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Glossary
Terminology Description

A - G

▪ Authorised Transaction 
A transaction that has completed all internal transaction stages in Barclays iPortal Trade & Working Capital (for example, St arted, Partially Authorised, 
Authorised) and is ready to be processed by the bank. You can view authorised transactions in the Instruments area of the platform. 

▪ Direct Send Collections 
A documentary collection arrangement in which an exporter sends the collection documents (accompanied by collecting instructi ons) directly to the 
importer's bank in order to arrange for the financial proceeds to be collected.

▪ Discrepancy Notice

A message from the bank informing your organisation that there are discrepant items or documents for a transaction you have sent for processing. To 
resolve a discrepancy, you can create a discrepancy response and send it to the bank. You can view and respond to discrepancy notices in the Mail 

page of the Messages area.

▪ Discrepancy Response
Instructions to the bank detailing how to deal with the discrepancies communicated to you through a discrepancy notice from your bank. You can 
work with discrepancies and discrepancy responses in the Messages area.

▪ Export Collection
An instrument that sends commercial documents to the bank in order to arrange for the financial proceeds to be collected and paid to the presenter of 
the documents. 

▪ Export Letter of Credit
An instrument issued by an Overseas  bank at the request of an Importer, that sets out certain terms which when met will prom pt the bank to make 
payment  or issue an undertaking to make a payment at a later date. The instrument is viewed by the seller of the goods

▪ Guarantee/Outgoing Guarantee/BGI

An instrument issued by a bank promising to pay a set amount of money, in the event of the failure of its client to fulfil its obligations. A Guarantee 
can be either Outgoing (initiated by your organisation and sent to your bank for processing) or Incoming (initiated by another organisation and sent to 

you by your bank). Also known as a BGI or Bond, Guarantee and Indemnity 
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Glossary 
Terminology Description

I - M

▪ Import Collection 
A documentary collection arrangement in which an Exporter (Seller) sends the collection documents to their bank requesting the bank to forward the 
documents to the Importer’s (Buyer) 

▪ Import Letter of Credit
An instrument issued by a bank at the request of a customer, that sets out certain terms which when met will prompt the bank to make payment or 
issue an undertaking to make a payment at a later date.

▪ Instrument

A group of transactions in Barclays iPortal Trade & Working Capital. The first transaction is an issue (for activities generated in the system) or could be 
either an advise or issue, for bank-initiated activities. Subsequent transactions are amendments, payments (issued by the bank), and usances (issued 

by the bank). An instrument can have related instruments; for example a usance Letter of Credit would have related instruments representing future 
payments. You work with instruments in the Instruments area of Barclays iPortal Trade & Working Capital.

▪ Instrument ID
The unique identification number assigned to an instrument by Barclays iPortal Trade & Working Capital. Instrument ID numbers are randomly 
assigned by the system and, therefore, are not necessarily assigned sequentially.

▪ Instrument History 
A consolidated transaction view that displays the parent instrument activity and subsequent transactions for every instrument processed in Barclays 
iPortal Trade & Working Capital. You view instrument history in the Instruments area.

▪ Instrument Template
A reference data item that is a partially completed transaction form, used as the basis for new transactions of the same type. You work with 
instrument templates in the Reference Data area.

▪ Issue The original transaction for an instrument 

▪ Loan Request (Trade Loan)
An arrangement (which can be initiated in Barclays iPortal Trade & Working Capital) in which a lender gives money to a borrow er, and the borrower 
agrees to repay the money, usually along with some interest, at some future point in time

▪ Mail 
Items in the Messages area, of Barclays iPortal Trade & Working Capital, received from the bank that require action from your organisation. Mail also 
includes the responses that you send to the bank in response to mail messages received.

▪ Messages 
The area in which you communicate with the bank about your trade transactions being processed. The Messages area of Barclays iPortal Trade & 
Working Capital includes a Mail tab and a Notifications tab.
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Glossary 
Terminology Description

N – R

▪ Notification 
A message from the bank reporting the status of a trade transaction it has processed for your organisation. Notifications are for information purposes 
only and do not require action from anyone in your organisation. You view notifications in the Notifications page in the Messages area.

▪ Party
A reference data item containing information about the counter-Parties that your organisation deals with. After a Party is entered into the system, the 
Party and its details can be referenced on any transaction created in the system. You work with Parties in the Reference Data area.

▪ Pending Transaction A transaction that has not yet been processed by the bank. You work with pending transactions in the Instruments area.

▪ Phrases A reference data item containing a text statement for reference on transactions. You work with phrases in the Reference Data area.

▪ Operator Inputter Has access to create/amend instruments and work items 

▪ Operator Superuser Input and authorise instrument & work items

▪ Ready to Authorise Ready to approve a transaction 

▪ Reference Data
Data items in Barclays iPortal Trade & Working Capital that are either required by the system or are used to create transacti ons. Examples of reference 
data include parties, instrument templates and security profiles.

▪ Route 
An action in Barclays iPortal Trade & Working Capital that places the item -- either a mail message or a transaction -- in another user's Messages or 
Instruments summary section in the home page.
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Glossary 
Terminology Description

S - Z

▪ Save Pressing this button saves the current information in all sections of the  page.

▪ Save and close Pressing this button saves the current information in all sections of the page and returns you to the home page.

▪ Standby Letter of Credit (SBLC)
A Standby Letter of Credit can be either Outgoing (initiated by your organisation and sent to the bank for processing) or Incoming (initiated by 
another organisation and sent to you by the bank).

▪ Status 
The state of a transaction that indicates where it is in the workflow. Examples of transaction statuses include Started, Ready to Authorise, Partially 
Authorised, Authorised, Returned by Bank, and Processed by Bank.

▪ Trace A transaction for an Export Collection instrument that traces payment for the instrument.

▪ Transaction 
A trade-related instruction from you to the bank, processed through Barclays iPortal Trade & Working Capital. For example, a request 
to issue or amend a Letter of Credit. You work with transactions in the Instruments area

▪ User A person who is able to log into and use the features of Barclays iPortal Trade & Working Capital. Each user has a user profile.

▪ Verify 
The verification process validates that transaction data entered meets the business rules established within Barclays iPortal Trade & Working Capital. A 
transaction must be successfully verified before it can be authorised.



Introduction
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 Barclays iPortal Trade  and Working Capital  

• Allows clients to submit instructions digitally for multiple approved products and provide real-time information.

 Instruments

• The Instruments area is where you create trade transactions. When you press on the new Instruments button on the navigation bar, a 
drop down of available application forms display. The transactions tab includes the Pending Transactions, Authorised Transactions, and 
Instrument History sections. Each tabbed section displays a listing page that enables you to work with transactions and instruments 
through the processing life cycle. You can click on any instrument or transaction under the Pending Transactions, Authorised 
Transactions, or Instrument History tabs to view the detailed page for the instrument or transaction.

• You can create new trade transactions for a variety of instrument types, by copying from an existing instrument or instrumenttemplate, 
or by starting with a blank instrument form.

• However, if you do not have minimum security rights to instruments, you will not be able to access the Instruments area. 

Introduction
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Introduction cont.

• For each instrument type, one or more transaction types are available. The following matrix illustrates the type(s) of transactions you can 
create and process for each instrument type:

• On any page, if you require help click on the         icon, on the top right hand side of the page that you are viewing, thisopens up a new window 
displaying help for the current page.

Instrument Type Issue Amend Trace
ATP / 

Discrepancy 

Response*

Import Letter of Credit X X X

Outgoing Standby Letter of Credit X X X

Export Letter of Credit (transfer) X X X

Export Letter of Credit (assign) X

Outgoing Guarantee X X

Import Collection X X X

Export Collection X X X

Direct Send Collection X X X

Loan Request (Trade Loans) X

* Discrepancy response transactions are generated by replying to discrepancy notices the bank sends to you though the Messages area of the system.

https://bcs.portal.bmk.cgitrade360.com/portal/help/en/customer/glossary.htm#import_lc
https://bcs.portal.bmk.cgitrade360.com/portal/help/en/customer/glossary.htm#standby_lc
https://bcs.portal.bmk.cgitrade360.com/portal/help/en/customer/glossary.htm#export_lc
https://bcs.portal.bmk.cgitrade360.com/portal/help/en/customer/glossary.htm#export_lc
https://bcs.portal.bmk.cgitrade360.com/portal/help/en/customer/glossary.htm#guarantee
https://bcs.portal.bmk.cgitrade360.com/portal/help/en/customer/glossary.htm#export_coll
https://bcs.portal.bmk.cgitrade360.com/portal/help/en/customer/glossary.htm#export_coll
https://bcs.portal.bmk.cgitrade360.com/portal/help/en/customer/glossary.htm#direct_send_coll
https://bcs.portal.bmk.cgitrade360.com/portal/help/en/customer/glossary.htm#loan_request
https://bcs.portal.bmk.cgitrade360.com/portal/help/en/customer/glossary.htm#discrepancy_response
https://bcs.portal.bmk.cgitrade360.com/portal/help/en/customer/glossary.htm#discrepancy_notice
https://bcs.portal.bmk.cgitrade360.com/portal/help/en/customer/ovw_messages.htm


Instruments 
Creating an Outgoing Guarantee, a Standby Letter of Credit,  
an Import Letter of Credit, Direct Send, Export Collection and a 
Loan Request
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Instruments – Create an Outgoing Guarantee

1. Click on the New Instruments tab to expand it

2. Click on Outgoing Guarantee, this opens up a new 

window.

1

2

Important - Please ensure 

that you have sufficient 

limits in place to cover the 

Outgoing Guarantee, 

otherwise please speak to 

your Relationship Manager 

before submitting an 

application
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Instruments – Create an Outgoing Guarantee cont.

3. Working through all of the Sections, complete fields as 

required (any mandatory fields are marked with *).

4. Note wherever the          symbol is displayed you may 
click this in order to open a new window (Address Book), 
and then select the relevant party from the Address Book 
in order to quickly populate fields.

5. If No expiry/Open-ended is chosen then specific 

approval is required from your Relationship Team before 

submitting.

Tip: The beneficiary name cannot be longer than 35 
characters. If the beneficiary name exceeds this then 
please include the full name within the additional 
information field. 

3

4

5
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6. To attach a document to an application click Attach 

Document. This opens up a new window. 

Tip: A maximum of 5000 Characters can be included 
within the 'Customer text' field. 

6

Instruments – Create an Outgoing Guarantee cont.

Important - Please 

engage with your 

relevant Trade contact 

to ensure your bespoke 

wording has been 

reviewed and approved 

prior to submitting the 

application on the 

portal.  
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Instruments – Create an Outgoing Guarantee cont.

7

7. Click Choose Files, this will open up your file 

explorer. Select the relevant file to upload, drop the file 

within the Drop Documents Here box. Close your file 

explorer.

8. Click on Upload Files in order to attach the selected 

file. Alternatively click Cancel Upload, to cancel the file 

upload.

8

Tip: A maximum of 10 documents can be dragged
and dropped/attached at one time.
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Instruments – Create an Outgoing Guarantee cont.

9.i. To save application locally and complete at a later 
date click Save/Save & Close.

ii. To complete the application click Verify Data.

iii. Route Transaction is a further option which will 
send the instruction to another user within the 
organisation.

Please note: Verify data does not mean the transaction 
has been authorised, please refer to the section titled 
“Approve an Instrument” on page 46 for authorising 
transactions.

9

Tip:  If you have submitted incorrect data please 

call Trade Services so that a hold is put on the 

request straight away. This will ensure that the 

request does not get completed and guidance can 

be provided on next steps.

If the request has already been issued, an 

amendment to the instrument will be required via 

the portal.
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Instruments – Create a Standby Letter of Credit

1. Click on the New Instruments tab to expand it

2. Click on Outgoing Standby LC, this opens up a new 

window.

1

2

Important - Please ensure 

that you have sufficient 

limits in place to cover the 

Outgoing Standby LC, 

otherwise please speak to 

your Relationship Manager 

before submitting an 

application
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Instruments – Create a Create a Standby Letter of Credit cont.
3. Working through all of the Sections, complete fields as required (any 

mandatory fields are marked with *).

4. Note wherever the          symbol is displayed you may click this in order to 
open a new window (Address Book), and then select the relevant party from the 
Address Book in order to quickly populate fields.

5. i. To save application locally and complete at a later date click Save/Save & 
Close.

ii. To complete the application click Verify Data.

iii. Route Transaction is a further option which will send the instruction to 
another user within the organisation.

Please note: Verify data does not mean the transaction has been authorised, 
please refer to the section titled “Approve an Instrument” on page 46 for 
authorising transactions.

Please Note: If SBLC have auto extension then specific approval is required from 

your Relationship Team before submitting.

Tip: The beneficiary name cannot be longer than 35 
characters. If the beneficiary name exceeds this then 
please include the full name within the additional 
information field. 

For further help, refer to pages 12-17, same process 
applies as Outgoing Guarantees.

3

4

5
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Instruments – Create an Import Letter of Credit

2

1

1. Click on the New Instruments tab to expand it

2. Click on Import LC, this opens up a new window.

Tip:  If you have submitted incorrect data please 

call Trade Services so that a hold is put on the 

request straight away. This will ensure that the 

request does not get completed and guidance 

can be provided on next steps.

If the request has already been issued, an 

amendment to the instrument will be required 

via the portal.

Important - Please 

ensure all relevant 

approvals are in place 

prior to submitting a 

request
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Instruments – Create an Import Letter of Credit cont.

4

3

3. Working through all of the Sections, complete fields as required (any mandatory fields are 

marked with *).

4. Note wherever the          symbol is displayed you may click this in order to open a new window 

(Address Book), and then select the relevant party from the Address Book in order to quickly 

populate fields.

Please note: If you would like to utilise a forward contract, you need to include this in the 

additional information box.

5i. To save application locally and complete at a later date click Save/Save & Close.

ii. To complete the application click Verify Data.

iii. Route Transaction is a further option which will send the instruction to another user within 
the organisation.

Please note: Verify data does not mean the transaction has been authorised, please refer to the 
section titled “Approve an instrument” on page 46 for authorising transactions.

5

Tip: The beneficiary name cannot be longer than 35 characters. If the beneficiary name exceeds 
this then please include the full name within the additional information field.

You will not be able to type in the ‘Advising Bank’ box, please ensure you add the advising bank 
to your address book prior to creating the application so that it is available in the drop down 
menu.
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Instruments – Import Letter of Credit: Discrepancies
Import Letter of Credit Discrepancies 

1. Select the message icon to open your messages 

2. Select the relevant Discrepancy Notice. This will open up the 

instrument in a new window.

1

2
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Instruments – Import Letter of Credit: Discrepancies cont.
Import Letter of Credit Discrepancies 

3. Upon opening the message, the details of the discrepancy can be 
reviewed here.

4. After reviewing, select Reply to Bank 

3

4

1. Invoice is not signed and date 

2. Packing list not presented
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Instruments – Import Letter of Credit: Discrepancies cont.
Import Letter of Credit Discrepancies 

5. Working through all of the Sections, complete fields as required (any 

mandatory fields are marked with *).

5
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Instruments – Import Letter of Credit: Discrepancies cont.
Import Letter of Credit Discrepancies 

6i. To save application locally and complete at a later date click Save/Save 
& Close.

ii. To complete the application click Verify Data.

iii. Route Transaction is a further option which will send the instruction to 
another user within the organisation.

Please note: Verify data does not mean the transaction has been 
authorised, please refer to the section titled  “Approve an instrument” on 
page 46 for authorising transactions.

6
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Instruments – Create an Export Collection

1

2

1. Click on the New Instruments tab to expand it

2. Click on Export Collection, this opens up a new 

window.

Tip: If you have submitted incorrect data please 

call Trade Services so that a hold is put on the 

request straight away. This will ensure that the 

request does not get completed and guidance 

can be provided on next steps.

If the request has already been issued, an 

amendment to the instrument will be required 

via the portal.
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Instruments – Create an Export Collection cont.

3

4

3. Working through the all of the Sections, complete fields as required (any mandatory 

fields are marked with *).

4. Note wherever the          symbol is displayed you may click this in order to open a 

new window (Address Book), and then select the relevant party from the Address Book 

in order to quickly populate fields.

Tip: You will need to add the collecting bank to your address book prior to completing 

the application as the ‘collecting bank’ field is not free format.  Please check with Trade 

Operations to confirm we can correspond with that bank.
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Instruments – Create an Export Collection cont.

5. To save application locally and complete at a later date click 
Save/Save & Close.

ii. To complete the application click Verify Data.

iii. Route Transaction is a further option which will send 
the instruction to another user within the organisation.

Please note: Verify data does not mean the transaction has been 
authorised, please refer to the section titled “Approve an 
Instrument” on Page 46 for authorising transactions.

Original documents should be sent via recorded delivery to Trade 

Operations along with the collection schedule which includes the 

instrument reference and will be available for printing in the portal. 

Trade Operations Address: Barclays, 5th Floor, One Snowhill, 

Snowhill Queensway, Birmingham, B4 6GN

Please note: A template Bill of exchange will always be available 

should you wish to use our version. Alternatively, you can provide 

your own Bill of Exchange. 

Please note: Collection Instruction Options refer to instructions given 

to the overseas bank and will be done via SWIFT. 

5

Tip: Please ensure the desired charging option is correctly selected
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Instruments – Review an Export Letter of Credit

1. Click on the Transactions tab to expand it

2. Click on All Transactions, this will open up a new window.

1
2
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3

3. From this window open the Instrument type dropdown and select 

Export LC, this will filter and show only Export LC’s. Search for and 

click on the instrument that you would like to review (alternatively, if 

known you may enter the specific instrument ID) relevant  which will 

open up the instrument in a new window.

Original documents should be sent via recorded delivery to Trade 

Operations along with the advice Notification which includes the 

instrument reference and will be available for printing in the portal. 

Trade Operations Address: Barclays, 5th Floor, One Snowhill, Snowhill

Queensway, Birmingham, B4 6GN

Instruments – Review an Export Letter of Credit cont. 
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Instruments – Export Letter of Credit: Discrepancies 
Export Letter of Credit Discrepancies 

1. Select the message icon to open your messages 

2. Select the relevant Discrepancy Notice. This will open up the 

instrument in a new window.

1

2
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Instruments – Export Letter of Credit: Discrepancies cont.
Export Letter of Credit Discrepancies 

1. Select the message icon to open your messages 

2. Select the relevant Discrepancy Notice. This will open up the 

instrument in a new window (as shown below). 

3. Upon opening the message, the details of the discrepancy can be 
reviewed here.

4. After reviewing, select Reply to Bank 

4

3
1. LC Expired

2. Late presentation



33 | Barclays iPortal | Trade & Working Capital |  Key Tasks - How to Guide | 

Restricted - External

Instruments – Export Letter of Credit: Discrepancies cont.
Export Letter of Credit Discrepancies 

5. Working through all of the Sections, complete fields as required (any 

mandatory fields are marked with *).

5
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Instruments – Export Letter of Credit: Discrepancies cont.
Export Letter of Credit Discrepancies 

6. To save application locally and complete at a later date click Save/Save 
& Close.

ii. To complete the application click Verify Data.

iii. Route Transaction is a further option which will send the instruction 
to another user within the organisation.

Please note: Verify data does not mean the transaction has been 
authorised, please refer to the section titled “Approve an Instrument” on 
Page 46 for authorising transactions

6
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Instruments – Check status of/send an enquiry regarding an 
instrument

1. Click on the Transactions tab to expand it

2. In order to locate the instrument, perform a search using either All 

Transactions, Pending Transactions, Authorised Transactions or 

History.  Whichever you select will open up a new window.

3. From this window, search for and click on the instrument that you 

would like to view the status of (in the relevant column) or send the 

enquiry on, this will open up a summary of the instrument in a new 

window.  

1

2

3
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Instruments – Check status of/send an enquiry regarding an 
instrument cont.

4. To send an enquiry click on Create Message

5. Enter text of the message that you would like to send, noting that any 

mandatory fields are marked with *.

6. Once you have created your message click Send to Bank. Or, you may select 

an alternative action, if you wish to send the message to another user within 

your organisation before sending to the bank, select Route, or Save Draft if 

you are not ready to send it. You can also Delete the message or add an 

attachment if so required.

4

5
6

Tip: Changes to instructions i.e. amounts, expiry dates and beneficiary names 
should be completed via an amendment not 
via the messaging/ enquiry function 
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Instruments – View a New Import Collection 

1. Click on the Instrument you need to view via the 

homepage

1
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Instruments – View a New Import Collection cont.

2. Working through all of the Sections, complete fields as required (any mandatory

fields are marked with *).

3i. To save application locally and complete at a later date click Save/Save & Close.

ii. To complete the application click Verify Data.

iii. Route Transaction is a further option which will send the instruction to 
another user within the organisation.

Please note: Verify data does not mean the transaction has been authorised, please 
refer to the section titled “Approve an Instrument” on page 46 for authorising 
transactions.

2

3

Tip: If you wish to reject an Import Collection, then you will need to create a message 
and detail the relevant reference to advise of the rejection along with a reason for 
rejection

Should you wish for the document to be sent to an agent, then create a message, 
detailing the relevant Collection reference, advising Operations of the address and 
details

If you wish to refuse charges relating to the Collection, you can do so by selecting the 
relevant phrase (unless prohibited within the terms of the Collection) via the ‘Additional 
Instructions’ menu

Should there be a request to add Avalisation, please ensure you confirm your 
acceptance by selecting the relevant phrase in the ‘Additional Instructions’ menu
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Instruments – Create a Direct Send Application 

1. Click on the New Instruments tab to expand it

2. Click on Direct Send Collection, this opens up a 

new window.

1

2
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Instruments – Create a Direct Send Application 

3

4

3. Working through all of the Sections, complete fields as required (any mandatory

fields are marked with *).

4. Note wherever the          symbol is displayed you may click this in order to open a 
new window (Address Book), and then select the relevant party from the Address 
Book in order to quickly populate fields.

Tip: You will need to add the collecting bank to your address book prior to completing 
the application as the ‘collecting bank’ field is not free format.  Please check with Trade 
Operations to confirm we can correspond with that bank.

Please ensure the desired charging option is correctly selected
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Instruments – Create a Direct Send Application 

5i. To save application locally and complete at a later date click 
Save/Save & Close.

ii. To complete the application click Verify Data.

iii. Route Transaction is a further option which will send 
the instruction to another user within the organisation.

Please note: Verify data does not mean the transaction has been 
authorised, please refer to the section titled “Approve an 
Instrument” on Page 46 for authorising transactions

A template Bill of exchange will always be available should you 
wish to use our version. Alternatively, you can provide your own 
Bill of Exchange. 

Please note: Collection Instruction Options refer to instructions 
given to the overseas bank and will be done via SWIFT. 

5

Important: All documents detailed within your application should be 

attached within your submission in the Portal. Once the collection 

schedule is available in the portal, please print and send via courier, along 

with the original documents to the collecting bank. Please refer to the 

Attach documents section (Page 63) for more detail on how to attach 

documents.
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Instruments – Create settlement instruction

1. Click on the Transactions tab to expand it

2. Click on Create Settlement instructions, this 

opens up a new window.

3. Locate the relevant instrument using the Search 

functionality.

4. Click on the relevant instrument to illuminate 

the Radio Button, then click Select, a new page 

will open.

1

2

3

4
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Instruments – Create settlement instruction cont.

5. Working through all of the Sections, complete fields as required in order 

to provide full settlement instructions (any mandatory fields are marked 

with *).

6i. To save application locally and complete at a later date click Save/Save 
& Close.

ii. To complete the application click Verify Data.

iii. Route Transaction is a further option which will send the instruction 
to another user within the organisation.

Please note: Verify data does not mean the transaction has been 
authorised, please refer to the section titled “Approve an Instrument” on 
Page 46 for authorising transactions.

Please note: If you wish to refuse charges relating to the Collection, you 

can do so by selecting the relevant phrase (unless prohibited within the 

terms of the Collection) via the ‘Additional Instructions’ menu-add as a 

tip

Please note: Should there be a request to add Avalisation, please ensure 

you confirm your acceptance by selecting the relevant phrase in the 

‘Additional Instructions’ menu

5

6
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Instruments – Extend an existing Outgoing Guarantee

1. Click on the Transactions tab to expand it

2. Click on Create Amendment, this will open up a new 

window.
1

2
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Instruments – Extend an existing Outgoing Guarantee cont.

3. Perform a search in order to locate  and then Select 

the corresponding Outgoing Guarantee to be extended, 

this will open up a new window.

3
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Instruments – Extend an existing Outgoing Guarantee cont.

4. Working through all of the Sections, complete fields 

as required in order to provide amendment instructions

5i. To save application locally and complete at a later 
date click Save/Save & Close.

ii. To complete the application click Verify Data.

iii. Route Transaction is a further option which will 
send the instruction to another user within the 
organisation.

Please note: Verify data does not mean the transaction 
has been authorised, please refer to the section titled 
“Approve an Instrument” on Page 46 for authorising 
transactions

4

5
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Instruments – Approve an instrument

1

2

1. User to search for ‘Ready to Authorise’ 

instrument on homepage under All Transactions 

section 

2. Select instrument to authorise

3. Click on ‘Authorise’ to approve 

3

Tip: Instruments can 
also be approved via 
the Transactions 
Tab
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Instruments – Create a Loan Request 

1

2

1. Click on the New Instruments tab to expand it

2. Click on Loan Request, this opens up a new 

window.
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Instruments – Create a Loan Request cont. 

3. Working through all of the Sections, complete fields as 

required (any mandatory fields are marked with *).

3
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Instruments – Create a Loan Request cont. 
4. Note wherever the          symbol is displayed you may click this in order to 

open a new window (Address Book), and then select the relevant party from 

the Address Book in order to quickly populate fields.

5. Loan Request Proceeds  

• Related Instrument ID: This will be used when the proceeds of the 

Loan (Trade Loan) are used to repay an existing Trade instrument 

(such as Import LC), therefore, the instrument ID should be input into 

the field.

• Account: This will be used when the proceeds of the Trade Loan are 

used to reimburse you for supplier payments already made. You will 

need to choose the account where the funds are to be credited from 

the drop-down, which will typically be in the same currency as the 

loan.

• Beneficiary: This will be used when the proceeds of the Trade Loan 

will be paid to the your suppliers directly by Barclays. If this is 

selected the you will need to complete the Beneficiary and their bank 

details in the subsequent fields.

4

5
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Instruments – Create a Loan Request cont. 

6. Attach any supporting documents using the Attach Document button.

Please refer to the Attach documents section (Page 63) for more detail on 

how to attach documents.

6
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Instruments – Create a Loan Request cont. 

8. To save application locally and complete at a later date 
click Save/Save & Close.

ii. To complete the application click Verify Data.

iii. Route Transaction is a further option which will send 
the instruction to another user within the organisation.

Please note: Verify data does not mean the transaction 
has been authorised, please refer to the section titled 
“Approve an Instrument” on Page 46 for authorising 
transactions

4

8This is the Bank Specific Terms and Conditions text to be included in the Loan Request product and PDF 
document



Templates 
How to create Templates for repeat transactions 
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1. Click Reference Data 

2. Click Templates

1

2

Templates – Creating templates for repeat transactions
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Templates - Creating templates for repeat transactions cont. 

3

3. Click New

4. Enter a Template Name 

5. Select ‘Copy from Existing Instrument’ if you want to copy an existing/earlier  

instruments template

4

5

Tip: Templates for repeat transactions can also be created 
using existing templates or blank templates 



56 | Barclays iPortal | Trade & Working Capital |  Key Tasks - How to Guide | 

Restricted - External

6. Select the instrument to duplicate as a 

template

6

Templates - Creating templates for repeat transactions cont. 
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7. Complete all required fields to create/edit Template details 

(any mandatory fields are marked with *). 

8. Select ‘Save and Close’ once all required fields have been 

completed

9. Completed Template has been saved

7

8 9

Templates - Creating templates for repeat transactions cont. 
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10. Template has now been saved and can be found 

here. 

10

Templates - Creating templates for repeat transactions cont. 
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How to store addresses 
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Addresses – How to store addresses

1. Select Reference data 

2. Select Address Book

3. Select New 
2

1

A.

3



61 | Barclays iPortal | Trade & Working Capital |  Key Tasks - How to Guide | 

Restricted - External

Addresses – How to store addresses cont.

5

4

4. Complete all Required fields to create/edit address 

details (any mandatory fields are marked with *).

5. Select ‘Save and Close’ once all required fields have 

been completed

Tip: Only mandatory fields are required
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6. Address has now been saved and can be found 

here 

6

Addresses – How to store addresses cont.
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How to send to Trade Operations
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Message – How to Send Messages to Trade Operations

1. Select the message icon

2. Select New to open the form and create a new item

1

2
Tip:  The Message Function should be used for 

general correspondence relating to an 

instrument (not including amendments)



Attaching Documents 
How to attach documents to your applications/submissions 
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1. To attach a document to an application click Attach 

Document. This opens up a new window. 

1

Documents – How to Attach Documents
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Documents – How to Attach Documents

2

2. Click Choose Files, this will open up your file 

explorer. Select the relevant file to upload, drop the file 

within the Drop Documents Here box. Close your file 

explorer.

3. Click on Upload Files in order to attach the selected 

file. Alternatively click Cancel Upload, to cancel the file 

upload.

3

Tip: A maximum of 10 documents can be dragged
and dropped/attached at one time.
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4. File has successfully been attached 

4

Documents – How to Attach Documents



Subsidiary
How to access a Subsidiary
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1. From the Home page, select ‘Subsidiary Access’ from the 

menu bar. 

1

Subsidiary – How to access a Subsidiary
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2. This should list the subsidiaries which the user has access 

to. 

2

Subsidiary – How to access a Subsidiary
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3. Select the relevant subsidiary. 

3

Subsidiary – How to access a Subsidiary
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4. The user is directed to the home back of the 

relevant subsidiary and is now action on behalf 

of the selected subsidiary, as per message 

displayed .

4

Subsidiary – How to access a Subsidiary



74 | Barclays iPortal | Trade & Working Capital |  Key Tasks - How to Guide | 

Restricted - External

5. Should the user wish to exit the subsidiary 

and return to the parent, select ‘Back to My 

Organisation’.

5

Subsidiary – How to access a Subsidiary
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6. This returns the user back to their 

organisation, as per message .

7. User to select ‘Home’ to navigate back to 

their organisations home page.

6

Subsidiary – How to access a Subsidiary

7
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This document is used by Barclays Bank PLC, Barclays Bank UK PLC, and Barclays Bank Ireland PLC. Details of your service 
provider are set out in your customer agreement

You can get this in Braille, large print or audio by calling 0800 027 1316, Option 1* (via Text Relay or Next Generation Text Relay if 
appropriate). For more information please visit barclayscorporate.com/alternativeformats. Clients outside of the UK please 
contact your local Barclays representative or call +44 207 757 7323, Option 1**.
*Calls to 0800 numbers are free from UK land lines and personal mobiles, otherwise call charges may apply. Please check with your service provider. To maintain a quality service we
may monitor or record phone calls. Lines are open Monday to Friday, 8am to 7pm.

** International call charges may apply.

Barclays Bank PLC is registered in England (Company No. 1026167) with its registered office at 1 Churchill Place, London, E14 5HP. Barclays Bank PLC is authorised by the Prudential Regulation Authority, and regulated by the Financial 
Conduct Authority (reference number 122702) and the Prudential Regulation Authority. Barclays is a trading name of Barclays P LC and its subsidiaries.

Barclays Bank UK PLC is authorised by the Prudential Regulation Authority and regulated by the Financial Conduct Authority an d the Prudential Regulation Authority (Financial Services Register No. 759676). Registered in England. Registered 
No. 9740322. Registered office: 1 Churchill Place, London E14 5HP.

Barclays Bank Ireland PLC is authorised and regulated by the Central Bank of Ireland. Our registered office is at One Moleswo rth Street, Dublin 2, D02 RF29.
We are registered at the Companies Registration Office, Dublin under registration number 396330. Our VAT number is IE4524196D. Barclays Bank Ireland PLC
is part of the Barclays Group.
Barclays Bank Ireland PLC is regulated as a credit institution and is subject to the Central Bank of Ireland’s regulatory cod es, including the Consumer
Protection Code and the Code of Conduct for Business Lending to Small and Medium Enterprises where those codes are applicable .
Barclays is a trading name of Barclays Bank PLC and its subsidiaries, including Barclays Bank Ireland PLC.

https://www.barclayscorporate.com/alternativeformats/
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