
 

  

 

 

 



EXPORT COLLECTION 

Export collection is a frequently used payment method in international trade. If you choose to send 

shipments by sea, and if the payment term is CAD (cash against documents), Export Collection can 

be a way to secure your payment after shipment of goods, or at least remain in control of your 

goods. 

• NAVIGATION: 

1.   Go to Export menu 

2.   Under Export, select Export Collection 

 

The Export collection module enables users to initiate Export collection, using this option available 

under Export module. 

In action View & Details Option are also available to get the payment history detail. 

 

 



• INITIATION: 

To Initiate a new Export collection, user can click on ‘Request Export Collection Option. After 

Clicking on ‘Request Export Collection’ Option, below screen will get displayed . 

 

 

 

 

2nd Section- Drawer & Drawee Details: All mandatory elds are need to be entered, once lled user can click on ‘NEXT’ 

button or for any changes in previous section click on ‘PREVIOUS’ button



 

 

 

3rd Section- Bank Details: User can enter Bank details in this section, once lled user can click on ‘NEXT’ button or for 

any changes in previous section click on ‘PREVIOUS’ button  

  



 

 

  



4th Section- Payment & Amount: All mandatory elds for Payments are need to be entered, once lled 

user can click on ‘NEXT’ button or for any changes in previous section click on ‘PREVIOUS’ button  

 

 

5th Section- Shipment Details: User can provide shipment details in this section, once lled user can 

click on ‘NEXT’ button or for any changes in previous section click on ‘PREVIOUS’ button  

 

  



6th Section- Collection Instruction: User can provide instruction in this section, once filled user can 

click on ‘NEXT’ button or for any changes in previous section click on ‘PREVIOUS’ button .  

Acceptance of terms and conditions is mandatory. 

 

  



7th Section- Attachments & Documents: To upload a le, user must click the “browse” button, 

browse and select the document to be uploaded and click on “Upload”.  

User can click on ‘NEXT’ button or for any changes in previous section click on ‘PREVIOUS’ button.  

• User then can attach documents wherever required.  

• Each request can have up to 5 les to be uploaded of maximum 2 MB each 

• The following document formats are allowed for upload: TXT, PDF, DOC, RTF, DOCX, GIF, CSV, ZIP  

• It is mandatory to fill the” Title” field while uploading a file 

 

  



Once all mandatory data has been filled, section will display green tick mark else red mark in case of 

any error. 

 

8th Section- Preview: After checking all the filled details in preview tab, click on submit 

 



 

 

All requests that are yet to be authorized will be assigned with a status of "Uncontrolled (Pending 

Authorise)" until submitted by an Authorising user. Once authorized, it will be released to the Bank. 

User can directly access Export Collection listing, New Export Collection & New Direct export 

lodgement screen by clicking on button available above success submission box. 

  



CREATE FROM TEMPLATE: 

Create a new Export Collection from Template available in ‘Request Export Collection’ option. Select 

this option to create a new Export collection, using a template.  

The standard EC form will be displayed, with most fields populated with values from the template 

record. Complete or change the required fields in the form 

 

 

User can remove the selected record in order to select another record 

 



• CREATE FROM EXISTING EC: 

Create a new EC from an existing EC available in ‘Request Export Collection’ option. Select this 

option to create a new EC, using an existing one as a model.  

The standard EC form will be displayed, with most fields populated with values from the original EC 

record. Complete or change the required fields in the form. 

 

 

User can remove the selected record in order to select another record 

 



• DIRECT CUSTOMER: 

User can initiate EC payment for Direct Collection by selecting Collection type 

 

 

• PROCESSED BY BANK: 

All outstanding EC record will get display in this option 

 

Under Action column there will be Amend & correspondence option 

 



 

• AMEND: 

User can Amend EC record by using this option 

 

All the mandatory fields in general Detail need to be entered, once filled click on NEXT button 

 

Once all mandatory data has been filled, section will display green tick mark else red mark in case of 

any error.  

After Checking all the Filled details in preview tab, click on submit. 

 

  



• CORRESPONDENCE: 

The Correspondence function allows a message to be sent to the bank, relating to a specific 

transaction. This may be to inform them of the completion or cancellation of an EC 

 

All the mandatory fields in general Detail need to be entered, once filled click on NEXT button 

 

To upload a file, user must click the “browse” button, browse and select the document to be 

uploaded and click on “Upload”.  

User can click on ‘NEXT’ button or for any changes in previous section click on ‘PREVIOUS’ button  

• User then can attach documents wherever required.  

• Each request can have up to 5 fles to be uploaded of maximum 2 MB each 

• The following document formats are allowed for upload: TXT, PDF, DOC, RTF, DOCX, GIF, CSV, ZIP  

• It is mandatory to fill the” Title” field while uploading a file 

  



 

Once all mandatory data has been filled, section will display green tick mark else red mark in case of 

any error 

After Checking all the Filled details in preview tab, click on submit 

 

• DRAFT: 

 



This option allows users to complete any EC Request records that have already been partially 

completed and saved. When selected, this option presents a list of EC Request records that have 

been prepared and saved by users, but not yet submitted.  

User can edit or discard the draft by the option available in Action column. 

 

• PENDING APPROVAL: 

This option displays the list of EC Request records that have been newly initiated by users, but have 

not been authorised by the authorisers. The user can also use this view to monitor transactions that 

have been initiated by them. 

 

 

• PENDING AT BANK: 

This function will display a list of all EC Request records that have not been processed by the bank. 

 

  



• REJECTED: 

When you select this option, you are presented with a list of EC records that were submitted, but 

rejected by the bank. You cannot initiate further amendments or messages on such a transaction, 

and can only use its data for inquiry purposes. 

 

 

• ACTIONS: 

Under Actions there is View, Detail & User audit option to get the payment history detail  

 

 

• VIEW SCREEN: 

Under Actions there is View, Detail & User audit option to get the payment history detail  

 



• DETAIL SCREEN: 

 

 

 

• USER AUDIT SCREEN: 

 

  



 

 

• TEMPLATES: 

User can create the EC template by using this option, also all created template list will get display in 

screen user can edit or delete the already created template 

 

 



 

 

• ADVANCED FILTER: 

User can create preference for the ltration or can directly enter value & search the record by using 

this option 

 

 

 


