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GOonline Biznes  
Export Letters of Credit module 
 

The Export Letters of Credit module is designed to effectively manage this product. It provides 

access to all essential information and allows you to prepare and generate a cover letter and view 

scans of documents.  

 

Changes introduced in the new version of the system:  

◼ intuitive design and navigation simplifying cover letter completion (through 
validation and suggestions), 

◼ summary of all letters of credit received (by currency), 

◼ access to basic information and actions directly from the lists of letters of credit, 
orders and payments, 

◼ flexible search and additional filters (e.g. by user), 

◼ completion of individual field names in the order forms with SWIFT field numbers, 

◼ option to add a comment for the bank. 

 
The Export Letters of Credit module is located in the Trade Finance panel in GOonline  

Once you enter the Export Letters of Credit module, the main screen will be appear, showing a 

summary of active letters of credit broken down by currency. 

From the main screen you can also access the cover letter form. 

At the bottom of the main screen, you will find a menu with the following sections: 

◼ List of L/Cs (by default, letters of credit with status "open" are displayed), 

◼ List of orders 

◼ Fees and commissions, 

◼ Payment register. 
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I. List of L/Cs 

I.1 List of L/Cs 

The list shows all company (or holding company) L/Cs, specifying: 

◼ L/C opening date/ validity date,  

◼ L/C number, 

◼ Applicant, 

◼ Opening bank, 

◼ L/C amount and currency / amount with positive tolerance / balance, 

◼ Status and information whether the L/C has been confirmed. 

 

By default, the status filter for L/Cs is set to 'Open’. Filters allow you to search for L/Cs based on 

specific parameters. For text filters, simply enter a fragment of the text you are looking for, e.g., 

digits of the L/C number. Filters can be combined. 

 

I.2 Further information and actions 

After expanding the arrow on the right side of the screen, additional information about the specific 

L/C will be displayed. Buttons for the following actions will also appear: 

◼ Download documents, 

◼ Create cover letter, 

◼ Details. 
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I.3 L/C details 

The Details tab is divided into sections. Navigation within it is facilitated by the menu on the right 

side of the screen. 

On this page, you can find information about: 

◼ Applicant and the Applicant’s bank 

◼ L/C number, type, amount and currency, 

◼ L/C opening, advice and expiration date, 

◼ attached copies of SWIFT messages. 
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Other information about the selected L/C can be found in the adjacent tabs:  

◼ Fees and commissions,  

◼ Payment register. 

 

II. List of orders 

The List of orders (cover letters) displays all orders with their current statuses. A wide range of 

filters allows you to obtain precise information, depending on the user's needs. 

 

Orders can also be found in the Order processing module, after going to the Export Letters of 

Credit tab.  

 

III. Fee and commissions  

The list shows all costs for the selected L/C. They may have the following statuses: collected, to 

be collected, cancelled. The user can sort the list of fees and commissions according to selected 

filters and save it in the xls, csv or pdf format. 
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IV. Payment register 

The list of payments allows you to obtain information about all recorded payments related to L/Cs. 

It includes information on the registration date and the payment date, the applicant, the amount 

and the payment status.   

To view more information about a specific payment, click on the “Details”. 

 

 

V. Cover letter - instructions 

To complete an order: 

◼ select “Create cover letter” from the main screen of the module 

 
 

◼ or create it using the "Create cover letter" function directly from the list of letters of credit. 
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This form allows you to fill in the required parameters of the letter of credit. The "Applicant" 

details will be pre-filled by default, depending on the current user settings. You can modify these 

settings. 

Complete all fields marked with an asterisk (*). If you enter data incorrectly, you will be notified 

by a message. 

Just like in the L/C details section, a navigation menu will appear on the right side of the screen in 

the Cover letter form. This menu guides you through the consecutive sections of the order. It also 

displays information about the completeness of the entered data or any missing items.  

 

 

Complete the “Documents” section with the documents required under the advised letter of credit. 

We have divided the documents section into subsections by document type (including: 

commercial, transport, insurance documents, certificates of origin, other), depending on the user's 

selection. 
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After selecting a specific document, a field will appear to enter the required number of originals 

and copies.  

 

 

 

The next element of the order is a mandatory field: 

◼ Documents instruction - here, select one of the available options which will be 

displayed depending on the type of the letter of credit (confirmed or unconfirmed). 
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Another mandatory element of the order is specifying the Settlement method – in this section you 

should indicate the account to be credited with the payments under the letter of credit and the 

account to be debited with the fees and commissions. 

 

 

 

Then you can fill in the optional field: Comments for the bank (for the bank’s information only). 

Once you have completed the sections indicated above, click the Confirm button. It leads to further 

steps in the process (taking into account user authorisation rights). 

 

VI. Generating raports 

In each tab of the module (List of L/Cs, List of orders, Fees and commissions, Payment register), 

you can generate reports on your own in the following formats: xls, csv or pdf. 
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VII. Instructions for export letters of credit 

To submit an instruction with regard to an advised export letter of credit - go to the Applications 

and Instructions module, select the Trade Finance tab and then the Letter of credit - other 

instruction application. 

 

 

Once you click the Fill in the application button, you will be redirected to a form where you can 

select the letter of credit to which the instruction is to apply. The L/C number can be selected from 

a drop-down list. 

Then enter the content of the instruction and/or attach the relevant file, e.g. with a scan of the 

signed instruction. 
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Further actions and a status overview of the submitted applications are available in the List of 

applications tab. 
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