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Outward Domestic Trade User Guide
How do we protect your Escrowed Funds?
We take our obligations to protect client funds seriously.
The funds received from you, are held on your behalf in a secure trust account until the
trade is complete.
All escrow payments are held by Escrow Services Trust (EST), a separate entity to Outward
Ltd. EST is a fiduciary arrangement that allows a third party, or trustee, to hold assets on
behalf of a beneficiary or beneficiaries (in this case the users of the escrow service).
The Escrow Services Trust Deed can be accessed on our website, and along with our
Domestic Terms of Use govern how client funds are managed.
All escrowed funds remain in EST's bank accounts and cannot be used for any purpose other
than to be transferred to the seller or returned to the buyer.
Outward's systems and EST bank accounts are regularly audited to ensure compliance with
EST operating procedures and Outward's Terms of Use.

How much does the Escrow Service Cost?
Escrow fees are charged on the balance of payments made to Outward’s escrow account.
The escrow fee is 0.75% of the escrow payment. For New Zealand domestic trades the
minimum fee is set at NZ$115, and the maximum at NZ$1,150 (GST inclusive).
It is the buyer's responsibility to pay the escrow fee, however, these can be shared between
the buyer and seller by agreement when setting up a trade. If the seller agrees to pay a
share of the escrow fee, the seller's share will be deducted from the final payment to the
seller when the escrowed funds are released.
A receipt will be issued to the buyer for the full extent of the escrow fees. When the seller
shares in the fee they are agreeing to a discount on the value of the trade invoice.

2

Contents:
Section 1: Registering on Outward

Page 4

Section 2: Initiating a Trade

Page 12

Section 3: Joining a Trade

Page 21

Section 4: Managing a Trade (Buyer)

Page 26

Section 5: Managing a Trade (Seller)

Page 35

Section 6: Other Trade Screen Features

Page 46

3

Section 1: Registering on Outward
To sign up for Outward click on the ‘Get Started’ tab at the top of our website

This will take you to our login page.

Click on the ‘Sign up here’ link and you will be requested to enter your email address, select
a password, and agree to the Outward Platform Terms of Use.
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Once you confirm your registration, you will be sent an email to verify your email address
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To confirm your email address, click on the ‘Confirm Email’ button within the email sent to
you, this will take you back to our login screen.

You will then be taken to the ‘Complete your account’ screen. Enter your person details and
press continue.

You will then be asked to ‘Setup your business’.
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Once you have completed this step:
1) If you are a seller you will be directed to your trade dashboard
2) If you are a buyer your will be directed to verify your business

Important Notes:
Outward is a New Zealand based Financial Institution. As such, we are required to comply
with the Anti-money Laundering and Countering Financing of Terrorism Act 2009 (AML
Act)
To adhere to the AML Act we conduct customer due diligence (CDD), on all buyers
utilising the escrow service. This involves examining the client entity and conducting
identity verification on the individuals who are associated with the entity.
The CDD process does not have to be completed at the time of registration, but must be
completed prior to conducting an escrow transaction.
Depending on the complexity of the registering entities ownership structure, CDD can
take a few days to complete. So please bear this in mind when planning your transaction.
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When you choose to ‘Verify your business’ you will be asked to make the following
authorisations.

The Outward team (our authorised agent) will then get in contact with you to guide you
through the CDD process.
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You will then be directed to your trade dashboard.

At the top of the screen you will be asked to set up your bank account(s). Alternatively, you
can set up and add bank accounts from within your business profile. Which can be entered
by clicking on the profile image at the top right of the trade screens.

Outward requires you to enter your bank account (domestic, and for international
transactions foreign currency accounts), you intend to use for transactions undertaken on
the platform.
For your protection, we ask customers to upload a file showing proof that the account
belongs to the registered entity (e.g. a deposit slip or a bank statement). We recommend
you have this available before you start setting up your bank accounts in your Business
Profile.
It is recommended to enter your bank account(s) details prior to initiating a trade.
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If you are the buyer on a trade, your bank account will be used for monitoring purposes to
ensure that payments received have originated from your specified bank account.
If you are the seller on a trade, your bank account will be used for any direct payments from
the buyer, and for paying out any escrowed funds at the conclusion of the trade.
You can add multiple bank accounts to Outward and when you create or join a trade you
will get to choose which one to use for an individual transaction.
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Section 2: Initiating a Trade
The process to set up a trade is easy. Initiate a new trade in your trade dashboard, by
clicking on the “Start New Trade” button.

There are 5 simple steps to entering the trade details, and sending an invite to your
counterparty
Step 1: Enter general description of trade
Step 2: Enter payment milestones, select bank account, and review escrow fee
Step 3: Enter shipping instructions including the latest shipment date
Step 4: Enter any documentary requirements
Step 5: Confirm trade details, accept Outward’s terms of use, and submit trade for
acceptance
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Step 1: Enter general description of trade
Enter your role as buyer or seller, a brief description of goods, value and currency of trade,
and your counterparties email address.

Important Notes:
If your counterparty is already an existing customer of Outward, it is important you use
the email they have register on the platform. This will ensure the trade appears in their
dashboard once invited. If a mistake is made, you can change the counterparty email
address for a trade in the ‘Support’ tab on the trade screens.
If your counterparty is not an existing customer of Outward, they will be requested to
registered on the platform, prior to being able to access and accept the trade.
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Step 2: Enter payment milestones, select bank account, and
review escrow fee.
A payment milestone is an action or event, that triggers the buyer to make a payment either
direct to seller or Outward’s escrow account.
Payment milestones can include any number of direct or escrow payments depending on
the nature of the transaction.

We have kept the platform flexible to allow Users to choose their own payment milestones,
but as an example a 25% direct payment (deposit) may be required on acceptance of the
trade, with the remainder being paid into the escrow account prior to delivery.
If the product is to be manufacturer, the value of the transaction may be broken down into
a number of payments reflecting the stage of manufacture.
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Important Notes:
As a supplier it is important to consider your risk profile when setting the payment
milestone for escrowed funds. For example, if the order was for product you are
sourcing/producing for a specific customer and it would be difficult to on sell if the
transaction failed, then it would be reasonable to ask for the escrow payment to be made
at the time of accepting the trade. If the product could be on sold easily to another
customer then escrow payments can be timed closer to the delivery date.
Remember your payment is not secure until it has been received into the escrow
account.
Next you select the bank account you intend to either make payments to the escrow
account from (if you are the buyer) or receive payments to (if you are the seller). A list of
your accounts will be shown for you to select from.

Important Notes:
Outward only accepts payments to the escrow account from a buyers verified account(s),
and in the currency of the trade. For domestic NZ trades this will be NZD.
It is recommended to enter your bank account(s) details prior to initiating a trade. This
can be done in your business profile. This will ensure there is no delay when setting up a
trade, as Outward needs to verify a customer bank account before it is available for
selection.
We do this as part of our anti-money laundering (AML) checks as a protection for all
Users.
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Next you can review the escrow fee attached to the trade. If the seller has agreed to share
in the escrow fee you can use the slide scale to allocate fees between the buyer and seller.

16

Step 3: Enter shipping instructions, including latest shipment
date
Enter the location (town, city) the goods will be shipped from and to, and the latest
shipment date.

Important Notes:
The shipping locations can be the same (town, city), however, you may get a message
asking if this is correct. Simply click yes and move on.
If an order is not shipped prior to the latest shipment date the trade can be cancelled.
This protects buyers if they have a delivery deadline which must be met. The last
shipment date can be changed by agreement between the parties in the trade screens
after a trade has been initiated.
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Step 4: Documentary requirements and release conditions
In most cases for domestic trades there won’t be many documentary requirements, except
for uploading the pro-forma and final commercial invoice. If there are other documentary
requirements, needed prior to release of escrowed funds, these can be entered into the
‘Other documents’ section.

Important Notes:
For domestic trades the key release condition is the delivery of the goods to the buyer.
If there are other documents required, the escrowed funds will not be released until the
documents have been shared and agreed with the buyer, and the goods delivered.
Outward requires an initial pro-forma invoice (on initiation of the trade), and final
commercial invoice (at time of delivery) to be uploaded as confirmation of the details of
the trade. This may be the same document/invoice if no details of the trade have
changed prior to delivery.
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Step 5: Confirm trade details
The final step is to review all the terms entered in the previous 4 steps. You can go back to
earlier steps, to make changes as required.
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Once all the Trade information has been entered, initiate the trade by agreeing to
Outward’s Terms of Use and push the ‘Start Trade’ button. This will send an email to your
counterparty to invite them to participate.
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Section 3: Joining a Trade
You will receive an email from Outward, with a link to the Outward website and Outward
Trade Screens.

If you have not already registered on Outward, you will be directed to undertake the
registration process before you can view the trade you have been invited to participate in.
Once registered you will be able to view your trade dashboard.
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When you click on the trade you can review the trade terms.

You can accept the trade by pushing the ‘Accept’ button.

If you would like to change any of the terms of the trade, you can message the initiator, to
make the required changes by pushing the “Request Changes” button.
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A pop-up box will appear, allowing you to enter the changes you require.

There is also a private messaging system included in the Outward Trade Screens. This can be
used to negotiate any requested changes with your counterparty.
Click on the ‘Messages’ tab.

If requested changes are accepted by the initiator of the trade, they will update the
Outward Trade Screens and push the “Resubmit Trade” button.
Once the terms of the trade have been agreed, push the “Accept Trade” button, to formally
agree to the trade and the Outward Terms of Use.
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You will then be asked to select the bank account you intend to either make payments to
the escrow account from (if you are the buyer), or receive payments to (if you are the
seller). A list of your accounts will be shown for you to select from.

Important Notes:
Outward only accepts payments to the escrow account from a buyers verified account,
and in the currency of the trade. For domestic NZ trades this will be NZD.
It is recommended to enter your bank account(s) details prior to initiating a trade. This
can be done in your business profile. This will ensure there is no delay when accepting a
trade, as Outward needs to verify a customer bank account before it is available for
selection.
The trade will now appear on your dashboard as active.
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Important Notes:
Outward Ltd is a New Zealand based Financial Institution. As such, we are required to
comply with the Anti-Money Laundering and Countering Financing of Terrorism Act 2009
(AML Act).
To adhere to the AML Act we conduct customer due diligence (CDD), on all buyers
utilising our escrow service. This involves examining the client entity and conducting
identity verification on the individuals who are associated with the entity.
A buyer will not be able to accept the trade until this process is complete.
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Section 4: Managing a Trade (Buyer)
Your active trade will show on your dashboard.

Click on the active trade to view the trade screen.
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There are suggested actions included at the top of the trade screen, to help guide you
through the process. These change as you work through the trade process, so keep an eye
on them.

As the buyer, you are required to:
1) Make direct and escrow payments as milestone conditions occur.
2) Review any documents (and in some cases approve documents), uploaded by the
seller.
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Clicking on the ‘Make Payment’ button will open a pop-up box showing the payment
instructions for each milestone (example below).

Once the payment has been made (via your normal bank payment process), click on the
‘Mark as Paid’ button. The seller will be sent a notification advising that the direct payment
has been made, and the status of the payment will change from UNPAID to PAID on the
trade screen.
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If required by the seller, you can upload a payment receipt, confirming the payment was
made, by clicking on the direct payment milestone, or by uploading it into the ‘Message’
tab.

Once the seller has received the payment into their bank account, you will be notified via
email and in the notifications tab.
Your notifications tab can be accessed by clicking on the bell symbol at the top right corner
of your trade screen. The red dot indicates there is an unseen notification.

The status of the payment will change from PAID to RECEIVED.
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The second payment milestone in our example is an escrow payment, 5 days prior to
delivery. Once the seller has notified you of the delivery date, the escrow payment can be
made.
The process for making an escrow payment is the same as above. However, the payment
instructions will direct the payment to Outward’s Escrow Services Trust account. The
payment instruction will also include the escrow fee for the trade.

Once Outward has received the payment, we will notify both the buyer and the seller, and
the payment status will change from PAID to RECEIVED.
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Once all payments have been received, the seller will upload any required documentation,
and then prepare and ship the goods.
In this example, the only document required would be the final commercial invoice.

If there were other documents listed in the ‘Required Documentation’ section, then the
seller will also upload the specified documents. You can then view these and approve them
as required.
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The following is an example from an international trade, but shows how other documents
will appear. It is important that you review and approve the documents once they are
uploaded. If there are any document issues you can use the message tab to discuss these
with the seller, and they can remove and upload new documents (if required).

In this example, once the seller has uploaded the final commercial invoice it will appear in
the invoices section of the trade screens. You will receive a notification informing you the
invoice is available for review.

If there are any changes in the final commercial invoice, including the trade value, the seller
will notify you and make the changes in the trade screens. This is important, so that
Outward can release funds held in escrow in the correct amount and to the right party.
Important Notes:
Any changes in the final commercial invoice need to be approved by the buyer. If the
buyer
rejects
the
changes,
they
have the ability
to cancel
the Trade,
escrowed
Any
changes
will
require
your
acceptance.
An ‘Accept
Changes’
buttonand
willhave
appear
below
funds
released
back
to
them.
the commercial invoice.
An ‘Accept Changes’ button will appear below the invoice section of the trade screen.
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The final step for the seller is the ship the goods.

Once the goods have been shipped the seller will update the shipping details section of the
trade screen, including the expected delivery date.
You will receive a notification, when this occurs.
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Once all documents have been uploaded and the goods shipped, a release funds button will
appear in the trade screens.
If you are happy with the delivery, press the release fund button and type ‘release’ into the
pop-up screen.

You have now completed all the steps required to have the escrowed funds released to the
seller. Outward will notify you once the escrowed funds are paid to the sellers bank account.

Important Notes:
Under Outwards terms of use, if the funds are not released within 5 days of delivery, and
no dispute has been raised, the escrow funds will be automatically released.
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Section 5: Managing a Trade (Seller)
Your active trade will show on your dashboard.

Click on the active trade to view the trade screen.
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There are suggested actions included at the top of the trade screen, to help guide you
through the process. These will change as you move through the process, so keep an eye on
them.

The buyer will be instructed to make payments in accordance with the payment milestones.
If a direct payment is included, the buyer will be instructed to make the payment to the
bank account you have selected for the trade.
The buyer will be instructed to use the invoice number on the pro-forma invoice as a
reference for the payment. If you would like them to use an alternative reference you can
update it by clicking the ‘Add Payment Reference’ button, at the top of the payment
milestones section of the trade screen.
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A pop-up box will appear where you can add your instructions.

Once the buyer has made the direct payment, you will be notified by email and in the
notifications tab.
Your notifications tab can be accessed by clicking on the bell symbol at the top right corner
of your trade screen. The red dot indicates there is an unseen notification.

The status of the payment will change from UNPAID to PAID.

37

Once the payment has been received into your bank account, mark the payment as received
by clicking on the ‘Mark Received’ button.
A pop-up box will appear, confirm receipt by clicking on the ‘Mark Received’ button.

The buyer may have uploaded a payment receipt, at the time of making the payment. If
attached, this can be downloaded from the ‘Mark Received’ pop-up box.
Once you have marked the payment as received the payment status will change from PAID
to RECEIVED, and the buyer will be notified.

The second payment milestone in our example is an escrow payment, 5 days prior to
delivery. Once you have notified the seller of the delivery date, they will make the payment
to Outward’s Escrow Services Trust account.
The payment status will then change from UNPAID to PAID.
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Once Outward has received the payment, the payment status will change from PAID to
RECEIVED, and both you and the buyer will be notified.

Now that all the payments have been received, you can complete the remainder of the
escrow release conditions.
For domestic trades there are three steps required:
1) Upload the final commercial invoice
2) Upload any other required documentations requested at the time of setting up the
trade; and
3) Ship the goods and enter the delivery details into the trade screen.
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In some cases, required documents may be linked to a payment milestone. In these
instances, you should upload the required document prior to the respective payment
milestone being completed.
In our example there are no additional documents required other than the final commercial
invoice.
If there are any variances in the final commercial invoice compared to the pro-forma
invoice, these need to be agreed between you and the buyer.
Once ‘Upload Commercial Invoice’ is pushed, a pop-up screen will appear, allowing the
invoice to be uploaded, and asking if there have been any changes.
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If there are no changes, simply upload the final commercial invoice (which may be the same
document as the pro-forma invoice) and push ‘Submit’.
The final commercial invoice will appear in the trade screen and be visible and
downloadable to the buyer.

Outward will notify the buyer, that the invoice is available to be viewed.
If there has been a change, particularly in the value of the transaction, you need to notify
the buyer and Outward by indicating ‘Yes’ in the pop-up box and entering the new total
value of the transaction (excluding any adjustment for escrow fees). This is important, so
that Outward can release funds held in escrow in the correct amount and to the right party.
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It is highly recommended that any changes to the final commercial invoice are
communicated with the buyer as soon as possible, and in all respects prior to shipment.
It is also recommended that buyer and seller use the message tab in Outward to
communicate and negotiate changes so we can track any discussion and agreements with
regard to the escrowed funds. This also helps if there is a dispute.

Outward will notify the buyer and will seek approval of any changes.
Important Notes:
Any changes in the final commercial invoice need to be approved by the buyer. If the
buyer rejects the changes, they have the ability to cancel the Trade, and have escrowed
funds released back to them.
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The last step is to ship the goods and enter the delivery details into the trade screen.
Click on the ‘Confirm Trade Shipped’ button to enter the delivery details.

The description section should include the name of the transport company and contact
details, if available.
If the transport company offers tracking, enter the tracking information including the
reference number and tracking website URL.
The final step is to enter the expected delivery date. Outward will utilise this reference
when monitoring the delivery of goods and will follow up with the buyer if the date passes
and escrowed funds have not been released.
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The shipping details section of the trade screen will then be updated to reflect your delivery
instructions, and the buyer will be notified.

Important Notes:
Monitor your latest shipment date, for each trade. If the goods can’t be shipped before
this date, you can edit it by clicking on the
(edit) icon.
A pop-up box will appear for you to enter a revised date.

Once revised the buyer will be required to accept the change. It is best to message the
buyer before making this change to ensure their acceptance.
You will receive a notification prior to the Latest Shipping Date expiring to remind you.
If the latest shipment date is missed and the date not revised, the buyer can cancel the
escrow transaction.
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You have now completed all the steps required to have the escrowed funds released. The
buyer will be instructed to release the escrowed funds on confirmed delivery of the goods.
Important Notes:
Under Outwards terms of use, if the funds are not released by the seller within 5 days of
delivery, and no dispute has been raised, the escrow funds will be automatically released.
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Section 6: Other Trade Screen Features
MESSAGES
Communicate with your
counterparty, within a secure
messaging system within a trade

TIMELINE
Review a complete register of
actions taken during your trade.
Including all documents
uploaded, changed, and
approved.
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VAULT
Upload related documents, or
forward email correspondence
into a private and secure storage
space. Making them easy to find
for future reference.
SUPPORT
Message Outward’s support
team, change bank account
details, dispute or cancel a trade.
Also includes ability to change the
email of the invited party, while a
trade is still pending acceptance

YOUR NOTIFICATIONS

Notifications keep you informed
of actions that have been taken,
or actions that need to be taken
to keep the trade on track.
Emails are also sent to you when
notifications are pending review.
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PERSONAL PROFILE
Manage your personal contact
details, password, and receipt of
email notifications.
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BUSSINESS PROFILE

Manage your business profile
information (including bank
accounts) and invite new users
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