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1 Introduction 
 

Rabo Trade Access (RTA) is a user-friendly application with which clients can electronically submit and view orders 
for documentary payment products. RTA can be used to electronically view export LCs, and any modifications to 
them, received by Rabobank. 
 
The step-by-step procedures described in this Rabo Trade Access User manual are designed to support the process 
of an export LC. This manual is intended to show new users the full range of functions offered by RTA, and to assist 
experienced users who need to look up something quickly about a specific process. You can use this manual for 
the product specific information. The general manual can be used for other information about RTA. 
 
As always, please contact your account manager with any additional questions that are not addressed in this 
manual or if you want to know how Rabobank can assist you further with your business requirements . 

 
  



 

Rabo Trade Access   4 

  

2 Viewing an export LC in RTA 
 

2.1  Viewing an export LC 
 

Click on ‘Letters of Credit’ in the blue menu bar and click on ‘Export LC’ to access the export LC functionality. This 

module enables you to view export LCs that have been advised by Rabobank (Trade Services). 

 

 

 
 

 

The functions for which you have been assigned user rights will be displayed in the column on the left.  

 

 
 

 

Click on ‘View status’ in the column on the left to display an overview of all LCs advised to you by Rabobank. You can 

change the order in which the transactions are shown by clicking on one of the column headings. The transactions 

will then be shown in ascending order. For instance, if you want to see the most recent processed action for an LC, 

click on the last column ‘Date processed’. This will then be shown on the last page.  

 

If you know the LC number or Rabobank reference number (starting with LX…) you can also use the filter function to 

rapidly find the transaction concerned. Just key in the 6 numbers of the Rabobank reference number and the 

transaction will be singled out.  
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Tick the LC that you want to view and click on the ‘History’ button to open the screen below. 

 

 
 

Tick the transaction again and click on the ‘Select’ button. If several actions have already been carried out under the 

LC the various ‘events’ will be tiled vertically in this screen.  If you tick the ‘event’, the contents of the LC will be 

displayed across several tabs. You can view each part (for instance, goods) of the contents of the LC by clicking at the  

 

top of the various tabs or on the button ‘Next’ at the bottom. You can also copy texts from the LC here that you can 

use to create your documents. 

The tab ‘Information’ provides extra information that is also included in the annexe to the written advice letter with 

the LC sent to you by Rabobank.  

 

 

 

 

 

 

 

 



 

Rabo Trade Access   6 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

Rabo Trade Access   7 

  

2.2 Viewing an amendment of an export LC 
 

To view an amendment advised by Rabobank (Trade Services) under export LC, follow the same steps as described in 

section 2.2. In the blue menu bar, click on ‘Letters of Credit’ and then on ‘Export LC’. 

 

 
 

The functions for which you have been assigned user rights will be displayed in the column on the left.  

 
 

Click on ‘View status’ in the column on the left to display an overview of all LCs advised to you by Rabobank. Click on 

one of the column headings to change the order of the transactions displayed to ascending. Click on the last column 

‘Date processed’ to display the most recent processed action for an LC on the last page. 

 



 

Rabo Trade Access   8 

  

If you know the LC number or Rabobank reference number (starting with LX…) you can also use the filter function to 

rapidly find the transaction concerned. Just key in the 6 numbers of the Rabobank reference number and the 

transaction will be singled out.  

 

Tick the LC that you want to view and click on the ‘History’ button to open the screen below. 

 

 
 

 

The column ‘Event Name’ will show you the various events for the transaction. The column ‘Date processed’ will 

allow you to identify the most recent event, which in the example is an amendment of the export LC. Tick this and 

click on ‘Select’ to view a series of tabs reflecting where the LC has been modified by the issuing bank.  

 

 
 

The tab ‘Information’ provides any information that is also included in the written amendment advice letter from 

Rabobank.  
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2.3 Viewing the settlement of an export LC 
 

Follow the same steps as in 2.2.  

See sections 2.2 and 2.3 for a more detailed description.  

 

Click on ‘View status’ in the column on the left to display an overview of all export LCs (advised by Rabobank). Click 

on one of the column headings to change the order of the transactions displayed to ascending. If you know the LC 

number or Rabobank reference number (starting with LX…) you can also use the filter function to rapidly find the 

transaction concerned (enter the 6 numbers of the Rabobank reference number in the first field).  

 

Tick the LC that you want to view and click on the ‘History’ button. 

 

 
 

The column ‘Event Name’ will show you the various events that have taken place for the transaction under the LC, 

including settlement. Tick this and click on ‘Select’ to see the tabs ‘Principal’ and ‘Information’ to check whether the 

document set presented has or has not been settled. 

 

 

 
 

Should the document set be settled at a later date (for instance after receipt of cover or because payment is 

deferred) you will subsequently be notified via RTA. 

To view one of the actions, tick it and then click on ‘Select’. Click on ‘Cancel’ when you are ready. 
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3 Creating a remittance letter for presentation of 

documents under an LC advised by Rabobank 
 

Export LCs that are advised to you by Rabobank are accompanied by a printed remittance letter that you can use to 

send the documents to Trade Services for further processing. RTA also enables you to fill in a remittance letter 

digitally that you can print and use to send the documents and the original LC with the advice letter and any 

modifications. 

 

Data can be entered in the fields in various ways. Users can enter data directly in the fields and/or choose from a 

drop-down list. 

 

There are three types of fields in RTA: 

Á Optional fields: Data can be entered in these fields. 

Á Mandatory fields: Data must be entered in these fields. These data are the basic data for a transaction. The 

system does not permit mandatory fields to be left empty. Mandatory fields are preceded by a grey block. 

After confirmation of the order, a message will state which mandatory fields still need to be filled in. 

Á Protected fields: Protected fields have a grey background that is automatically filled with data after an ID 

has been entered, for instance for a counterparty or a BIC/SWIFT code (SWIFT address). 

 

Go to the export LC function ‘Remittance letter’. You can look up the LC for which you want to create a remittance 

letter in the list. You can also use the filter function to rapidly find the export LC. Enter (partially) one or more 

selection criteria such as the Rabobank reference or the LC Number and click on ‘Filter’ to display a list of all 

transactions that meet the stated criteria (the text entered in search fields is case-sensitive). 

 

 
 

Tick the LC for which you want to create a remittance letter and click on ‘Select’. Three tabs, ‘Main’, ‘Documents’ and 

‘Instructions’ will appear for you to fill in. 
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Tab Main 

 

This tab comprises the following fields. 

 

Rabobank reference – This is a unique (Rabobank) reference number that is automatically generated by the system.  

 

Customer reference – This is self-explanatory. 

 

LC amount – This has already been filled in. You can state the document amount to be credited to the beneficiary’s 

account in the last tab, ‘Instructions’. 

 

Beneficiary Details – This is self-explanatory. 

 

Payment Instructions – State the currency in which you want to be credited.  

 

Credit proceeds in favour of – State here to which IBAN account number and in which currency (euros or foreign 

currency) the document amount is to be credited. You can use ‘Search’ to select the correct IBAN account number if 

you entered it previously under ‘Basic data’. 

 

Please credit proceeds with – If you want the proceeds of the document amount to be credited to another bank you 

can opt for ‘Others’ here and enter the IBAN account number in the next field. 

 

Nature of payment – Here you can state whether this concerns an ‘Export of goods’ or state a different nature of 

payment type under ‘Others’. 

 

Instructions – If the LC concerns a deferred payment, you can click on the second option to request for a discount, 

which is subject to specific conditions however. If this is not applicable, keep the first option. 
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Tab Documents 

 

On this tab you can state which documents you are sending to Rabobank. It includes the most widely used 

documents. You can select the required documents here. If the documents required by you are not included here as 

standard, you can include them manually at the bottom. 

As soon as you tick a document, a box will appear for you to enter the number of copies of the document that you 

will be submitting. It contains the following fields: 

 

 
 

 

Tab Instructions 
 

On this tab you can include extra comments or instructions for Rabobank. You can enter the name of the bank here if 

you want to be credited in a non-Rabobank account. It comprises the following fields: 
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After all required details for the modification have been entered, there are various completion options at the bottom 

of the screen: 

 

Cancel – If you want to abort the action. 

 

Confirm – If you want to fully complete the transaction after you have accepted the additional rules pursuant to 

sanction legislation by ticking the checkbox. 

 

Note! The remittance letter can no longer be modified in RTA after completion. You can however repeat the action 

and if required enter different details. 

 

As soon as you have completed and confirmed the remittance letter, a screen will open that enables you to view and 

print the letter by clicking on the link ‘View document’ as shown below.  

 

 

 
 

The remittance letter will then be shown, part of which is depicted below. This is a PDF file that you can save and 

print. 
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4 Creating a remittance letter for presentation of 

documents under an LC not advised by Rabobank 
 

Sometimes an export LC will be advised to you by a bank other than Rabobank. If the LC has not been confirmed by 

this bank and the LC is available for ‘negotiation / payment / acceptance by any bank’, you can opt to present the 

requested documents to Rabobank.  

RTA offers you the possibility of creating a remittance letter and file number that you can use to send the documents 

and the original LC (and any modifications) with the advice letter. 

 

Click on ‘Letter of Credit’ in the blue menu bar and then on ‘Export LC’. 

 

 
 

 

Click on ‘Export LC’ in the column on the left to display all export LC functions for which you have been assigned user 

rights. Then click on the function ‘LC not advised by Rabobank’ to create a remittance letter. 
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The next screen for the transaction to be filled in consists of three tabs, ‘Main’, ‘Documents’ and ‘Instructions’. Click on 

the required tab or use the ‘Next’ and/or ‘Previous’ buttons at bottom right to navigate between tabs. 

 

 
 

 The fields for each tab are described below. 

 

Tab Main 

 

On this tab you can fill in the following fields. 

 

Rabobank reference – This is a unique (Rabobank) reference number that is automatically generated by the system 

when a remittance letter is created.  

 

LC number – This is the LC number of the issuing bank. 

 

LC amount – State the currency and the LC amount. You can state the document amount to be credited to the 

beneficiary’s account in the last tab, ‘Instructions’. 

 

IBAN Number – Enter the beneficiary’s international account number.  

 

Currency for credit transfer – Select the correct currency for the credit transfer from the drop-down list. 

 

Contact details – Enter the name, telephone number and e-mail address of the contact person. 

 

Tab Documents 
 

On this tab you can state which documents you are sending to Rabobank. It includes the most widely used 

documents. You can select the required documents here. If the documents required by you are not included here as 

standard, you can include them manually at the bottom. 

As soon as you tick a document, a box will appear for you to enter the number of copies of the document that you 

will be submitting
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Tab Instructions 

 

 

 
 

You can include extra comments or instructions for Rabobank in this tab. It consists of the following fields: 

 

After all required details have been entered, there are various completion options at the bottom of the screen: 

 

Confirm – If you want to fully complete the transaction. If this is successful, the message ‘Transaction completed 

successfully’ will be displayed (if not, the system will automatically remind you that you have forgotten to fill in a 

mandatory field). After completion the transaction will be given the status ‘Pending’ and will need to be approved 

and signed by the supervisor authorised accordingly in the function ‘Authorise Transaction’.  
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Save – You can temporarily save a transaction that you are unable to fully complete yet. The transaction will be given 

the status ‘Saved’. 

 

Template – If you use transactions for which the same details have to be included again and again, you can also 

create a template (see section 5). 

 

Transactions that have not yet been signed and transactions that have been saved can subsequently be changed 

using the function ‘Modify Transaction’.  

 

Authorising a transaction is discussed in more detail in section 7 of this user manual. 
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5 Viewing and printing a draft remittance letter 
 

After you have completed and confirmed the transaction, a screen will be displayed allowing you to view and print 

a (draft) remittance letter by clicking on the link ‘View document’. 

 

 
 

The (draft) remittance letter will then be shown, part of which is depicted below. This is a PDF file that you can save 

or print. 
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If you have already moved beyond the screen with the ‘View document’ option, it is also possible to view 

the remittance letter via the function ‘View status’. 

Select the transaction concerned and click on the button ‘History’.  

 

 
 

Tick the transaction again and click on ‘Select’. 

 

 
 

You can call up and print the PDF file via the button ‘Documents’ at the bottom of the page.  

 

 
 

Again, the remittance letter will be shown for you to save or print. 
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6 Modifying remittance letters in RTA  
 

Remittance letters that have not yet been signed, have been rejected or have been temporarily saved 

can still be modified via the export LC function ‘Modify Transaction’. The status of these orders is 

‘Pending’ or ‘Saved’. 

Click on ‘Modify Transaction’ and if required use the filter function to rapidly find the remittance letter to 

be modified. Enter (partially) one or more selection criteria such as the Rabobank reference or the LC 

Number and click on ‘Filter’ to display a list of all transactions that meet the stated criteria (the text 

entered in search fields is case-sensitive). Tick the order you want to modify and click on ‘Select’. 

 

 
 

 

The order will be displayed and you can edit the details as required. Click on ‘Confirm’ when you are 

ready. 

 

After filling in and completing the transaction, it must be approved and authorised by a duly authorised 

user in RTA. After signing the file number will be (digitally) submitted to Trade Services. You can then use 

the printed remittance letter to send the documents to Trade Services for further processing. 
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7 Annexe 
 

 

 

 

Characters that are 

permitted in SWIFT 

 

 

 

 

a to z  

A to Z  

9 to 0 

 /  -   ?   :   (   )   .   ,   ’   + 

 

The use of other symbols (such as %  “  \  #  @  &  *  etc.), vowels with accents 

and a TAB is not permitted in RTA! 

 

If RTA has logged off automatically if a session is timed out you may see the following error messages:  

 

Error message: 

Record has been  

locked 

 

If you want to 

continue with the 

record  

 

 

 

 
Go to the function ‘unlock records’ (left menu) and select the record . 

 

 

Error message: 

Duplicate 
session 
 
If you want to 
log in again 

Reason: another RTA session is active in the background.  
Solution:  
1. close RTA  
2. close all internet browsers or if this is not enough go to internet. At the top of 
the menu bar, select Extra > Internet options > click on Delete cookies and click 

on Delete files. 
3. open RTA again. 
You can now log in again through Rabo Corporate Connect in RTA. If this does 
not work, you can contact Rabo Corporate Support. 

Contact information Rabo Corporate Support 

 
Service hours: Working days from 8.00 a.m. to 5.30 p.m. 

 
Email: corporatesupport@rabobank.com 

 

Telephone: +31 (0) 30 71 21 777 

 

Detailed information about logging into Rabo Corporate Connect can be found 

on www.rabobank.com/supportcorporateconnect. On Rabo Corporate Connect 

portal your requested user rights determine if you are able to use the described 

functionalities. 

mailto:corporatesupport@rabobank.com
http://www.rabobank.com/supportcorporateconnect

