» Guarantees

» Overview

» Administration

Current Amendment
[CReplace all

+ ada X delete
% show il Undo All

@ history  Q display I doc-sets | save
Fig. 11, Import Letter of Credit - Amendment

For instance, if you want to add an item to the Description
of goods, please enter this in field “Current amendment”
and then click on button -+ add . If you want to delete
something from the Description of goods, enter the text
which shall be deleted from the Description of goods in
field “Current amendment” and click on button X delete

It is important to observe that only full text lines can

be deleted. The amendments will be realised in field
“Description of goods” directly afterwards.

The button *& show diff. gives an overview of the
amendments made.

Added contents are displayed in yellow, deleted contents

Text Difference

CLOSE

proforma invoice no. 200100 -/ Red:
order quantity description
30050 100 pes. blue t-shirts
- 30051 200 pes. areen t-shirts
30052 300 pes. red t-shirts
30053 400 pes. yellow t-shirts
30054 500 pes. white t-shirts
30055 600 pes. pink t-shirts
+ 30055 700 pes. purpur

+/ Yellow:

Fig. 12, Import Letter of Credit Amendment - Text diff.

in red.

A full replacement of the contents is also possible.

After clicking on D Replace all | the entry field opens and

the amendments can now be entered in the text directly.

‘Web Trade Services Import Letters of Credit

» Home Demokunde West,
~ Import Letters of Credit
Eniry Description of goods

[proforma invoice no. 200100
Jorder_quantity description

Amendment
Take up of Documents
/30051 200 pes. green tshirts
130052 300 pes. red t-shirts

130053 400 pes. yellow t-shits
130054 500 pes. white tshirts
Templates 30055 800 pes. pink bshirs

Reports
» Export Letters of Credit
» Export Collection

» Guarantees

» Oven

» Administration

Current Amendment

Amend... Amend.., Paymen.. Others Additio... Executi..,Description of goods Docum... Additio... Unmap.. Special...

History of Amendments

[+ Anderung 1 vom 0219115
Dessription of Goods
wie folgt geandert

/rADD!
130055 600 pes. pink t-shirts

Replace i

4 showdiff.  Undo All

@ history | Q display I docsets | [2] save

Fig. 13, Import Letter of Credit Amendment - Replace all

If it is necessary to reverse any added or deleted entries,
this can be made by clicking on button undo all

After the transaction has been saved and released, it is
transmitted to the conducting branch of Commerzbank.
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