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RBC Global Trade™ allows you to issue, receive, amend and manage your trade instruments,  
such as Letters of Credit, Documentary Collections, Standby Letters of Credit and Guarantees 
online anytime, anywhere.

This guide will show you how to customize your home page.

About this guide
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No matter where you are within the site, you can click the Home page button and you will be taken 
right back to the main Home page.

The Home page 

Home page button
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G. Raymond

Help is always close by. 

For overall help on RBC Global Trade, you can click the Help button located beside the Logout 
button.

For help with a specific section or tab you are in, you can click the question mark located at the 
top right corner of the page.  

The Home page 

Help button
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The first thing you will see on the Home page is a message from RBC®. Whenever RBC has an 
important announcement to make, you will find it in this section. You can click on the More button 
to see the whole message 

 

The Home page 

Messages from RBC
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By clicking the Settings button, you can customize your home page so that you can see the 
sections you want, in the order that you want. 

The Home page 

Customizing your home page
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Check the boxes beside the sections you wish to see displayed. The sections you will see listed 
are based on your security rights. 

Choose the order in which you want them displayed by entering a number beside each section. 

Click Save & Close.

 

The Home page 

Choosing displayed sections
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When you click on Mail Messages, you will be able to access, create or view messages, including 
any discrepancy notices. 

If you ever need to access your messages or notifications when you are not on the home page, you 
can click on the envelope icon or the dialogue icon at the top of the page.

The Home page 

Mail Messages
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Click the Settings button and a drop down list of your columns will appear. Check the 
columns you wish to see and uncheck the columns you do not wish to see. 

 

The Home page 

Customizing Mail Messages
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In the Notifications section, you will find notifications on transactions that RBC has either 
processed, cancelled or returned. You can click on them to view further details. 

 

The Home page 

Notifications
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Click the Settings button and a drop down list of the columns in your Notifications section will 
appear. Check the columns you wish to see and uncheck the columns you do not wish to see. 

The Home page 

Customizing Notifications



12   RBC Global Trade – Navigating the Home Page

Under All Transactions, you will be provided with links to all of your instruments directly from the 
home page.  

The Home page 

All Transactions
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By clicking on the Settings button, you can choose which columns you would like to see in your  
All Transactions section. Check the columns you wish to see and uncheck the columns you do not 
wish to see.

The Home page 

Customizing All Transactions
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Menu bar 

New Instruments

Let’s explore the menu bar. 

By clicking on the New Instruments tab, you will be able to create a new trade transaction either 
from a blank form, a template, or you can copy from an existing instrument.

You will only be able to create a new instrument for products for which you have been set up. 

Tip:
If you require access to another product, call us at 1-800-757-4525. 
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Under the Transactions tab, you will be able to see the status of your instruments and search 
previous instruments.

Menu bar 

Transactions
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Under the Reports tab, you will be able to generate standard reports provided by the bank or 
custom reports based on your needs. 

You can then save and print your reports. 

Menu bar 

Reports
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Tip:
This is probably the first thing you will want to do. You may want to refer to the  
Setting up Reference Data video or user guide for assistance.

Under the Reference Data tab, you will be able to set up what you will need to use on a daily basis.

You will be able to set up users, set monetary thresholds for each user, and set security profiles for 
each user. 

Menu bar 

Reference Data
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My Links gives you a quick way to access your daily tasks. Once you start using the service, you 
will have instant access to the tasks you perform most often, the five most recent instruments you 
have been working on, and access to key reports. 

Menu bar 

My Links
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Similar to other sections on your home page, if you click on the Settings button beside  
Favourite Tasks, you can choose the tasks that you would like to see on your home page. 

Menu bar 

My Links
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If you click on the Settings button beside Favourite Reports, you can customize the reports that 
will appear on your home page. 

Menu bar 

My Links
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To access other learning guides and videos, visit rbc.com/globaltraderesources 
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