
A trade can go through 7 different statuses throughout its life: Open, In Progress, Delivery, Awaiting payment, 
Paid, Overdue and Closed.  
 

The “Take action”  button is displayed when a trade requires an action from the customer, necessary 
for the settlement conditions to be met. 

The “Details”  button is displayed when there are no mandatory actions required from the customer. 
 

1.1. Open 

  
Contracts with the ‘open’status are the transaction proposals that have been submitted and waiting for 
approval from the involved parties (Counterparty and Bank if there is any Bank services). 
 
How to approve a 
transaction: 
 

A. Click on "Trade 
Transactions” 

B. Select “Open” 
C. Take action 

 
 
   

D. Select the IBAN if you have more than one 
(mandatory - the IBAN will be used for the 
payment) 

E. Approve the transaction 
 
 
Once the transaction is approved, the trade status 
changes from Open to In Progress. A notification 
will be sent to the counterparty about the status 
change of the contract. 
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1.2. In progress 

 
These contracts have been approved by all the parties involved (counterparties and banks if there are bank 
services) and are waiting for the goods to be delivered.  

 
 Confirm “goods ready for collection”  

 
A. Click on "Trade Transactions” 
B. Select “In progress” 
C. Select the Trade 
D. Click on Good ready for collection 

The status will be updated to 
“Delivery” 

 
 
 
 

 Confirm “goods shipped” 
 

A. Click on "Trade transactions” 
B. Select “In progress” 
C. Select the transaction 
D. Click on Goods shipped  The status will be 

updated to “Delivery” 
 

 

 

 

 

1.3. Invoice 

 
Depending on settlement conditions, it will be 
necessary for a seller to upload an invoice 
and/or for buyer to approve the invoice. The 
user can upload up to 3 documents (xls, doc 
and pdf formats are supported). 
 

 Input Invoice 
 

A. Click on "Trade transactions”  
B. Select “In progress” or “Delivery” based 

upon the status of the goods 
C. Select the transaction 
D. Upload invoice  choose file 
E. Input invoice details (Invoice number and Invoice date are mandatory)  Confirm invoice details 
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Once the invoice is uploaded, the buyer will receive a notification and can approve/decline the Invoice (if the 
option: “Invoice accepted by Buyer” is selected as settlement condition of the trade) 
 

 Approve Invoice 
 

A. Click on "Trade transactions” 
B. Select “In progress” or “Delivery” 

based upon the status of the goods 
C. Select the transaction  
D. You can download the invoice  
E. Review the invoice  
F. Approve the invoice 

 
Once the invoice is approved by the buyer,  
the seller will receive a notification. 
 

1.4. Delivery 

 
In the delivery phase, the buyer or seller can 
mark the goods as delivered. 
 

A. Click on "Trade transactions" on the 
Home Page 

B. Select on "Delivery" 
C. Click on "Take action" 
D. Click on "Good delivered"  
 

When goods are delivered and the invoice 
is accepted (if these are settlement 
conditions), no more action can be taken 
neither from the Buyer nor from the Seller, 
but user can review details of the trade. 
 
 

1.5. Payment 

 
When the settlement conditions have been met, the trade goes into the “Awaiting Payment” phase.  
The Payment date is known, definitive and added to the trade details. A notification will be sent to both the 
Buyer and the Seller. 
 

A. Click on "Trade 
Transactions"  

B. Select  "Awaiting 
Payment” 

C. Click on "Details" 
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1.6. Paid 

 
Once the payment has been processed by the bank of the buyer, the status will be updated to “Paid”.  
 

1.7. Overdue 

 
If the payment cannot be executed (for example if there is insufficient funds), the status becomes 'Overdue'. 
The payment must then be executed outside of we.trade. The possibility to do this via we.trade is being 
investigated.

 
 
 

1.8. Closed 

 
The trade is set as closed 30 days after payment has been processed or when a trade has been declined or 
when expiry date is reached (while the settlement conditions are not met).  
 

 
 


