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About This Guide

Chapter 1. About This Guide
This U.S. Bank Global Trade Getting Started Guide will help you understand how to use and navigate
through the system from your computer.

About U.S. Bank Global Trade
U.S. Bank Global Trade (Global Trade) is a secure, comprehensive online trade platform that helps you
initiate and receive time-sensitive international trade information over the Internet. It is an intuitive and
easy-to-use system. Global Trade offers importers and exporters a secure, direct way to easily manage
trade transactions, minimize risk and maximize growth opportunities. Using a single login, you can also
access other U.S. Bank products such as U.S. Bank SinglePoint® - our suite of treasury management
services.

Global Trade enables you to:










Electronically view and receive details of advised export letters of credit. Manage transfers,
assignment of proceeds and amendments. Track the status of bank documents and respond to
discrepancy notifications with your instructions. Obtain up-to-the-minute balance and history
information, and access reports.
Electronically initiate import and standby letters of credit applications and amendments through a
user-friendly data entry format. Respond to discrepancy notifications, receive electronic copies of the
issued letter of credit, amendment, and transaction related bank documents. Obtain up-to-the-minute
balance and history information, and access reports.
Control the flow of title documents for your export merchandise. Electronically initiate a direct export
documentary collection cover letter and send collections documents directly to your customer’s bank,
with instructions to be held until they either pay or agree to pay on a specified date. Receive reporting
details for each incoming import collection as it is received and processed by U.S. Bank. Obtain upto-the-minute balance and history information, and access reports.
Electronically initiate open account applications and amendments through a user-friendly data entry
format. Request automated data verification of purchase orders and invoices, and identify
discrepancies. Respond to discrepancy notifications, receive electronic copies of an open account
cover letter, amendment, and transaction related bank documents. Automatically create open account
transactions from purchase orders or attach purchase orders to the instrument. Obtain up-to-theminute balance and history information, and access reports.
Directly upload purchase order data to Global Trade from your company’s system. Automatically
create import letters of credit and/or open account from purchase orders or attach purchase orders to
the instrument. View discrepancies at purchase order line level. Easily manage and maintain purchase
order templates to simplify and streamline import letter of credit or open account processing. Obtain
PO Balances, shipments and all purchase order details available.

U.S. Bank and U.S. Bank SinglePoint® are registered trademarks of U.S. Bancorp.
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Chapter 2. Preparing to Access Global
Trade
Before accessing Global Trade, please ensure your workstation meets the minimum system requirements
provided below.
Component

Minimum Workstation Requirements

Operating system

Microsoft® Windows® XP SP3, Windows 7 or higher and Ubuntu Linux 9.10

Browser

Microsoft Edge (Edge) or Google Chrome (Chrome)

Processor

Pentium® III, 500 MHz or higher processor

Network connection:

Broadband (cable/DSL) or T1

Setting Up Your Workstation
Set your screen resolution
The optimal screen resolution display setting is 1024 x 768. To adjust your screen resolution, go to
Settings > Control Panel > Display. On the Settings tab, set the Screen Area to 1024 x 768 pixels.

Download Adobe Reader® for viewing and printing PDF reports
Global Trade uses Adobe Reader for printable format and for report PDF format. We recommend using
Acrobat Reader version 6.0 or higher. If you don’t have Adobe Reader installed on your system, you can
download it for free from the following Adobe Web site: www.adobe.com/products/acrobat.
(U.S. Bank is not responsible for the content of or products and services provided by the site you will be
entering, nor does it guarantee the accuracy of information contained in the site.)
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Feature Summary
Application and Amendment Creation
The Transaction Create option enables you create and manage applications for new trade instruments, and
create amendments against existing trade instruments.

Transactions In Process
The Transactions In Process feature provides a snapshot of your pending activities and serves as a
centralized processing center for taking action on these transactions. It provides access to all instrument
types (letters of credit, documentary collections, open account) and enables you to perform a variety of
actions. For example, reviewing, modifying, deleting, rejecting, and approving transactions.

Transaction Review
The Transaction Review feature enables you to review the workflow of a transaction. You can also
generate a printed copy of an application or amendment in letter format.

New Reported Events
The New Reported Events feature informs you of information that has been delivered to U.S. Bank
Global Trade by your bank in the form of transaction history reporting. Reported events include Issuance,
Amendment, Payment, and Advising of various instrument types.

Secure Messages
With secure messages, you can communicate with bank support staff in a highly secure environment.
Secure messages can be associated to instruments, thereby making the correspondence a part of the
instrument's history.

Purchase Orders
Importers who utilize the system's Documentary Letter of Credit or Open Account origination and
amendment capabilities can also utilize its Purchase Order processing capabilities. You can upload or
manually enter Purchase Order line detail and maintain the information within U.S. Bank Global Trade.
You can associate Purchase Order line data with applications or amendments for delivery the bank. The
bank can then provide detailed reporting on those associated purchase order lines.

Reporting
U.S. Bank Global Trade includes several reporting features. Instrument Inquiry enables you to search for
instruments and see instrument and transaction details in a consolidated view. The Reports function
enables you view and print a variety of reports. The Bank Document Copies feature enables you to view
documents that U.S. Bank has provided, such as advices, cover letters, and Swift copies. The Data Export
function allows you to export data from Global Trade to your ERP system.

Administration
User Administration enables you to manage the profiles of company users, including their entitlements
for performing tasks in the system.

11/16
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Getting Help on Global Trade
For online assistance in Global Trade, there are several resources available to you:
For your convenience this Getting Started Guide is available to download on the Global Trade login
page.

Online Help is located at the top of every page in Global Trade.

Context-specific aids such as tool tips
, browsers
and help to explain further details of certain fields.

and calendars

show additional information

An Information Request link is located at the top of every page to allow a user to quickly create a
request for information via the Secure Messages functionality. If you have a question about a particular
import or export transaction, you can send a quick Information Request message to U.S. Bank.
Information Request messages will be directed to the U.S. Bank Operations center that is assigned to your
business. A user must be entitled to use Secure Messages to be able to utilize this feature.
A Quick Search allows users to search for a transaction in Instrument Inquiry by entering all or part of
a reference number. You can select your search criteria from the drop down menu that includes: Begins
With, Contains, Ends With and Equals. Then type all or a part of a reference number and click 'Go'. The
system will direct you to the Instrument Inquiry page that will display all transactions that matched your
search criteria.

For questions related to your current services, contact your system administrator or U.S. Bank
International Banking Support Help Desk at 800-608-6571 or iboss@usbank.com.
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Chapter 3. Accessing Global Trade
How to Login to Global Trade
1. Access Global Trade via URL: https://globaltrade.usbank.com
2. On the ‘Welcome to Global Trade’ page, type your customer ID, user ID and password.
Press ‘Enter’ or click ‘Login’.

How to Use the Single Sign-On Option
1. If you are entitled to use U.S. Bank SinglePoint® - our suite of treasury management services, and/or
U.S. Bank Image Look, you may also access Global Trade from the left navigation menu after you
have logged in to one of these applications.
2. Your login information should match in all of the single sign-on applications.
3. Navigation between Global Trade, SinglePoint and Lockbox-Image Look is seamless and requires
you to login only once using a single Customer ID, User ID and password.
FX Web
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How to Reset Your Password
When you access Global Trade for the first time, you will be prompted to change your password
1. On the Welcome to Global Trade page, type your Customer ID, User ID and Password. Your
system administrator provided this information to you.
2. Click Login. The Password and Challenge Questions page opens.
3. Enter New Password. Then enter it again in the Confirm Password field. Choose your challenge
questions and answers.
4. Click Submit. A Global Trade session begins. Use the new password to log in for subsequent
sessions.

NOTE: If a user enters Password incorrectly five times, their Global Trade user profile will be
locked. User passwords can be reset by the Global Trade system administrator at your organization. If
your system administrator is unable to reset your password, they should contact the U.S. Bank
International Banking Support Help Desk at 800-608-6571 or iboss@usbank.com.
If you forget your Global Trade password, you can reset it yourself
1. On the Welcome to Global Trade page, click Forgot your password? link. Forgotten Password page
opens.
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2. Type your customer ID and user ID and click Continue. Reset Your Password page opens.
3. To reset your password, click Send One-Time Use Password link. A one-time use password will be
emailed to your email address saved in your user profile in Global Trade. If your email is not listed in
the user profile, please contact your system administrator or U.S. Bank Help Desk to update your
profile and reset your password.
NOTE: One-Time Use Password expires four hours after it is delivered to your e-mail. After that
you will need to submit another request following steps above.
4. Once you receive your One-Time Use Password via email, please return to Reset Your Password
page to enter the one-time use password and answer challenge questions. Then click Continue.
5. Enter a New Password. Then enter it again in the Confirm Password field.
6. Click Submit. You are returned to the Global Trade login page. Use your new password to login.
NOTE: Resetting your password and Challenge Questions in Global Trade will update your
password in all of the single sign-on applications that you are entitled to.
You can change your password and challenge questions any time during your session in Global
Trade
1. Select User Password Reset under Administration in the left navigation menu. The Change
Password page opens.
2. Type your old password and preferred new password information. You may also choose to change
your challenge questions and answers.

3. Click Submit to save your changes. Click Cancel to cancel the password change.
NOTE: Resetting your password and changing your answers to challenge questions in Global
Trade will update your information in all of the single sign-on applications that you are entitled to
access.
Your system administrator can also reset your Global Trade password
1. User passwords can be reset by your Global Trade system administrator at your organization. System
Administrator needs to access Manage Users from Administration and select Reset Password from the
Actions drop down menu. Click Submit. On the Reset Password page, system administrator can
create a temporary password and provide it to the user.
2. If your system administrator is unable to reset your password, they should contact the U.S. Bank
International Banking Support Help Desk at 800-608-6571 or iboss@usbank.com.
11/16
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How to Create a Global Trade User
If you are entitled to access user administration, you can create users by entering all required information.
Select Manage Users from Administration in the left navigation menu. The Manage Users page displays
a list of existing users in the company.
1.
2.
3.
4.

Click Create New User. The Create a New User page opens.
Create a unique User ID. User IDs are minimum 3 and maximum 10 characters long.
Enter required new user information and select a User or Administrator role. Click Continue.
The Modify a Company User page opens. You can complete the user set up by providing additional
information and assigning user entitlements in Global Trade.
5. Click Save to save the entitlements for the new user.

If you are a single sign-on application user, your system administrator can assign you a role in
Global Trade. You will be able to access Global Trade, SinglePoint and other U.S. Bank
applications that you are entitled to with one login.

How to Modify a Global Trade User
If you are entitled to access user administration, you can modify users by entering all required
information.
Select Manage Users from Administration in the left navigation menu. The Manage Users page displays
a list of existing users in the company.
1.
2.
3.
4.

Search for an existing user ID in the User ID column.
Select Modify from the dropdown menu and click Submit.
Select User or Administrator role for Global Trade and click Continue.
The Modify a Company User page opens. You can complete the user set up by providing additional
information and assigning user entitlements in Global Trade.
5. Click Save to save the entitlements for the new user.
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NOTE: Modifying user information in Global Trade will update your information in all of the
single sign-on applications that you are entitled to access. Deleting a user in Global Trade will not
delete a user from other single sign-on applications.

How to Delete a Global Trade User
If you are entitled to access user administration, you can delete users.
Select Manage Users from Administration in the left navigation menu. The Manage Users page displays
a list of existing users in the company.
1. To delete a user, select Delete from a drop down menu in the Actions column and click Submit.
2. User ID will be deleted from Global Trade

User Entitlements
Global Trade gives you the ability to assign a User or Administrator role to every user within your
Company ID. As part of their user profile, Users and Administrators must be given certain entitlements to
access products and features in Global Trade. The user entitlements can be accessed via Manage Users in
the Administration. There are three sections that help to define user entitlements: Contact Information,
Trade Finance Information and User Entitlements.
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Contact Information

Company ID is assigned to your company by US Bank. Once Company ID is established, it can’t be
changed without losing transaction history.
Status option gives you the ability to make a user temporarily inactive. The User will not be able to login
to Global Trade until their status is changed to Active.
Name is user’s first and last name.
Login ID is user ID that was established by US Bank or by the system administrator in your company.
E-mail is a required field.
User's Time Zone is important to be properly setup is user chooses to receive email notifications on
hourly basis instead of real time.
Default Report Output Format - Global Trade allows users to view and print reports and bank
documents (copies of letters of credit, debit/credit advices) in two formats: PDF and HTML. Your current
default format is set to HTML in the Global Trade system. The HTML format allows users to export
copies of your reports and bank documents from Global Trade into Word or Excel documents. Please note
that users won’t be able to export reports and bank documents into a Word or Excel when the default
report format is set to PDF.
Locale – The default locale is always English (United States)
Date Format allows you to change date format preference. Global Trade default is MM DD YY.
Time Format allows you to change time format preference. Global Trade default is HH:MM
Number Format allows you to change number format preference. Global Trade default is #,###,###
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Trade Finance Information

On Behalf Of – this option is disabled.
Allow User to Change User Preferences gives user the ability to change e-mail, Time Zone and Default
Report Output Format without system administrator’s involvement. This option is highly recommended
to reduce administrative overload.
Enter Approval Limits in Company Base Currency allows you to set the transaction approval limits.
The specified user will not be able to approve and/or release a transaction to U.S. Bank if the amount
exceeds a certain approval limit set by your company.
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User Entitlements

Entitled To All will allow a user to access all features and functionality that your company is set up for.
Assignment of Proceeds allows beneficiary of a documentary letter of credit to assign the proceeds under
the documentary credit, fully or partly to a third party. Usually the beneficiary informs the advising bank
that his/her claims or partial claims under the documentary credit were assigned and asks the bank to
advise the assignee (third party) that it has acknowledged the assignment. The user must have access to
Export Letters of Credit in Global Trade to access Assignment of Proceeds. Based on the entitlements
selected, a user can create, modify and delete assignments and assignment templates. If a user who creates
an assignment is not an approver, they should not be given approval rights in the system.
Documentary LC allows to setup user entitlements for Import Letters of Credit issuance. Based on the
entitlements selected, a user can create, modify and delete Import Letter of Credit applications,
amendments and templates. If a user who creates LC applications and amendments is not an approver,
they should not be given approval rights in the system.
Export/Direct Collections allows to setup user entitlements for direct collections. Based on the
entitlements selected, a user can create, modify and delete direct collection letters, amendments and
templates. If a user who creates direct collection and amendments is not an approver, they should not be
given approval rights in the system.
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Standby LC allows to setup user entitlements for Standby Letters of Credit issuance. Based on the
entitlements selected, a user can create, modify and delete Standby Letter of Credit applications,
amendments and templates. If a user who creates LC applications and amendments is not an approver,
they should not be given approval rights in the system.

Transfer LC allows to setup entitlements to transfer letter of credit where the beneficiary named in the
credit may request the issuing or nominated bank to transfer all or part of the documentary credit to
another beneficiary. The user must have access to Export Letters of Credit in Global Trade to access
Transfer LCs. Based on the entitlements selected, a user can create, modify and delete transfer
applications, amendments and templates. If a user who creates a Transfer LC is not an approver, they
should not be given approval rights in the system.
Import Collection Payment Authorization is currently unavailable in Global Trade.
Import LC Presentation Notifications allows a user to create and/or approve responses to Import Letter
of Credit Discrepancy notifications received from U.S. Bank. If a user who creates a response to an
import LC discrepancy notification is not an approver, they should not be given approval rights in the
system. The ‘Purge Import Notifications’ allows a user to delete discrepancy notifications if needed.
Export LC Discrepancies is currently unavailable in Global Trade. If export documents presented by the
beneficiary are discrepant they are handled by the U.S. Bank operations specialist via email or phone.
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Messages entitlement allows a Global Trade user to communicate with U.S. Bank operations specialist in
a highly secure environment. Since secure messages never leave the confines of bank’s systems, they are
much more secure than regular email. Secure Messages are optional and are typically used Import
Documentary Collections. Based on the entitlements selected, a user can create, modify, approve, delete
and reject secure messages. If a user who creates a secure message is not an approver, they should not be
given approve/delete/reject entitlement in the system.
Reporting allows a user to access important transaction information in Global Trade:
Instrument Inquiry allows a user to search for and view bank-reported information on outstanding
balances and transaction history details for any of the products that your company uses in Global Trade.
Instrument Inquiry enables you to view all transaction details in a single, consolidated view.
Purchase Order Inquiry is available only when your company uses Purchase Order Management
functionality in Global Trade. It allows a user to view bank-reported information on purchase orders,
including balance and history information. Purchase Order Inquiry enables a user to view all the
transaction details in a single, consolidated view.
Transaction Review Application and Details feature enables a user to review the workflow of a
transaction. A user can also generate a printed copy of a collection letter and draft or an amendment in
letter format.
Bank Document Copies allows user to find, review and print copies of Export/Import/Standby letters of
credit, Debit/Credit Advice, Amendment and Payment Schedule, etc.
Reports entitlement provides a user easy access to key business information through a variety of reports
such as outstanding balances, historical data, etc.
Data Export Definitions and Data Export Files entitlement enables a user to extract data from the
Global Trade database and import data into other systems. For example, a user can extract a file
containing purchase order shipments that have occurred in the past 30 days so that they can update your
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inventory system. A user can also export data for a specific beneficiary/supplier or reference number.
Data is typically exported to a csv (comma separated value) file.
Setup allows a user to create and maintain a repository of parties (beneficiaries, advising banks, etc) and
standard clauses (standard shipping instructions, required documents, etc). This enables all company users
to easily add a party or a clause text to letter of credit or documentary collection applications,
amendments and templates in an efficient and consistent manner.
Administration allows a system administrator to have access to manage company users in Global Trade.
An administrator would typically have access to all four entitlements but a user should only have access
to User Notifications only:




Company Preferences allows system administrator to set a number of approvals required for letters
of credit or direct collections or to allow users approve their own work.
Company Users system administrator to add/delete users, reset passwords and add/delete/modify
entitlements.
User Notification allows users to manage the types of email alerts that they receive from Global
Trade. Users can specify the timing and content of emails which are based on transactional events.

User Audit Activity allows system administrators to audit user activity in Global Trade.
Export LC Detrimental Amendment is currently unavailable in Global Trade.

Setup Email Notifications
Access Email Notifications via Administration option in the left hand navigation menu. Email
Notifications specify the timing and content of emails that a user will receive from U.S. Bank which are
based on transactional events. These events can be sent at a specific time or when the event occurs (real
time). Email notifications are delivered to your mailbox and prompt you to login to Global Trade to
review recent activity.

To create a new email notification:
Select Email Notifications from Administration option in the left hand navigation.
1. On the Email Notifications page, select your user ID or a user you would like to set up notifications
for and click Email Notifications button. The Notifications Setup page displays.
2. Click Create a new Email Notification link in top right corner. The Create a new E-Mail
Notification page displays.
3. Enter email information and delivery time. Select from the list of appropriate email notification
options and click Save.
At a minimum, you must specify the following when setting up email notifications:
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A valid email address, such as jane.doe@homestore.com.
One or more notification options. Each selected option indicates that a notification should be sent
to the user whenever that event occurs. Real-time is the recommended setting.
Select email format. HTML is recommended. Default email format is plain text.
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Unless otherwise specified, the system does not deliver notifications on the weekend and when there has
not been any new activity. To change this behavior, select either or both of the following options:
 Send notifications on weekends.
 Notify if no new activity is available.

From the Notifications Setup page, you also can:



Copy, edit or delete existing email notifications
Add multiple email addresses for the same user.
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Chapter 4. Working in Global Trade
How to Use the Left Navigation Menu
4. Access Global Trade. The Transactions in
Process page is displayed. The menu on the
left side of the page provides access to the
options you are entitled to in the system.
Reporting, Setup and Administration menu
options include submenus.
5. From the left navigation menu you can: access
the new transaction origination page, reporting,
setup and user administration page; review
your transactions and new reported events.
6. Hide the left navigation menu by simply
clicking on the upper right, white, turned down
corner of the menu. This will allow more space
to be displayed on the main page. It is helpful
when viewing large reports and pages that have
multiple columns.
7. Double-click the page title to expand the page
to a full screen view. This hides both the menu
and the top portion of the page. To return to the
normal view, double-click it again.

How to Use Transactions in Process Page
Access the Transactions in Process page from the left navigation menu in Global Trade. This page
enables you to manage all of your ongoing transactional activity and view templates in Global Trade.
The type of transactions that are available within Transactions in Process depends on the type of business
your company transacts. The following transaction types are processed using Transactions in Process,
listed according to product:
 Import L/C, Open Account - Applications, Amendments and Presentation Notifications
 Export Letter of Credit - Document Presentation
 Transfer L/C, Standby L/C - Applications and Amendments
 Documentary Collections - Collection Letters and Amendments
 Assignment of Proceeds - Instructions to Pay (referred to as Applications)
 Templates that you created
From the Transactions in Process page, you can:
1.
2.
3.
4.
5.
6.

View in-process transactions, using the filters to customize the view
View and modify transactions
Approve or reject transactions
View, modify and delete templates
Delete transactions that have not yet been sent to the bank
Respond to discrepancy notifications received from the bank
To access details of a transaction, select it from the grid and click Select.
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When working with the list of transactions, note the following:
 Transactions are grouped according to instrument type (example: Documentary Letter of Credit, Open
Account, Documentary Collections, etc.).
 You can select multiple items at a time, which means that you can perform certain actions on multiple
transactions at a time. These include accepting, rejecting and deleting items.
 Certain actions apply only when a transaction has a particular status. For example, in order to approve
or reject a transaction, it must have a status of "Pending Approval.”

How to Use the Transactions Review Page
Transactions Review enables you to review and track your import letter of credit or export documentary
collection applications, amendments and document presentations. It offers a high-level summary of all
transaction types and provides filters to easily access those transactions.

To view a transaction's workflow history:
1. Click Transaction Review in the left navigation menu. The Transaction Review page displays a list
of existing transactions.
2. (Optional) Use the Filter options to modify the transactions that are displayed. You can apply one or
more filter criteria.
3. Select a transaction in the list, and click Detail. The Transaction Review Detail page appears. The
Current Detail section summarizes the current transaction details as of the Last Activity date.
4. Click View to pre-view the application or print an export documentary collection letter and the bills
of exchange after you approved it on the Transactions in Process page.
For any transaction located using the page's filters, you can do the following:
View the transaction detail, which includes a history or the transaction's workflow. The workflow consists
of all the actions that have been performed in relation to the transaction. Generate a printed copy of an
application or amendment in letter format. For some instrument types, such as Documentary Collections,
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the copy will serve as the collection letter that will accompany export documents. For other instrument
types, it may be used simply for review, filing or as part of your company's approval process.
NOTE: If you are a parent company, the list includes applications and amendments created by
your child companies. If your company does not process a particular type of instrument, the
system hides those instrument and transaction type options.

How to Create a Trade Transaction
Access the Create Transaction page from the left navigation menu in Global Trade. Global Trade uses the
generic term "origination" to indicate a transaction used to create a new instrument such as a Letter of
Credit or Documentary Collection.
1. Select an instrument type such as a Documentary Letter of Credit, Documentary Collection or Open
Account from the drop-down list. Click Continue.

2. The Create Transaction Origination page displays. Enter your reference number (example: PO
number associated with the transaction). If you have an existing template or would like to copy
information from a previous application, check the appropriate box. You can only use one of the
options to preload information but not both at the same time. Click Continue.
3. The Modify an Instrument page requires you to enter all of the required information for your
application. You can complete and save an application or you can save it as Incomplete and return to
it later. Incomplete Transactions can be found on Transactions In Process page.
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4. Once your application is saved (complete or incomplete), you will be taken to the Transactions In
Process page.
5. Before the application is released to the bank, it needs to be approved by an appropriate number of
authorized users. Global Trade allows you to set up of up to five approvers at your company. An
approver can review, approve or reject a transaction. If you are authorized to approve your own work,
you can click “Approve” and release your application to the bank.

How to Create an Amendment
1. Access the Create Transaction page from the left navigation menu in Global Trade.
2. Select an instrument type such as a Documentary Letter of Credit, Documentary Collection or Open
Account from the drop down list. Check the Create Amendment checkbox. Click Continue.

3. The Create Transaction Amendment page displays. Enter the required information and click
Continue.
NOTE: You cannot issue a new amendment if the original application or previous amendment has
not yet been processed by U.S. Bank.
4. The Modify an Instrument page requires you to enter all of the required information for your
amendment. You can complete and save an application or you can save it as incomplete and return to
it later.
5. Once your amendment is saved, you will be taken to the Transactions In Process page.
6. Before the amendment is released to the bank, it needs to be approved by an authorized user. An
approver can review, approve or reject a transaction. If you are authorized to approve your own work,
you can click Approve and release your application to the bank.

How to Respond to a Presentation Notification (Discrepancy)
Document presentations that U.S. Bank has identified as discrepant are delivered to your Transactions in
Process page. When discrepancy is sent by the bank for you review, it is in Received From Bank status.
Discrepancies require a response that provides the bank with instructions on how to proceed. For
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example, you receive a discrepancy notification regarding an import letter of credit. Your response might
be to refuse the documents, or you could accept the discrepant documents under specified conditions.
NOTE: When delivered to an importer, a presentation notification can be clean or discrepant.

To respond to a presentation notification:
1. Click Transactions in Process. The Transactions in Process page displays current activity, including
all statuses, instrument types and transaction types.
2. (Optional) To display only presentation notifications, filter by Type, selecting Document
Presentations. All presentation notifications are displayed regardless of the associated instrument
type. If you like, you can also filter by Instrument Type to further limit the results.
3. From the transaction list, select a notification (select only one).
4. Click Select. The page that displays depends on the type of instrument. For example, if you selected a
presentation related to an import letter of credit, the Respond to an Import Document Presentation
page displays.
5. Review the information in the top section. In particular, note the Bank Text for details of the
discrepancies that were found.
6. In the Customer Response section, enter instructions to the bank on how to proceed.
 Send Response To. Select the destination for the response.
 Response Options. Select the option that instructs the bank on how to proceed.
 Payment Value Date. Optionally, If you have decided to accept the documents (either with
or without conditions), enter the payment value date, which is the date you want the bank to
make payment. If you are refusing the documents, no value date is allowed.
 Conditions. If you selected to accept the documents with conditions, enter those conditions
in this area.
 Internal Notes. Optionally, enter notes for your company's internal documentation and
viewing. These will not be delivered with your response.
7. Click Save.
8. The Transactions in Process page displays, where the notification now has a status of "Pending
Approval." The response will not be delivered to U.S. Bank until the transaction has been approved.

How to Access, View and Print Export Letters of Credit and Incoming
Documentary Collections
Export Letters of Credit and Incoming Documentary Collections can be accessed and viewed from several
locations in Global Trade: New Reported Events, Instrument Inquiry and Bank Document Copies. New
Reported Events provides a quick access to all new activity that comes from the bank's operations.
Instrument Inquiry is an electronic filing cabinet where you can find all the details pertaining to your
transaction activity including balances and history. Bank Document Copies provides easy access to copies
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of documents stored in the system such as a copy of the letter of credit advice, payment advice, copies of
issued LCs (MT 700) and amendments (MT707), etc.
NOTE: New Reported Events, Instrument Inquiry and Bank Document Copies functions are used
across all products in Global Trade.

New Reported Events
U.S. Bank Global Trade creates new event notifications when specific transaction history reporting
information is received from the bank's back-office system, and displays these notifications on the New
Reported Events page. In contrast to the Transactions In Process function, a notification listed in New
Reported Events does not require any action by you other than the simple acknowledgement that you have
seen the item.
Events are grouped by product type such as export or import letter of credit or incoming or outgoing
documentary collection as well as by activity type. For example, if you received an email notification or
you are expecting a payment for an export letter of credit, you could quickly filter by activity type 'Export
-Documentary Letter of Credit-Payment' and access the most recent payment activity. You could also
search transactions by bank or customer reference or counter party name as well as date range (example:
within last 10 days). To view transaction details, check the transaction in the grid and click Select.

NOTE: In order to always have only new activity on New Reported Events, it is highly
recommended to acknowledge a transaction after you reviewed it by checking the transaction in
the grid and clicking on Acknowledgement button. A particular transaction will be removed from
New Reported Events but can be easily accessed through Instrument Inquiry.

Instrument Inquiry
With the Instrument Inquiry function, you can search for and view bank-reported information on
outstanding balances and transaction history details for any of the products that you utilize within the
system (letters of credit, documentary collections, etc). Instrument Inquiry enables you to view all these
details in a single, consolidated view.
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The filters on the Instrument Inquiry page provide a way to limit the displayed list of instruments. Using
multiple filters narrows the scope of the search and refines the results. For example, you could enter
values for two different criteria, and the results will include only items that match both of those criteria.
To inquire on instrument balances and transaction history:
From the Reporting option in the left navigation menu, click Instrument Inquiry. The Instrument
Inquiry page initially displays instruments that have transaction activity within the last 30 days.
Use the Filter options to search for instruments. Basic search options are:
Instrument Type — Select an option to locate only instruments of a specific type.







U.S. Bank Ref. Enter a reference ID to locate instruments with matching IDs. You can type partial
references to broaden the search results. The * or % wild card characters are permitted.
Last Activity. Select a different option to locate instruments with activity occurring over a longer
period. The page initially displays a period of 10 days.
Outstanding Balances only. Select the checkbox to display only instruments that have an
outstanding balance.
Import/Export. Select Import, Export or both types of transactions.
Report on Child Company. If you are a parent company with multiple subsidiaries, you can filter
transaction history per subsidiary.

Click Filter. The page displays a list of instruments whose details match your selected search criteria.

To view instrument details, select a row in the results list, and click View. The Instrument Details page
displays and includes a summary of current balance information and historical transaction details.
For export letters of credit, you can enter your reference number in the Beneficiary Reference field at the
top of the page and click Save. Your reference will be saved on Instrument Inquiry page to help you find
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transactions by your reference instead of a bank reference number. The beneficiary reference can be
changed throughout the life of the transaction (example: P.O.-Invoice).

The Transaction History section displays transaction information and provides links to associated
documents including copies of bank documents, debit and credit advices, etc.

Bank Document Copies
Using the Bank Document Copies function, you can find, review and print supporting bank documents
for an instrument. Examples of bank documents include: Debit/Credit Advice, Amendment (MT707), LC
issuance (MT700) or export advice and Payment Schedule.
NOTE: It is also possible to view and print bank document copies while viewing an instrument's
details (when using the Instrument Inquiry feature).

To view and print a bank document copy:
1. From the Reporting menu, select Bank Document Copies. The Bank Document Copies page
displays a list of documents received from the bank.
2. (Optional) Use the Filter options to limit which documents are displayed. You can apply one or more
filter criteria.
3. Select a document, and click View. The bank document copy displays in the document viewer.
Use the viewer's toolbar options to view and print the copy.
NOTE: Depending on your browser version and settings, the viewer displays either in a new
browser window or on a new tab of your current browser window.
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Purchase Order Inquiry
With the Purchase Order Inquiry function you can view bank-reported information on purchase orders,
including balance and history information. Purchase Order Inquiry enables you to view all the transaction
details in a single, consolidated view.
The filters on the Purchase Order Inquiry page provide a way to limit the displayed list of purchase order
data. Using multiple filters narrows the scope of the search and refines the results. For example, you could
enter values for two different criteria, and the results will include only items that match both of those
criteria.

To view purchase order balances and history:
1. On the Reporting menu, click Purchase Order Inquiry. The Purchase Order Inquiry page displays
reported purchase order data.
2. (Optional) Use the Filter options to search for specific purchase orders.
3. To view details, select a row in the results list, and click Select.
4. The Purchase Order Inquiry - Purchase Order and Line Balances page displays a summary of
information on each line in the purchase order.
5. To view history of an individual line, select it and click View. The Purchase Order Inquiry and Line
Balance/History Detail page provides additional balance information and historical transaction
details.

Viewing and Printing Reports and Documents
The Reports feature provides you easy access to key business information through a variety of reports.
Filtering information, viewing and printing reports is performed from the Reports page.
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The general report
categories are:
 Account Funding
 Company Reports
 Documentary Bankers
Acceptances/
Deferred Payments
 History
 Outstanding Balances
 Purchase Order
 Your Custom Reports
When you view a report, the system generates the report dynamically from current information in the
Global Trade database. While viewing a report, you can:
 Save the report to disk.
 Print or export (download) the report to a file. You can export reports to either Microsoft Word, Excel
or PDF files.
NOTE: All Documents in Global Trade (copies of LCs, advices, etc) can be printed or exported to
a file.

To view and print a report:
1. From the Reporting menu, select Reports. The Reports page displays a list of all available reports.
2. (Optional) Use the Filter by option to limit which report type is displayed.
3. Select a report, and click View. The report appears in a special viewer window, which includes
several features for viewing and working with your report.
NOTE: Depending on your browser version and settings, the viewer displays either in a new
browser window or on a new tab of your current browser window.
4. Use the viewer's toolbar options to view and print the report.

To filter and sort the report:
The Filter option displays a parameter page that enables you to filter and sort the data on the report. For
example, you can filter for a specific party and then sort the report by the expiry date.
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You can also save those parameters by entering a custom report name. The custom report name you
entered will be displayed on the Reports list page with the report type of Your Custom Reports and can be
selected to run at any time.

How to Access and View Trade Calendar
The Trade Calendar function enables you to view key events that are scheduled to take place in the
bank’s back-office system, such as LC expiration, Collection Maturity, etc. You also have the ability to
click a specific item and the system will display the current Inquiry information for that transaction. You
can also select a different month and/or year to view other key events.
Clicking any of the links will display the Instrument Inquiry page for that transaction.

Trade Calendar can be accessed from the left navigation menu under the Reporting option.

How to Create and View Secure Messages
U.S. Bank Global Trade enables you to communicate with our support staff in a highly secure
environment. Since secure messages never leave the confines of bank’s systems, they are much more
secure than regular email.
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If you are entitled to secure messages, a Secure Messages option displays at all times in the left
navigation menu. When you first access Secure Messages, the system displays messages you have
received from U.S. Bank.

Secure messages allow you to:
 Associate messages to instruments, thereby making the correspondence a part of the instrument’s
history. This enables the message history to be included in any reporting performed on the instrument.
 Insert text from standard clauses.
 Attach other, external files to your messages, such as scanned documents and invoices.

To create a secure message:
1. Click Secure Messages in the left navigation menu.
2. Click the Create a new Secure Message link at the top of the page. The Create a New Secure
Message page displays.
3. On the Create a New Secure Message, enter the following required details:
 Send To. Select the recipient of the message. The list includes bank support groups and
routing instructions (for message delivery to parent or child companies).
 Subject
 Message Text
4. Optionally, do the following:
 Associate an instrument to the message.
 Attach external files.
 Click Save. A confirmation message displays information about the message's delivery.

NOTE: When a secure message is associated with an instrument, it must go through an
approval process. Approval is required with creating and sending new messages and when
replying to messages.
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To associate a secure message to an instrument (exm.: LC or Collection):
When you associate a secure message to an instrument, the message becomes part of the instrument's
history, and is included in any reporting performed on the instrument. This includes the Transaction
Inquiry function. When you perform an inquiry and view the instrument details, information on secure
messages is included in the instrument history section.
1. Click the browse icon
. A list of existing instruments for which your company has reporting
privileges is displayed.
2. To select an instrument, click anywhere in the row. The selection icon for the row indicates the
selected instrument.
3. Click Select.

To attach a document to a secure message:
When creating or replying to messages, you have the option of attaching external files, such as scanned
documents and invoices. If needed, you can also remove attachments.
1. In the Attachments section, click Manage Attached Documents. The Manage Attachments page
displays.
2. Click Browse to select a file to attach. Enter a Description. A description is required.
3. Repeat steps 2 and 3 for up to two additional attachments. Click Upload Files.

How to Export Trade Data to Other Systems
The Data Export Definition function enables you to extract data from the Global Trade database and
allows you to import data into other systems. For example, you can extract a file containing purchase
order shipments that have occurred in the past 30 days so that you can update your inventory system. You
can also export data for a specific beneficiary/supplier or reference number. Data is exported to a csv
(comma separated value) file.

What data can be exported:
Data can be exported for the following: Instrument Balance, Instrument History, Charges, Purchase Order
Balance, Purchase Order History and Customer Maintained Purchase Orders.
The following illustrates the Data Export Definition List page:
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To create or modify a data export definition
Before you can export trade data, a file definition must be created. A file definition specifies the table(s)
from which to export data, the fields to include in the file and the order of the fields.

1. Click Data Export Definitions under the Reporting option in the left navigation menu, The Data
Export Definition List page displays, with a list of existing file definitions.
2. Click Create a New Data Export Definition. The Data Export Definitions. Select the Type of Data
to be Exported page displays.
3. Click Export What Data drop-down list and select the data you wish to export:
 Instrument Balance Reporting
 Instrument History Reporting
 Charges Reporting
 Purchase Order Balance Reporting
 Purchase Order History Reporting
 Customer Maintained Purchase Orders
 Secure Messages
 Transactions
4. If you select Instrument Balance Reporting, Instrument History Reporting or Charges Reporting,
you must select the product(s) you want data exported for:
 Import Letter of Credit
 Export Letter of Credit
 Import Documentary Bankers Acceptances
 Import Open Account
 Standby Letter of Credit
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Export Transfer Letters of Credit
Import Documentary Collections
Export Documentary Collections
Export Documentary Bankers Acceptances

5. Click Cancel to return to the Data Export Definition List page. Click Next to advance to the next
page.
6. Data Export Definition – Select the Fields to be Exported page is displayed.
Depending on the type of data you choose to export, the available database fields are displayed on
this page. You can select some or all fields by highlighting items on the Available Columns side
and clicking Move >> to position the fields on the Selected Columns side. You can also deselect
fields by highlighting the item on the Selected Columns side and clicking << Move.
7. Click Next to advance to the next page; click Previous to return to the Data Export Definitions –
Select the Type of Data to be Exported page; click Cancel to return to the Data Export Definition List
page.

Data Export Definition – Filtering Data
The Filters section enables you to specify filter criteria that will limit the records returned in the export.
For example, you could specify that the export should include only events that have occurred in the last
month or that are related to a specific supplier. Creating a filter is optional.
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Data Export Definition – General Settings
Follow the steps required in this section to complete the setup of an export definition. Once completed,
Click Save to write this Export File Definition to the database; click Previous to return to the Data Export
Definition – Filter the Data page; click Cancel to return to the Data Export Definition List page.

To extract trade data
Go to The Data Export Files option under Setup. This function enables you to view the data that was
extracted from the Trade database. Use the Created On filter to narrow or expand the data export files that
exist in the system.

How to setup and manage Standard Clauses
U.S. Bank Global Trade enables you to maintain a repository of standard clauses. This enables all
company users to easily add clause text to instruments in an efficient and consistent manner.
You can manage the company’s list of standard clauses from the Clause Maintenance page. You can:
 View all of the clauses that have been entered into the system
 Create new clauses
 Modify or delete existing clauses

11/16

Page 35

U.S. Bank Global Trade Getting Started Guide

Working in Global Trade

The following illustrates the Clause Maintenance page, with numerous existing clauses listed:

With the Standard Clauses function, you can create a new standard clause or modify an existing clause.
The clauses will be available to users in your company for adding to their instrument applications and
amendments.
After a company user has added a standard clause to an instrument, the clause becomes a part of that
instrument, independent of the original standard clause. The user can modify the clause text with no affect
on the original standard clause. Likewise, when you modify an existing standard clause, the changes will
not be reflected on existing instruments to which the clause was previously added.

To create or modify a clause
From the Setup menu, select Standard Clauses. The Standard Clauses page appears, with a list of
existing clauses.
Complete the remaining steps for the task you are performing.

How to Setup and Manage Transaction Parties
Transaction parties are third parties with whom you trade on a frequent basis. Transaction party
management is performed from the Transaction Parties page, where you can:



View all of the parties that have been entered and saved in the system
Create new parties
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Modify or delete existing parties

To create or modify a transaction party:
From the Setup menu, select Transaction Parties. The Transaction Parties page appears, with a list of
existing parties for your company.
Complete the remaining steps for the task you are performing.

Task

Steps

Create a new party

1. Click Create a New Party. The Create a New Party page appears.
2. Enter information for the new party. For details, see the section that follows this
procedure.
3. Click Save.

Modify party
information

1. Select the party you want to modify.
2. Click Edit. The Modify a Party page appears.
3. Edit the information for the party, as needed. For details, see the section that follows
this procedure.
NOTE: Changes to a party will not be reflected in existing instruments in which the party
has been used.
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Information that defines a transaction party includes transaction party details, party type, transaction
amount adjustment options and contact information. This information is required when creating a party.

Appendix 1.
How To Complete Required Compliance Information on the Export/Direct Collection
Application or Amendment
When you create a new Export or Direct Documentary Collection in Global Trade, you are required
to enter additional party information and a brief description of goods for compliance screening. The
new Required Compliance Information section includes a number of the fields dedicated to each party
and country. Please complete these fields with the data shown on your documents being mailed out.
- If you previously entered additional party information into Special Instructions field, please start
populating each applicable field instead.
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- All fields marked with * are required fields. Please include the parties and applicable countries if
shown on your documents (or otherwise known) even if some of the fields are optional.
- If you are entering more than one party name in a field, these names must be comma separated.
Some of the characters such as semicolon are not valid and will cause an error when saving your
collection.

- Please do not abbreviate any party information or description of goods. If our operations staff
determines that there are inconsistencies or that a required party is missing, they may contact you
requesting that you send an email to clarify and/or add the missing party details.
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We recommend that you create and/or update your Templates to include the party names if you are
dealing with the same parties on regular basis.
U.S. Bank operations staff will screen for compliance all the names and the description of goods. To
ensure timely processing of your documentary collections, it is very important to provide accurate
information. Please note this additional party information will only be transmitted electronically to U.S.
Bank and will not be included in your collection letter.

https://globaltrade.usbank.com
There are no warranties extended or granted by this document or software material. The information
contained herein is subject to change without notice. Revisions may be issued from time-to-time to
advise of such changes and/or additions. Trademark Acknowledgments. Windows is a registered
trademark of Microsoft Corp. Macintosh® is a registered trademark of Apple Inc. Mozilla® and
Firefox® are registered trademarks of the Mozilla Foundation. Javascript™ is a trademark of Sun
Microsystems, Inc. in the U.S. and other countries. All other product names are properly capitalized
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