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Trade transactions 

(i) How do I set up an applicant list? 

Step 1
Click on Trade 
Services 
followed by 
Template 
and List.

Step 2 
Click on <Go> 
to proceed.
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Step 5 
When completed, 
click on <Save>, 
then <Confi rm> on 
the next page.

Step 4 
To set up the 
applicant’s name 
and address to 
default, select 
<Yes> under 
‘Default applicant’.

Step 3 
Enter applicant’s 
short name, 
applicant’s full 
name and address.

How do I set up an applicant list? Trade transactions 
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(ii) How do I create a Documentary Credit application?

Step 1 
Click on Trade 
Services followed 
by Import 
Documentary 
Credits.

Step 3 
Click on <Go> 
to proceed.

Step 2 
Click on the 
drop-down 
menu followed 
by selecting 
‘Create a DC 
Application’. 

Trade transactions 
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Step 4 
Complete the 
various fi elds 
in this page 
accordingly. 
Fields in green 
are mandatory 
and must be 
completed in 
order for user 
to submit 
DC application.

How do I create a Documentary Credit application?Trade transactions 
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(iii) How do I save my benefi ciary details?

Step 1 
Benefi ciary’s 
name and 
address can be 
saved into the 
Bank’s database 
for future use 
by clicking on 
<Save new 
benefi ciary>.

Trade transactions 
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(iv) How do I get assistance with clauses?

Step 1 
When there is 
the word 
<Search> in the 
DC application 
page, click on 
the red action 
icon preceding 
it to select an 
appropriate 
standard clause 
from the 
pop-up list.

Trade transactions 
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Step 2 
When there 
is the word 
<Search> in the 
DC application 
page, click on 
the red action 
icon preceding 
it to select an 
appropriate 
standard clause 
from the 
pop-up list.

How do I get assistance with clauses?Trade transactions 
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(v) How do I save a Documentary Credit application as a template?

To call up this template in the future, select ‘Create a DC Application’ using Template after 

you have clicked on Import Documentary Credits on the navigation bar on your left.

Step 1 
If you wish 
to save this 
template for 
future use, 
give a name to 
this template 
then click on 
<Save new 
template>.

Trade transactions 
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Step 1 
Click on Trade 
Services followed 
by Import 
Documentary 
Credits.

Step 2 
Click on the 
drop-down 
menu followed 
by selecting 
‘Change a DC 
Application’. 

(vi) How do I print a copy of the Documentary Credit?

Step 3 
Click on <Go> 
to proceed.

Trade transactions 
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You can either click on the Print icon on the Internet browser or press 
Ctrl-P to call out the Print Menu.

How do I print a copy of the Documentary Credit?Trade transactions 
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(vii) How do I submit an Import Bill instruction? 

Step 1 
Click on Trade 
Services followed 
by Import Bill 
Instructions. 

Step 2 
Select your  
import account.

Trade transactions 
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Step 3 
Select the import 
bill you wish to 
accept/settle and 
complete the 
various fi elds as 
necessary on 
the next page.  
Please note that 
overdue items 
are marked in 
red and require 
your attention 
soonest possible.

How do I submit an Import Bill instruction? Trade transactions 
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Step 1 
Click on 
Trade Services 
followed by 
Export DC 
Transfer. 

Step 2 
Click on <Go> 
to proceed. 

(viii) How do I perform a Documentary Credit transfer? 

Trade transactions 
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Step 3 
Click on the 
Export DC you 
wish to transfer 
and select the 
type of transfer 
you wish to 
effect.

Step 4 
Complete the 
various fi elds as 
necessary on 
the next page 
and submit the 
transaction.

Trade transactions How do I perform a Documentary Credit transfer? 
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Call 1800 216 9008  
Click www.hsbc.com.sg/hsbc.commercial
E-mail contact@hsbc.com.sg




