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1. Internet Banking BOAweb – Key Features 
 
The key features of BOAWeb are available in three parts :  
 
Account Inquiry 
 View account balances 
 View end of day balances 
 View detailed transaction movements - List of transactions on accounts 
 Search and Download: Search for transactions on accounts and download statements 

in CSV, XLS (Excel) and PDF formats 

 
Funds Transfer 
 Domestic funds transfer with the possibility of adding a new beneficiary 
 International funds transfer with the possibility of adding a new beneficiary 
 International funds transfer with the possibility to attach supporting documents 
 Beneficiary management (secure addition of a new beneficiary) 
 Signing of payments (for multi-signatory business customers) 

 
Personal Settings  
 My accounts (Information about my account settings) 
 My personal data (email address, mobile phone number, address) 
 My security details 
 Change my password 
 Multi-factor authentication 

 
Services 
 Cheque book request 
 BOA Express Money Transfer 
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2. First connection to BOAweb  

2.1 Subscription to BOAweb 
 

i. Go to your BOA branch or contact your Relationship Manager to fill in the BOAweb 
application form. 

ii. You will receive an e-mail notification from BANK OF AFRICA containing your user 
name and a link to connect to the portal and set up your password. The e-mail is 
sent to the address that you indicated the BOAweb application form.  
 

Important :  
 The link received via e-mail can only be used once and is valid for 24 hours. In case you 

face any difficulties, kindly contact your Relationship Manager.  
 

2.2 Password set-up  
 

i. Click on the link received by e-mail and enter the following information in the 
password set-up screen:  

 Account number: The last 7 figures of one of your account numbers. To find it, 
please refer to your account statement. 

 User name: Provided in the e-mail sent by the bank 
 New password: 6-digit combination 
 Password confirmation: Same 6-digit combination as above 
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ii. Click on “Confirm”. 
iii. You will receive an e-mail confirming the successful setup of your password. 
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2.3 Log in with your username and password  
 

i. After you have completed the previous step, you will immediately be redirected to 
the log-in page. 

 

 
 

ii. Enter your username and newly created password and click on “Log in”. 
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2.4 Acceptance of the General Terms and Conditions 
 

i. All first time user are required to read and accept the general terms and conditions. 
To accept, check the box besides “I accept the BOAweb terms and conditions” and 
then click on “Continue”. 

 
 

  

 
 

2.5 Telephone number update 
 

i. The last step consists of updating your telephone number on the portal if you had 
indicated an updated number in the application form. Select your country, enter 
your mobile telephone number, confirm it and then click on “Confirm telephone 
number”.  
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ii. You can now view your accounts and freely navigate the portal. 
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3. Activating multi-factor authentication (MFA) 
 
To ensure reinforced security while using BOAweb, it is advisable to activate multi-factor 
authentication. MFA is a security system that enables you to verify your identity by 
requiring multiple credentials. In the case of BOAweb, in addition to your username and 
password, it would enable you verify your identity using a one-time code generated by a 
multi-factor authentication application.   
 
For funds transfers, the bank has set threshold amounts above which MFA is mandatory 
for Enterprise customers. For more information on the specific threshold amounts defined 
by your respective bank, click on “Find out more” after logging in to BOAweb. 

 
i. Download Google Authenticator or Microsoft Authenticator from Google Play (for 

Android users) or App Store (for iOS users) on your mobile device. 
ii. If you haven’t yet activated MFA, once logged in to BOAweb, a notification will appear 

on your screen prompting you to do so. Click on “Find out more”. 

 
 

iii. Read the information on reinforced security and then click on “Activate multi-factor 
authentication”. 
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iv. Follow the instructions to complete configuration of Google Authenticator or Microsoft 
Authenticator on your mobile device and activate MFA : 

 

 
 

 Open the Google Authenticator / Microsoft Authenticator application that you 
downloaded onto your mobile device. 

 In the application, go to the option that enables you to add an account. The 
application proposes two methods to add the account – Scan QR code or Enter a 
setup key. Select “Scan QR code”. 

 Scan the Quick Response Code (QR code) that is displayed on your BOAweb 
screen. This QR Code is associated to your user account. You will only need to 
scan this once to complete the setup. 
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 Enter the 6-digit code generated by Google Authenticator / Microsoft 

Authenticator in the field just below the instructions on BOAweb. 
 

 
 
 
 
 

 
 

 
 Click on “Activate”.  
 MFA has now been enabled for your BOAweb user account. 

 
 

For further guidance, watch the video here. 
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Important :  
 

 You must enter the code immediately otherwise it will expire after 30 seconds. You would 
then have to use the new code shown on the app within 30 seconds. 

 In case of difficulty or failure to log in, you will need to contact your Account Manager to 
provide further assistance. 

 With each new log in, you will need to get a new code from Google Authenticator / Microsoft 
Authenticator. 

 You will also be required to generate a 6-digit code to approve funds transfer transactions. 
 In case you change your mobile device, re-install the Google Authenticator / Microsoft 

Authenticator application on your new mobile device and request a fresh QR code via the 
BOAweb portal. 
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4. Reset Password  
 

i. In the event of a forgotten password, navigate to the log in page of the BOAweb portal 
and click on “Reset password”. 

 
 

 
 

 
ii. Enter your username to receive the instructions on how to reset your password. 

 

 
 

iii. You will receive an e-mail from the bank with instructions on how to reset your 
password. 
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5. Secret questions and secondary e-mail address 
 
In an effort to reinforce the security of BOAweb, customers will be required to define 
security questions and a secondary e-mail address. These additional security measures 
will be useful in the following use cases.  
 

 Secret Questions  
a. Password change – When changing your password, you will be required to 

answer one of the security questions that you had initially defined, in addition 
to the usual procedure.  

 The portal will randomly select one of the security questions  
 You have only 2 attempts to answer the question, after which you will 

be automatically logged out and your account suspended  
 To reactivate your account, you will have to go to your branch  

 
b. Password reset - When resetting your password, you will be required to 

answer one of your security questions in addition to the usual procedure.  
 The portal will randomly select one of the security questions  
 You have only 2 attempts to answer the question, after which you will 

be automatically logged out and your account suspended  
 To reactivate your account, you will have to go to your branch 

 
c. Deactivation of multi-factor authentication (MFA) - When turning off the multi-

factor authentication on the portal, you will be required to answer one of your 
security questions in addition to the usual procedure.  

 The portal will randomly select one of the security questions  
 You have only 2 attempts to answer the question, after which you will 

be automatically logged out and your account suspended  
 To reactivate your account, you will have to go to your branch 

 
 Secondary E-mail Address 

a. In the event that your main e-mail address is changed, you will receive a 
notification to that effect on your secondary e-mail address.  

These new security measures have been activated for BOA – TANZANIA customers only 
at the moment.  
 
 
 
 
 
 
 
5.1 Define your secret questions  

i. After logging in to the BOAweb portal, you will automatically be required to define 
your secret questions. 

ii. Fill in the 4 fields: 
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 Important date in the past – Enter an important date in the past  
 Secret sentence – Define a secret sentence of your choice, made up of a minimum 

of 3 words and 10 characters 
 Secret questions – Select a secret question from the drop-down list. You can also 

create your own secret question by checking the box titled “Define my own secret 
question” and enter the question.   

 Secret answer – Enter the answer to your secret question  
 

  
 
 
5.2 Define your secondary e-mail address 

i. Enter your secondary e-mail address and click on “Save”. 
 

  
 

ii. An e-mail notification is sent to your mail e-mail address informing you of a 
confirmation code sent to your newly added secondary address. 

iii. Check your secondary address to get the confirmation code. Enter the code in the 
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portal to confirm the addition of the address and click on “Save”.  

  
 
iv. The addition of the secondary e-mail address is confirmed. 

 

 
 
 
5.3 Edit your secret questions 

i. Click on the drop-down list on your user name.  
 

 
 

ii. Go to ”My security “. 
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iii. Click on the edit icons highlighted in red in the screenshot below to edit the details.  

 
 
iv. Important date – Enter the current date in the first field followed by the new date in 

the next field. Enter your password to validate and click on “Save”. In case you do 
not remember the current date, click on “I don’t remember the previous value”, then 
enter the code sent to your main e-mail address. 
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v. Secret sentence - Enter the current sentence in the first field followed by the new 
one in the next field. Enter your password to validate and click on “Save”. 

 
 
 
vi. Secret question - Enter the current question in the first field followed by the new one 

in the next field. Enter your password to validate and click on “Save”. 
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vii. Secret answer - Enter the current answer in the first field followed by the new one in 
the next field. Enter your password to validate and click on “Save”. 
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6. Change Personal Information 
 
This allows you to modify user-specific personal data e.g. 
 E-mail address 
 Cell phone number 
 Physical and postal Address 
 Language 

Important:  
Enter all required information to complete the update. 
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7. Download the bank details (RIB) 
 
There are many situations where you need to share your Bank Details (RIB) with third 
parties in order to receive funds transfers. BOAweb allows you to access your Bank 
Details in a few clicks. 
 

i. At the top of the page, click on your username as shown in the illustration below, 
then on “My accounts”. 
 

 
 
ii. Select the relevant account from the drop-down list.  

 

 
 

iii. Once the account has been selected, click on “Show Bank Details”. 
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iv. Click on “Download RIB”. 
 

  
 
 
NB: You can also copy the RIB, open it on your device by scanning the QR code or send 
to your e-mail address. 
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8. Create a New Beneficiary 
 
Beneficiaries must be created on the portal before executing funds transfers.  
 

i. Go to the “Funds Transfer” menu and select “Manage beneficiaries”. 

 
 

ii. Click on “+” then “Add a new beneficiary”. 
 

 
 

iii. Fill in the fields in the “Create New Beneficiary” form and click on “Save”: 
 Transfer type – Select the type of transfer from one of the following options : 

Domestic transfer and International transfer 
 Country – Select the country from the drop-down list 
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 Account number – Enter the account number of the beneficiary 
 Bank code (BIC) - Select the BIC from the provided list 
 Bank name – Select the name of the beneficiary’s bank from the drop-down list 
 Bank code – This field is filled in automatically once you select the bank name  
 the name of the bank branch from the drop-down list 
 Branch code – This field is filled in automatically once you select the branch 

name  
 Beneficiary name – Enter the name of the beneficiary  
 Physical address - Enter the beneficiary’s physical address  

 

 
 
iv. Enter the last 4 digits of your mobile phone number and then click on “Receive the 

code” to receive it by SMS.  
 



 

25 
 

BOAweb – Customer User Guide V 2.0 

 
 

v. Enter the verification code received by SMS to confirm creation of the beneficiary 
and then click on “Confirm my beneficiary”.  

 

 
 

vi. The creation of the beneficiary is confirmed. 
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9. Standing Orders 
 
In the BOAweb application, it is possible to create, modify or cancel a domestic or 
international or an account-to-account standing order. 
 

9.1 Create a standing order 
 
Users can create the following types of standing orders: 

 Domestic or 
 International or 
 Account to account (accounts within the same bank) 

 
iii. In the “Funds Transfer” menu, select the desired transfer type, for instance 

"Domestic funds transfer". 
 

  

 
iv. Fill in all the fields of the funds transfer form: 

 Beneficiary 
 Account to debit 
 Currency 
 Amount 
 Transfer fee details 
 Reason for transfer 

 
v. Check the "Set as a Standing Order" checkbox 

 

 
 
vi. Fill in the additional fields for the Standing Order: 

 First due date – indicates the execution date of the standing order. This date is 
usually equal or superior to the initiation date. 
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 End date – indicates the end date of the standing order. It is strictly superior to 
the date of the first due date. 

 Frequency – indicates the frequency of the transfer: daily, weekly, bi-weekly, 
monthly, bi-monthly, quarterly, half-yearly, and yearly. 

  
 

 
 
vii. Confirm the creation of the standing order by clicking on "Create a new funds 

transfer". 
 

viii. The standing order created is available at any time and can be viewed by clicking 
on “Standing orders” in the dropdown list of the “Funds Transfer” menu". 
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9.2 Sign a standing order 
 

This step allows you to sign the following types of standing orders: 
 Domestic or 
 International or 
 Account to account  

 
NB: The standing order is automatically cancelled by the system if it is not signed within 6 
days after the set up date. 
 

i. In the “Funds Transfer” menu, select "Standing orders" and search for the transfer 
to be signed. The transfers awaiting signatures have the status “Awaiting 
signature”. 

 

 
 

ii. To sign the transfer, click on the "Select" button and then “Sign”. The predefined 
signature matrix rules will be applied accordingly.   
 

 

 
 

iii. After the signature, the status of the transfer changes to “Signed". The possible 
actions on a signed standing order transfer include: 
 Show – to view the details of the transaction 
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 Cancel – to cancel the standing order 
 Suspend – to suspend the standing order  
 Skip next occurrence – to skip the next occurrence of the scheduled standing 

order 
 

 
 

iv. In the transfer history, the user can view the next scheduled due dates for all 
standing orders. 

 

  
 
NB: If the first due date is equal to the creation date of the standing order: 
 

 The first due date appears in the "Signed" section and the standing order is sent to 
the bank for execution 

 

 
 

 
 The next due date is displayed in the "Scheduled" section. 
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9.3 Edit a standing order  
 
A standing order amendment is only possible on created transfers that have not been 
signed. While Corporate customers can only amend the amount field of the transfer, Retail 
customers can amend all the fields of the transfer.  
 

9.4 Suspend/Resume a standing order 
 
A user can suspend a signed standing order at any time by clicking on the “Suspend” 
action of the targeted transfer. 
 

 
 
In this case, all due dates are suspended and are therefore not sent to the bank for 
execution. 
 

 
 
The user can activate the standing order by clicking on the “Resume” action.  
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The next due date reappears in the list of scheduled transfers. 
 

 
 

9.5 Skip the next occurrence of a standing order 
 
Users can skip the next due date for a standing order. 
 

i. Click on the “Funds Transfer” menu and select “Standing orders” 
ii. Click on “Skip the next occurrence” on the targeted standing order 

 
 

 
 
The status of this standing order then changes to “Skipped”  
 
The skip will only apply to the next due date and will therefore not executed. After this due 
date, the next one will be scheduled. 
 
Users can also unskip the next due date of a skipped standing order transfer by clicking on 
“Unskip next occurrence”. 
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9.6 Cancel a standing order  
 
The cancellation feature of a standing order can be accessed by any user from the 
"Standing orders" menu.  
 

i. Go to “Funds Transfer” and click on “Standing orders” 
ii. Look for the targeted transfer, click on “Select” and then on “Cancel” and confirm 

the operation  
iii. The status of the transfer changes to “Cancelled” and consequently, all due dates 

are cancelled. 

 
 

 
 
 
A cancelled standing order cannot be activated; the user would have to create a new one. 
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10. Bulk Payments 
 
 
The BOAweb application provides Enterprise customers (SME and Corporate) the 
possibility to create, delete or cancel a bulk payment. This feature enables the execution 
of several funds transfers at one go. 
 

10.1 Access the bulk payment menu  
 

i. Log in to BOAweb, navigate to “Funds Transfer”, and then click on the “Bulk 
Payment” menu.  
 

 
 
The bulk payment screen will appear with the title “History of bulk payments”. 
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10.2 Create a bulk payment 
 

i. To create a new bulk payment, click on the “Add a New Bulk Payment” menu icon 
(refer to screenshot above).  The “New Bulk Payment” screen opens. 
 

ii. Provide the following information on the “New Bulk Payment” screen:  
 Download a CSV template – Provides a comma separated value (CSV) file 

template to capture bulk payment details. 
 Download an EXCEL (XLSX) template – Provides an Excel file template to 

capture bulk payment details. 
 File reference – Fill in your internal reference for the transaction. 
 Bulk payment file (CSV, EXCEL)  - Search for and upload the bulk payment file 

in CSV or EXCEL format onto BOAweb. 
 Attachment – If desired, upload a document in Word format with details of the 

operations. 
 Consolidated statement – You can view the bulk payment transaction in a single 

line on your bank statement instead of multiple entries that make up the bulk 
payment.  This is selected by default in the “Consolidated statement” check box. 

 Confidential information – You can also hide or allow viewing of the details of the 
bulk payment transaction from users that are non-signatories.  The option to 
hide the details is checked by default, meaning that all details of the transaction 
will be hidden from the non-signatories to the transaction.  
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iii. Verify the details on the following screen and click on “Confirm”. However, if the 
details are incorrect, click on “Cancel” to correct the transaction or to simply put an 
end to the transaction.  
 

 
 

iv. The transaction is confirmed successfully and the status changes to “Verified 
Transfer”. You will receive an e-mail notification prompting you to sign the transfer. 
On the “History of bulk payment” screen, the uploaded file is displayed with the 
status “Verified Transfer”. Select the transaction entry to confirm. 
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10.3 Sign a bulk payment 
 

The signatory can sign the bulk payment transfers depending on the mandates 
defined during application for the service. There are 2 ways to access the bulk 
payment transaction awaiting a signature: 
 

a. From the "Funds Transfer" menu, click on "Sign Transfers" and select the 
transaction that you want to sign 

b. Or from the "Funds Transfer" menu, click on "Bulk Payment" and on the 
"Payments to sign" tab, select the transaction that you want to sign  

 
i. After having selected the transaction that you want to sign, verify once again the 

transaction details displayed on the summary screen and click on “Sign”. 
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ii. Enter your password and click on “Sign”. 
 

 

 
iii. The transaction is signed successfully. The green point in the “Sign the transfer” 

section signifies the success of the signature. 
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NB :  
a. If you reject the transfer by clicking on "Reject this transfer", enter the reason for the 

rejection and click on "Confirm". All signatories of this transfer in your company will see the 
reason that you have indicated. 



 

39 
 

BOAweb – Customer User Guide V 2.0 

 
 
b. By clicking on "Delete", the transfer is deleted and is no longer displayed on the transfer 

list. You cannot delete the transaction once it has been signed. 
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11. Domestic funds transfer  
 
This feature enables users to initiate domestic funds transfers, attach supporting 
documents and sign the transfers. 
 

11.1 Initiate a domestic funds transfer  
 
vii. Log in to BOAweb, navigate to “Funds Transfer” and select “Domestic funds 

transfer”.  
 

  
 

viii. Fill in the fields in the “Domestic funds transfer” form and click on “Create a new 
funds transfer” : 
 Transfer type – Select the type of transfer from one of the following options : 

Electronic Funds Trasnfer, Real Time Gross Settlement and Internal Transfer 
 Beneficiary – Select the beneficiary from the drop-down list 
 Debit account – Select the account to debit from the drop-down list 
 Currency - Select the currency 
 Amount – Enter the amount you would like to send to the beneficiary 
 Transfer date – This field is filled in by default, usually the date of initiation of the 

transfer 
 Detail of charges – Indicate the party to whose account the transfer fees will be 

charged 
 Description - Enter the description of the transfer, usually the reason of the 

transfer 
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ix. The transfer is created successful. 
 If you don’t have a supporting document to attach, click on « Continue » to sign and 

validate the transaction.  
 If you want to attach a supporting document, refer to step 9.2 of this user guide. 
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11.2 Add a supporting document  
i. To add a supporting document:  
 Select the reason of the transfer from the drop-down list  
 Upload the supporting document in the “Supporting document” field 
 Click on “Add document” 

 
ii. The document is added successfully.  
iii. To consult the list of required documents for international transfers, follow the links 

according to your bank (see table below)    
 

Bank  Required documents 
Bank of Africa IVORY COAST Lien Particuliers 

Lien PME 
Lien Grandes Entreprises 

Bank of Africa BURKINA FASO  Lien Particuliers  
Lien PME  
Lien Grandes Entreprises  

Bank of Africa TOGO Lien Particuliers  
Lien PME  
Lien Grandes Entreprises  

Bank of Africa SENEGAL Lien Particuliers  
Lien PME  
Lien Grandes Entreprises  

Bank of Africa NIGER Lien Particuliers  
Lien PME  
Lien Grandes Entreprises  

Bank of Africa MER ROUGE  Lien Particuliers  
Lien PME  
Lien Grandes Entreprises  

Bank of Africa DRC Lien Particuliers  
Lien PME  
Lien Grandes Entreprises  
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Bank of Africa Ghana Required Documentation 

 
  

 
 

To add more documents, repeat step i and click on “Add document”. 
 
iv. Click on “Continue” to sign the transfer. 
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11.3 Sign a domestic funds transfer 
 

i. Verify the information on the summary screen that follows. From this screen, you 
can either delete or update the transfer, or click on “Sign” to complete the 
transaction.   
 

 
 
 

ii. Enter your password and click on “Sign”. 
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iii. If the password is correct, the transaction is sent to the bank for processing.   
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12. International funds transfer  
 
This feature enables users to initiate international funds transfers, attach supporting 
documents and sign the transfers. 
 

12.1 Initiate an international funds transfer  
 

i. Log in to BOAweb, navigate to “Funds Transfer” and select “International funds 
transfer”.  

 

  
 

ii. Fill in the fields in the “International funds transfer” form : 
 Beneficiary – Select the beneficiary from the drop-down list 
 Debit account – Select the account to debit from the drop-down list 
 Currency - Select the currency 
 Amount – Enter the amount you would like to send to the beneficiary 
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 Transfer date – This field is filled in by default, usually the date of initiation of the 
transfer 

 Detail of charges – Indicate the party to whose account the transfer fees will be 
charged 

 Description - Enter the description of the transfer, usually the reason of the 
transfer 

 
 

 
 
 

 
  

iii. The transfer is created successful. 
 If you don’t have a supporting document to attach, click on « Continue » to sign and 

validate the transaction.  
 If you want to attach a supporting document, refer to step 10.2 of this user guide. 
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12.2 Add a supporting document  
 

i. To add a supporting document:  
 Select the reason of the transfer from the drop-down list  
 Upload the supporting document in the “Supporting document” field 
 Click on “Add document” 
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ii. The document is added successfully.  
   

 
 

To add more documents, repeat step i and click on “Add document”. 
 

iii. Click on “Continue” to sign the transfer. 
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12.3 Sign a domestic funds transfer 
 

i. Verify the information on the summary screen that follows. From this screen, you 
can either delete or update the transfer, or click on “Sign” to complete the 
transaction.   
 

 
 
 

ii. Enter your password and click on “Sign”. 
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iii. If the password is correct, the transaction is sent to the bank for processing.   
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13. Cheque Book Order 
 
This feature enables users to request for cheque books using BOAweb. 
 
All Retail and Business (of single user profiles) customers have automatic access to this 
feature on the user interface. Business customers with multiple-user profiles would have to 
contact their Relationship Managers at the bank to request for activation of this feature. 
 

13.1 Request for a cheque book  
 

i. Log in to BOAweb, navigate to “Services” and then click on the “Cheque book 
request”. 

 

 
 

ii. Fill in the fields in the cheque book request form:  
 Account - Select the account to which the cheque book(s) will be attached  
 Number of cheque books – Indicate the number of cheque books desired 

(maximum of 2 cheque books per order) 
 Number of leaves – Indicate the number of leaves per cheque book (options : 25 

and 50 leaves)  
 Cheque book type – Select the type of cheque book desired (options : Crossed 

and Open) 
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iii. Click on “Save”. 
iv. Verify the information captured in the summary screen that follows before validating 

the request.  
 

 
 

v. If the information is correct, click on “Validate”. If there is an error in the information 
captured, click on “Edit” to correct it.   

vi. Click on “Save” followed by “Validate” on the summary screen. If necessary, you 
can delete the request by clicking on “Delete” 

 
NB: A validated request cannot be edited or deleted 

 
vii. Once you have validated the request, you will receive a confirmation by e-mail from 

the bank. 
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13.2 View cheque book requests  
 

i. After validation of the request, you are led to the “Track requests” screen where you 
can view all requests.  

 

 
 

ii. You can also access this screen by clicking directly on “Track requests” from the 
“Services” menu. 
 

 
 

iii. Indicate the search criteria in the fields provided:  
 Request type – Select  “Cheque book request” 
 Requested on – Choose the date of the creation of the request  
 Processed on – Choose the date in which the request was processed by the 

bank  
 Status – Indicate the status of the request ; the options are : Validated, In 

progress, Rejected and Processed 
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iv. The list of requests is displayed based on the search criteria.   

 
 

v. Click on “Show” in the “Actions” drop-down list to view the details of the request.  
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14. BOA Express Money Transfer 
 
The BOAweb portal allows for the domestic and international transfer of funds via BOA 
Express. For now, this feature is only possible for customers in the WAEMU (West African 
Economic and Monetary Union) zone and in the DRC BOA Group network.   
 

14.1 Initiate a BOA Express Money Transfer 
 

i. Select “BOA Express” from the “Services” menu. 
 

 
    
 

 
 
 
 
 
 
 
 
 

 
 

 
ii. Click on “New transfer”. 

 
 

 
 
 

iii. Fill in all the fields in the BOA Express form: 
 Account to debit 
 Reason for transfer 
 First name and surname of beneficiary  
 Money transfer destination country (Beneficiary country) 
 Beneficiary telephone number  
 Amount to transfer 
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iv. Click on sur “Continue” 

 
v. Verify the information on the summary screen. If the information is correct, click on 

“Validate”. 
 
 

 
 
 
NB: If necessary, you can also delete or edit the transfer details on this screen.  
 
 
 
vi. Enter your password and click on “Sign”. 

 



 

60 
 

BOAweb – Customer User Guide V 2.0 

 

 
 

 
vii. Your transfer has been saved and is undergoing the validation process at the bank. 

You will receive an e-mail notification informing you of the status of the transfer.  
 If the transfer is validated by the bank:  

o the beneficiary will receive an SMS informing him/her about the transfer 
and with the following details: your first & last name, the transfer amount 
and reference number  

o view the transfer transaction reference number by clicking on “Return to 
list of transfers” and then look for the specific transaction from the list of 
BOA Express transfers  

o if your session has expired, log in to BOAweb again and go to “BOA 
Express Money Transfer” from the “Services” menu to select the specific 
transaction from the list of BOA Express transfers  

 If the transfer is not validated by the bank, you will receive an e-mail notification 
with information on the reason for rejection of the transfer. You would have to 
contact your branch for more details.   
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viii. In the page with the list of BOA Express transfers, look for the specific transfer and 

click on “Show”.  
 

 
 
 

ix. The reference number is displayed as follows:   
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14.2 Check on the status of a BOA Express money transfer  
 

i. To view the status of your money transfer transactions, click on “BOA Express Money 
Transfer” from the “Services” menu.   

ii. Look for the targeted transfer transaction and click on “Show”.   
 

 
 
  

iii. The status is displayed as follows:   
 

 
 
Below are the three possible types of statuses:  

 Awaiting validation  - the transfer is undergoing validation in the bank 
 Validated – the transfer has been validated by the bank  
 Paid – the transferred funds have been paid to the beneficiary at the branch    
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15. Letter of Credit 
 
BANK OF AFRICA has simplified the Letter of Credit (LC) process by allowing you to 
initiate a request on the BOAweb portal.  
 

15.1 Initiate an LC request 

 
i. To initiate a request, go to “Services” on the main menu and select ”Letter of Credit 

request”. 
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ii. Fill in the fields on the request form that follows. The form has 6 sections: 

 
 

a. Application Info: In this first section of the form, key in your details as the 
applicant, the details of the beneficiary, as well as the terms and amount. 
You have to activate the button “Receive the Swift MT700 draft before 
issuing” highlighted by a red arrow in the illustration above to be able to 
download the draft after filling in the form. 

iii. Click on “Next” to proceed to the next section.  
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Field 

 
Mandatory 

 
Description 

 
Sample 

Application Date Yes 
Date when the LC request is initiated on BOAweb (request 
date by default) 

13/01/2021 

Date of Expiry Yes Date of expiry of LC 15/06/2021 

Place of Expiry Yes Place of expiry of LC INDIA 

Applicant Name Yes Name of the applicant (filled automatically) NILA PHARMACEUTICALS LIMITED 

Applicant Address Yes Address of the applicant (filled automatically) 
P. O. BOX 72126 – 00200, NAIROBI, 
KENYA 

Account Yes 
An account to choose to fund the documentary letter of 
credit line (drop-down list of the client current accounts on 
BOAweb) 

ACCOUNT 3 - 7123723773723111 - 
EUR 

Beneficiary Name Yes Name of beneficiary GLOBAL PHARMA PVT LIMITED 

Beneficiary Address Yes Address of beneficiary 
PLOT NO. 357 G.I.D.C SACHIN 
DISTRIBUTORS SURAT – 394230, 
GUJARAT, INDIA 

Irrevocable Yes Checked by default, and indicates if the LC is irrevocable IRRECOVABLE 

Incoterm Yes 

List of incoterms from drop-down list: 
1. EX Works 
2. Free Carrier 
3. Carriage paid to 
4. Carriage and Insurance Paid 
5. Delivered At Place Unloaded 
6. Delivered at place 
7. Delivered duty paid 
8. Free Alongside Ship 
9. Free on Board 
10. Cost and Freight 
11. Cost Insurance and Freight 

EX Works 

 
Port / Place of Discharge 
 

Yes Agreed place of unloading of goods JKIA, NAIROBI, KENYA 

Port / Place of Loading Yes Agreed place of loading of goods MUMBAI 

Amount Yes Amount of LC 40,000.00 

Currency Yes Currency of LC from drop-down list of currencies USD (US DOLLAR) 

Tolerance (%) No Percentage between 0 to 20 12 

Last Shipment Date Yes Margin to be tolerated on the amount of the LC 
(percentage between 0 and 20%) 

23/04/2020 

Place of Taking in Charge / 
Dispatch 

Yes Shipping location MUMBAI 

Place of Final Destination / For 
Transportation 

Yes Place of final destination NAIROBI 

Payment of draft Yes 

Select from drop-down list: 
1. At sight 
2. By Acceptance 
3. By Negotiation 
4. By Deferred payment 

AT SIGHT 

Number of Days 

Yes if 
By acceptance / 
negotiation / 
Deferred 
payment 

Number of days of payment delay if deferred / acceptance 
/ negotiation 

5 

From (date) 

Yes if 
By acceptance / 
negotiation / 
deferred 
payment 

Date of payment 23/01/2020 
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b. Goods & Transportation : In this section, key in details of the goods and 
transportaion of the goods. 

 

 
 
 

iv. Click on “Next” to proceed to the next section.  
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Field Mandatory Description Sample 

Description of Goods Yes Description of goods traded AZBACT 500 

Proforma Invoice No. Yes Proforma Invoice number PF1120 

Date Yes Date of Proforma Invoice 21/01/2020 

Partial Payments Yes Partial payments to be allowed / not allowed NOT ALLOWED 

Transhipments Yes Transhipments to be allowed / not allowed NOT ALLOWED 

Mode of Transportation Yes Goods to be transported by air, or sea, or road Air 

Marked Freight Yes Freight payment method (pre-paid or collect & 
notify) 

Pre-paid 

Signed Commercial Invoices 
copies Yes Number of commercial invoices (original) 3 

Copies Mentioning IDF No. No Number of copies of commercial invoices 0 

Clean Report of Findings No The entity certifying Not checked 

Certified By No Indicates the certifying entity the invoices Not checked 

Certificate of Origin No To be checked if the applicant wants to receive 
the certificate of origin 

 

Certificate of origin No. No Indicates the required number of certificate of 
origin 

 

Copies certifying that goods 
are of No Indicates the origin of goods INDIA 

Insurance Policy No 
To be checked if insurance policy is necessary to 
be provided 

Not checked 

Packing List No To be checked if the beneficiary must send the 
packing list in the required documents 

Checked 

No. of Packing List Copies No Number of copies to be sent 3 

Additional Documents No Mention of any additional documents to be 
required 
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c. Other Conditions : Specify any additional conditions in this section, such as 
the deadline for presentation of documents, notification to the beneficiary 
after dispatch of goods or not, indication of the party responsible for payment 
of the various charges, e.t.c.). 

 

 
 

v. Click on “Next” to proceed to the next section. 
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Field Mandatory Description Sample 

Documents to be presented 
within 

Yes 
Number of days that the beneficiary must not exceed 
after shipment to present the required documents to the 
Bank 

21 

One set of non-negotiable 
documents to be dispatched 
by the beneficiary directly to 
application after the shipment 
by courier services 

No To be checked if applicable  

After shipment, beneficiary to 
inform 

No To be checked if the applicant wants to be informed after 
shipment of the goods 

NILA PHARMACEUTICALS LIMITED 

By No Indicates the channel of information Email 
Give Details of the Shipping 
Quote 

No Indicates of the details of the shipping quote LC Number 

Additional conditions No Check if the buyer wishes to notify the seller via a 
specific bank 

 

Should advise this letter of 
credit 

No Indicates to advise LC through a specific bank Checked 

Advise this letter of credit 
through 

No Indicates the name of the bank and its SWIFT code AXIS BANK LIMITED, AXISIN133047 

Please ask you correspondent 
to confirm 

Yes Indicates if the letter of credit is to be confirmed by the 
beneficiary bank 

 

Confirmation charges for Yes Indicates which of the parties (applicant / beneficiary) is 
responsible for payment of the LC confirmation fees 

Our account 

Overseas charges for Yes Indicates which of the parties (applicant / beneficiary) is 
responsible for payment of the LC opening costs 

Our account 

Your charges for Yes 
Indicates which of the parties (applicant / beneficiary) is 
responsible for payment of the costs incurred by the 
applicant 

Our account 

Details of additional charges No Any additional charges to be indicated  

Send to BANK OF AFRICA No 
Address where to send the documents 
(BANK OF AFRICA is checked as an address by default) 

 

 
d. Documents to attach: In this section, upload the documents required for the 

transaction (proforma invoice, import declaration from, insurance documents, 
e.t.c). 

 

 
 

vi. Click on “Next” to proceed to the next section.  
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NB:  

o The consolidated maximum size of the documents is set at 5 MB.  
o Only PDF, Word, Excel and PNG documents can be uploaded.  

 

Field Mandatory Description 

Proforma Invoice Yes Proforma invoice to be uploaded 
Import Declaration Form Yes Import declaration form to be uploaded 

Insurance Documents 
Yes 
 Insurance documents to be uploaded 

Others No Maximum of 3 additional documents 

 
 

e. Summary: This section provides a summary of all the information captured 
in the previous sections so as to verify, modify if necessary and validate.  
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If desired, download the summary in PDF format by clicking on “Download 
Summary”.  

vii. Once you have verified the information, click on the “Confirm” check boxes in each 
section and then on “Next” to validate the information, and proceed to the final step.  
  

f. Signature : Read and accept the terms and conditions of the Letter of 
Credit, and then complete the transaction by clicking on “Approve and send 
to the bank”. Approval of the terms and conditions is equivalent to your 
signature.   
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viii. Once the form is complete and validated, you will receive an e-mail notification 
confirming reception of the request.  
 

 
 
In the event that the user has activated the receipt of the "Swift MT700 draft before 
opening", during the very first step of filling out the letter, the confirmation message 
at the top of the page will display a link to download the Swift. 
 
The confirmation message will therefore look like this: 
  

 
 
From the menu “Track requests”, you can also: 

 View the draft of the SWIFT by clicking on “Show the Swift draft” 
 Validate or reject the draft 

 

 
 

15.2 View LC requests 
 

i. Go to service and select “Track requests”.  
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ii. Indicate the search criteria in the fields provided:  

 Request type – Select  “Letter of Credit request” 
 Requested on – Choose the date of the creation of the request  
 Processed on – Choose the date in which the request was processed by the 

bank  
 Status – Indicate the status of the request ; the options are : Validated, In 

progress, Rejected and Processed 
 

 
 
 

iii. The list of requests is displayed based on the search criteria. Click on “Show” in the 
“Actions” drop-down list to view the details of the request.  
 

 
 
 
 
 
 

iv. The details of the request are displayed as follows.  
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