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1. INTRODUCTION

Welcome to Travelex’s GlobalPay Alliance (GPA). GlobalPay Alliance can save both time and
effort in global payment management, enabling you to order drafts and wires over the Internet in
just a few simple steps and receive real-time quotes online.

This GlobalPay Alliance Guide provides step-by-step instructions on how to access and use the
system, together with helpful tips on how service providers can get the most out of it.

You will discover how convenient and easy it is to:
* Build orders any time and get real-time quotes during market hours.
* Generate templates for frequently placed orders.
* Enhance accuracy with built-in safeguards against error.
* Manage payments in a secure, paperless environment.

GlobalPay Alliance is open 24 hours a day, 7 days a week for you to build orders and create
templates.

You can get instant quotes at any time that markets in your region are open.
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2. PAYMENTS GLOSSARY

Spot Contracts

A spot contract is the purchase or sale of one currency for another at a fixed rate. A spot exchange
typically has a two-day delivery. Foreign drafts and wire transfers both require the use of spot
contracts:

Drafts

Drafts are negotiable instruments drawn by, or on the instruction of, Travelex on a foreign bank
located in the beneficiary’s country in the currency of that country. A spot contract is used to
purchase foreign currency so that a foreign draft may be issued. Once the beneficiary has received
the draft, they may deposit it into their local account and the draft will be processed similar to
clearing a domestic check.

International Wire Transfers

An international wire transfer is an electronic transfer of funds from one financial institution to
another through Tested Telex or SWIFT. Funds transferred through these mechanisms are
immediate and irrevocable. International wires can be processed using a spot contract to obtain a
foreign currency, for direct credit to a beneficiary’s account at an overseas financial institution. They
can also be sent in U.S. dollars, however, most international accounts are held in the primary
currency of the designated country.

International Wire Notes

For the benefit of you and your suppliers and customers, all international wires will be defaulted to a
foreign currency wire unless you instruct us otherwise. This allows us to provide a competitive
conversion rate and reduce intermediary financial institution costs.

All foreign currency wires are value dated two business days after payment has been received. This
means, but does not guarantee, that the funds will be in the beneficiary’s account within two days.
Some financial institutions and countries take extra time before depositing the money into the
beneficiary’s account.

Forward Contracts

A forward contract is an agreement for the purchase or sale of a foreign currency at a fixed rate with
delivery at a specified time in the future. A contract can be fixed, or open: Fixed means that the
exchange will take place on a specified date in the future, while an open contract provides a period
of time in the future during which the exchange can take place. In the latter situation, the entire

“GwizhalPay °

Alliance Global Business Payments



3. GLOBALPAY ALLIANCE FEATURES

Feature

Description

One time Beneficiary Entry:

Easy Beneficiary Selection:

Domestic Terms Ordering:
User Defined Templates:
EMU Compliant:

Convenient Reporting:

Our beneficiary input form allows you to enter all necessary
information once for use multiple times.

A drop-down menu shows only relevant beneficiaries for a
particular product-currency combination.

You can specify your purchase in terms of dollars instead of
foreign currency, by putting an asterisk in front of the amount.

You can create your own templates to make repetitive
transactions easier.

GlobalPay Alliance is compliant with European Monetary
Union (EMU) guidelines and conversion rates.

You can generate reports on prior transactions based on user
defined
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4. OVERVIEW

4.1 Entering the Site
As a registered user of GlobalPay Alliance, simply go to Travelex’s GlobalPay Alliance site,
http://www.fx4business.com/

Enter your user name and password.

USER ID
Travelex

GisbalPay

Alliance

PASSWORD

e
_enTeR |

**Remember: Passwords are case sensitive.

4.2 Welcome Page

Travelex Testing Client TestUserTwo  May 4, 2000 1216:23
Change Password | E-mall | Help | Logout

Glsba Pay

Alliance

B | QUOTE AND ORDERS |
‘Welcome Test User Twol

WELCOME
flems Pending Your Approval ______________¥ | = |

Pending Order(s) 63

Important Nofications:

| PLEASE READ =
User Tips

[Templates: Using GlobalPay Alliance termplates can really speed the assembling of arders. Here are some tips on making the most of your femplates

Reviewing Orders: G

ay Alllance has reporting capabilities. Find out how you can use reports to improve the ordering process

Managing Beneficiaries: GlobalPay Alliance remembers all of your beneficiaries S0 you can use them over and over again, Here are some tips for making tha most of your banaficiary ist

[Case Studies: Let us know how you used GlobalPay Alliance 1o speed your aclvlies

Copyright & 2008, Travele: Giobal Buzness Payments

AEDUT EEL CRRTIFICATIE

ﬁzbalPay

Alliance

7
Travelex | e

Global Business Payments



From the welcome page, you can choose the following options from the top navigation bar

Home

Quote & Order
Forward Contract

Manage:

Activity Report:
Help
Logout

Will bring the user back to the welcome page.

This screen allows you to obtain quotes, or place orders for drafts and
wires. This page also provides access to transaction templates.

This screen allows you to obtain quotes, or place orders for forward
contracts

Takes the user to Manage pages for Beneficiaries, Remitters. Ordering
Institutions, File uploads Template Formats.

This screen allows the user to run transactional based reports.
An on-line reference manual.

Logout of GlobalPay Alliance

“GwizhalPay
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5. MANAGING BENEFICIARIES

5.1 Adding a New Beneficiary
From the Welcome page of GlobalPay Alliance, click Manage > Beneficiaries from the top
navigation bar.

This will take you to the New Beneficiary Entry Screen.

Travelex Testing Client  Test Usar Two  May 4, 2008 12:56:17
Change Password | E-mail | Help | Logout|

Lookp st o ] v [ upioe | View it normaton |

St up a new beneficiany for* [ Wires [ Drafts

Beneficiary Name* Short Hame Country* Currency”
[ Selact a Couniry -] =] [ Setect a Eurrancy -] =]

Street Address” Ref. C

[

Ernail Address

City* ProviState Payment Track? [ @
Hemitter

Postal¥ip Code Country* [

E——

m Create New Beneficiary | Create and Pay Beneficiany

Each beneficiary is associated with a particular currency. If you will be sending several currencies
to one beneficiary, you will need to create a separate beneficiary for each currency.

o Choose which product(s) you want to send the beneficiary: drafts, wires, or both. For
wires, significantly more information is required, including banking details.

e GlobalPay Alliance users must populate certain key fields when adding beneficiaries. If
information is missing, a screen will pop up and tell you what information is missing after you
click on the Add Beneficiary button.

e The name, country and currency are required for each beneficiary

e To create a beneficiary for a draft then select the check box for - Set up New Beneficiaries
for “DRAFTS”. When adding a beneficiary for wire then select- Set up New Beneficiaries
for “WIRES”. These additional fields will appear on screen

Alliance Global Business Payments
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Street Address”

| Beneficiany's Mailing Address

Ref. C

Email Address

Bank Code

Street Address™”

City* Prov/State payment Track? [ @
| Remitter

PostalZip Code Country* |
| |- Salect 3 Courtry -] j

| Beneficiary's Bank Address

Bank Name {where wire sent)""

Swift Code

I Find a Bank

IBANiAccount Number**

[ >

Hil out Beneficiary
Information

Correspondent Bank Name
ABA Number
Account Number

City** Prov/State
I
PostalZip Code Country**
| |- Select 3 Courtry -] -]

Correspondent Bank Information

Create New Beneficiary | Create and Pay Beneficiary

For wires, the following additional information is required:

Bank Name:
Bank Code:

SWIFT Code:

Beneficiary Name:
Account Number:

Beneficiary Bank
Address:

Beneficiary Address:

Beneficiary Payment
Notification:

Reference Comments:

Correspondent Bank
Information:

Remitter:

Provide the name of the bank to which you are wiring funds.
This is comparable to the ABA number in the United States.

This is a code that allows banks worldwide to communicate through a secure
network environment. The SWIFT code contains up to 11 letters. The first 4
letters stand for the financial institution’s name, the next 2 letters represent
the currency, the next two letters represent the financial institution’s home
office and the last 3 letters identify the specific branch, if applicable. If the
beneficiary does not provide this code, please call a Travelex Account
Manager and we may be able to provide it.

Provide the beneficiary name.
Provide the account number of the beneficiary to which funds should be
transferred. Also the field where an IBAN or C.L.A.B.E. would be entered.

Be as complete as possible with the address.

Be as complete as possible with the address.

Check the Payment Track box and enter an e-mail address if you want your
beneficiary to be notified that an incoming payment should be expected.

Enter any permanent notes for this beneficiary. These notes are for customer
use only and will not be passed on to the beneficiary.

If it is necessary to use a correspondent bank or if the beneficiary specifically
requests the use of a correspondent, enter the requested information.

Enter your company name. Financial Institution Clients enter ordering
customer name.

“GwizhalPay
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e When you are finished entering the Beneficiary Information, click on “Create New
Beneficiary”.
o |f you wish to start over, simply click Reset Form and all fields will be cleared.

o If you would like to create a transaction using this new beneficiary, click on “Create and Pay
Beneficiary”.

5.2 Search a Beneficiary

From the top navigation bar of the welcome page select Manage Beneficiary. Then Click on
“Advanced Search”.

Travalx
Gle baIFay Travelex Testing Client TestUserTwo  May 4, 200813.0:30
et Change Password | E-mall | Help | Logout|
HOME AND ORDERS

Manage >> Manage Beneficiary
T |

Look Up Existing | [ Select a Benaficiary -] _-J Eh Wiew Audit Information

Advanced Search

reate New Benaficia |

To create a new benafi Advanced SearCh plow
Feature

Fields marked with (7 &
- Fields marked with (™7} §

Set up a new beneficiary for* [ Wires [ Drafts

Beneficiary Name* Short Name Country* Currency*

[~ Saluct s Courtry -1 =] [ Select s Curency -1 B
Beneficiany’s Mailing Address
Street Address” Ref, C
[
Email Address
I
City" Provistate Payment Track? [ @
Remitter
PostalZip Code Count) I
|- Select 3 Country -] -]

Resetform | Create New Beneficlary | Create and Pay Beneficiarny

From here the user can do a search by the following fields.

Alliano

Travalas
GIGbaIFay Travelex Testing Client TestUserTwo May 4, 2000 13:24:53
" Change Password | E-mail | Help | Logout|

5 | [EEEEE | ACTIVITY REPORTS | PRINT

Search Criteria
Beneficiary Narne: | - Sslect an Optian -] -]
Short Name: | |- Select an Option -] =| | |

Field Variety Product: :::m-llv
1 Cunrrency: Currency -] =
Available e

Created From Date: : [mirmiddinny]

Croated To Date: | (2] ——

Search Cancel

Message Canter
nter your search criteria.You may use am one or all the fiakds.

B baipay .
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After entering search information click Search. Cancel to go back to Manage Beneficiary page.

Search Results

GlsbaIFay

Alliance

ACTMITY REFORTS | PRINT

TEST BENE My 4,20099:1535  HKD Hang Kong Menetary Authoiity HOMG KONG ISLAND 8987675578

ayrnent On | Curren Bank Name | BankCity | Account No.
May 48,2000 115548 EUR Deutsehe Bundasbank BERLIN 208767676
May4,200912:10:43  GBF Barelays Bank FLC LonpaM 908787087

Travelex Testing Client TestUser Two May 4, 2000 13.28:46
Change Password | E-mail | Help | Logout

Cancel

MARKDEF 1100 Active [ upsate |
BARCGBT 104 Active | upoate |
HEMAHKMHC GG acos [ Manson | [[upowa |

Draft Beneficiaries: 6 record(s)
D Last Payiment
i My 4, 2006 §:90;

New Search Cancel

Copyright @ 2008, Travelex Global Business Payments.

From here the user can Update Information on the record, do a New Search, or Cancel to go back

to Manage Beneficiary.

5.3 Correcting Beneficiary Information

If you have added a beneficiary to an order, but have not submitted the order (e.g. you have not yet
pressed Order) simply edit the incorrect information by going to the “Manage Beneficiary” screen
and selecting the appropriate beneficiary from the “List of Current Beneficiaries”. Click on
“Update” and make the necessary changes. Once all changes are made, click “Update” at the
bottom of the page or “Cancel” to retain the original information or “Update and Pay Beneficiary”

to create a transaction using that beneficiary.

Look Up Existing Beneficiaries:

fuhvanced Search

= L] =
Update | View Audit Information

|+ Seiect a Banaficiary -]

"WIRE BENEFICIARIES"

AECTUNE Nyl {B367654)
C~CAD [S987897)

- ANNE CDIPMQ—EURIW(SWFW!MW

marki 9: with ¢ ") are mand CELINE DION-CAD (123456
narked with (™) are mand CORINHE Ammnm)

List of Existing

FIDEL l:umo-cm (12312) . ¥
Beneficiaries

Set up a new beneficiary Tor® T aanae

Country”

Name™ acme i Currency”

I AIITlN.IlNIN Rim‘imﬂl‘lum? n

ANITA ALRAUN REPRESENTATION~GEP () | ESledts =l :i

[ Sebect a Currancy -]

-l

ANITA ALRALN REFRESENTATION-GEF (NULL)

Street Address’ Ref. Ci
[
Email Address
|
City’ ProviState Payment Track? [ @
Remitter
PostalZip Code

Country” |

Reset form Create New Beneficiary Create and Pay Beneficiary

If you have added an incorrect, but new, wire beneficiary to an order and the order was submitted,

please contact a Travelex representative.

Glsbal Pay 1

Alliance

Travelex

Global Business Payments



5.4 Removing a Beneficiary

To remove a beneficiary, select the appropriate beneficiary from the “List of Current Beneficiaries”
and then select Update/Disable. Review the beneficiary information and if you are sure you want to
remove this beneficiary, click Disable at the bottom of the page.

5.5 Beneficiary Bank Lookup

When creating a Wire Beneficiary, GlobalPay Alliance provides a Bank Lookup option which allows
you to search for a beneficiary bank details and select a bank from the list provided. This online
bank search feature ensures quick access within the GlobalPay Alliance application to current bank
details and eliminates the need to manually enter the bank details.

When creating a Wire beneficiary, the Bank Lookup button is presented.

Beneficiary Name* Short Name Country” Currency”
[ - setect 2 Country - =]  [Fsel=cta curency ] I
Beneficiany’s Mailing Address Other Information
Street Address® Ref. C it
|
Email Address
|
City* Prov/State Payment Track? [ @
I N
PostalZip Code Country* |
| E- Select a Country -] -
Beneficiary's Bank Adress I
Bank Name {where wire sent)"" Swift Code - -
Find a Bank Flnd a Bank
i s .
Bank Code IBAN/Account Number : & LOOkUp Optlon
i I -
Street Address®”
City** Prov/State

IPostaerip Code Country**

Correspondent Bank Information

Correspondent Bank Name
ABA Number

Account Number

Create New Beneficiary | Create and Pay Beneficiary

To search for a bank, you must provide at least:
e The Bank Name or a portion of the name
e The Bank City or a portion of the city name
e The country (select from the pick list provided in the Country field).

Note: All the fields are enabled for wild card lookup. This allows you to enter a portion of the search
data. If you enter text without the wildcard symbol “%”, the search results will provide any records
that have this text at the beginning of the name (e.g. “Toronto” for the bank name will return

records like “Toronto-Dominion Bank”). If you add the wildcard symbol “%” in front of or behind the

“GwizhalPay "
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search data the search results will provide any records that contain the data (e.g. “%york%” for the
bank name, it will return any records with containing this text such as “Gotham Bank of New York”).
To review the full bank details from the search list, position the mouse over the item number beside
the details and a box will appear with that bank’s details.

Beneficiary’s Mailing Address Other Information
Street Address” Ref. C
123 Street Address |
Beneficiary Email Address
Iwrinnq.maomil!ln@tunhx.wm
City* ProwState Payment Track? W @
E’nw | Remitter
PostaliZip Code Coun [
Australia ..]
Beneficiary’s Bank Address
Bank Name (where wire sent)"* Swift Code Bank Name: Comir Ith Bank of. i
[Commonweaith Bank — 1 Swift Code: CTBAAU2S)00(  Bank Code: 765789
S o fiddrace. AIOCLAGANE 00820243 CYDNEY 2000
iti 4 |8 762780
T Position the Mouse Bank Name:  Commorwealth Bankof | pnEY 2000
reet Address™ i e
T TR Over the Item Number Australia ; |dslralia
Sl L 2 AT B Pt € Branch Name: Arab Auslralia Ltd |e: 065789
OMICW L ANk e als Swit Code:  CTBAAL2SX0 Elerau
. Bank Code: 762780 b
City™ ProviState f o g 066784
|svonEY |Haws South wales Type: BB -J;:sl‘i'; 2000
Postal/Zip Code Country™ € Institution le: 062775
2000 | Bustraiia =] Type: Commerical Bank 'ONEY 2000
Corresy Bank Office Type:  Branch |
oy b M
Correspondent Bank Name Address: (NBFI Agency to 062-031)
ABA Nurnber SYDNEY 2000
MNew South Wales
Account Number | Australia |
Telephane fupcots ana oy Beneticory | Concl |
Fax:

To select a bank from the search list, click on the radio button beside the item. The bank fields will
be populated with the selected bank’s information.

Alliance

ﬁzbalPay

Beneficiarny's Bank Address Bank Lookup Resulis
Bank Name {where wire sent)*" Swift Code - Bank Name: Comir Ith Bank of Austi
e [evsmszssocx "1 ddross: (UBFI Agency 1 062.031) SYONEY 2000
Bank Code 1BANiAccount Number** Bank Name: Commonwealth Bank of Australia
[res7ea ] T € Swift Code: CTEAAU2SXXX Bank Cote: 762780
- | Address: (NBF| Agency to 062-031) SYDNEY 2000
glreeldaress " ____ Bank Name: Commonwealth Bank of Australi
JNEF! Aqency om0z 020 | €3 Swift Code: CTBAAU2SXG Bank Code: 065789
Address: (NBF| Agency to 062-031) SYDNEY 2000
| Bank Name: Commonwealth Bank of Australia
ity ProviState 4 Swift Code: CTBAAU2SXXX  Bank Code: 066784
o= Im | Address: (NBF| Agency to 062-031) SYDNEY 2000
'PostaliZin Cod o Bank Name: Comi ith Bank of £ i
D:lalZip Code ountne= €5 Swift Code: CTBASU2SX0( Bank Code: 062775
2000 [Austratia E Address: (NBF| Agencyto 062-031) SYONEY 2000
Correspondent Bank Information
| Correspondent Bank Name | M 4 (1osor10) b W
ABA Mumber |
Account Mumber |
Update Beneficiary Update and Pay Beneficiary
Travelex

Global Business Payments



6. TRAVEL RULE

6.1 Managing Remitters

You will need to create and attach the Remitter and/or Ordering Fl information to line items for wires
that have a local equivalent value of US Dollars $ 3,000.00 or more. To add a remitter, complete the
following:

Mouse over the option “Manage” and in the drop down list click on “Manage Remitter”. The
following will be displayed:

Troveles
Glb;ball:ay Traveles Testing Client TesiUserTwo  May 4, 2008 135323
Nkance

Change Passwaord | E-mail | Help | Logout]

Type A 8 TyeB @ @
BIC: Remitter Natme : Account Number ; Link F1: Wz%
Account Humber : Uniitigt : Sireet Address : Email Address: | |
city: Country : |- Select a Country -] =l Pamenttrackr @
PostaliZip Code : StateProv: | F-Setact » StatafProvince -] =

Add Remitter | Add Remitter and Pay

he account number information.

1. Enter the Remitter data for Type A or Type B remitters as explained in the Message Center
box or Click on the “?” icon for clarification.

When all required data is entered, select the Add Remitter button. Make sure you check the
Message Center box in the middle of the screen to confirm that “Remitter ‘XXXXX’ has been
added successfully”.

6.2 Managing an Ordering FI

To add an ordering Fl, complete the following:

1. Mouse over the option “Manage” and in the drop down list click on “Manage Ordering FI”.
The following will be displayed:

[Travaias
Gls balFay Travelex Testing Client TestUserTwo  May 4, 2000 135811
Aliance

Change Password | E-mail | Help | Logout|

Type A & Type B ©
BIC : Ordering Fl Hame : Institution ID :
Unitiapt : Street Address :
Chy: StateProv: |- Select » StatesFrovince -] -I

PostalZip Code : Country : }- Select & Courtry -] =]
| Reset | add ordering i |
essage Center
Please provide (Type A) the BIC OR (Type B) the Hame, Institution ID and Address Detalls to add a new
Ordering FI

ﬁzbalPay '°
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2. Enter the Ordering Fl data for Type A or Type B Financial Institutions as explained in the
Message Center box or click on the “?” icon for clarification.

3. When all required data is entered select the “Add Ordering FI” button. (Note — the list of
Ordering FI's already created in the system is displayed on the bottom of the page in
descending alphabetic order by FI Name (if only a BIC these will be at the bottom of the list in
alphabetic order by BIC).

4. Make sure you check the Message Center box in the middle of the screen to confirm that “An
Ordering FI BIC or Name ‘XXXXX’ has been successfully added”.

To update an Ordering Fl, complete the following:
1. From the Manage Ordering Fl page, locate the remitter that needs to be updated.
2. Click on the “Update” button on the far right of the Ordering FI.

3. Update any information that needs to be changed, and click on the “Update Ordering FI”
button.

If the incorrect Ordering Fl is selected, you have the option to cancel the update. If you choose to
proceed, you will get an error message if nothing has been updated or a confirmation if the update
was successful.

To make an Ordering Fl inactive and therefore unavailable for payments, follow these steps:

1. Place a check mark in the left tick box beside the intended remitter.

2. Click on the “Change Status” button.

You will be asked to confirm, and upon selecting “Yes”, you will be notified that the Ordering Fl has
been updated and you will notice that the status is “Inactive”.

“GwizhalPay s
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7. ENTERING A TRANSACTION

From the Home Page of GlobalPay Alliance, select the Initiate Order submenu option displayed
when you position your mouse over the Quote & Order menu option at the top of the navigation

bar.
GlsbalPay

A=Y | QUOTE & ORDER | MANAGE | ACTIMITY REFORTS

W nme Initiate Order -

Last Saved

Approve

WELC

Download Rates T

Note: There are four options presented in the Quote & Order sub-menu

¢ Initiate Order: Users select this option to begin creating a new transaction. Users who manage
transaction templates will be taken to the Quote page. Users who do not use the template
feature will be taken immediately to the Order Entry page. See the “Templates” section for more
details on managing and using transaction templates.

o Last Saved: Users can quickly access a ‘last saved’ order. This will present the last order
created, but not submitted, by the user.

e Approve: This option is only shown to users who can approve orders. It provides a list of the
items awaiting their approval. Users can still access the Pending Approval list from the Home
page of GlobalPay Alliance.

o Download Rates: This option is only shown to users who are able to download rates. This
functionality was previously available from the old Quote and Order page.

For users who have access to transaction templates, an order can be created either by appending

an existing transaction template to the order (see Templates section for further details) or by
selecting the Add Payment button.

“GwizhalPay v

Alliance Global Business Payments



QUOTE & ORDER e

Available Templates »

Add Payment

Purchases
Remitter Details Payment Base Amt
Item idYour IDF Beneficiary Hotes to Beneficiary Name  Account HumberCurrency FXAmt Rate SubTotal Service Charges  Total

Toinitiate a payment:

« Click on "Add Payment” button
« Alternatively you can work with templates, You can click cn a template and choose "Append” or you can drag it and drop in this area.

Add Payment

Message Center

The Order Entry Page will be presented.

.au,eTE:& oRDER I

Entry

nter Payment Details
| Broduet | Mmorcwrency | damoum ____________|

R ] - Szct = Froct =) v

|- select -

Available Short Names(Ojtional)
- Selact = Bansficiary -] v_m Bl Update - Select & Short Nama -] ¥
One Off Drart Beneficiary |
Name Country
— w7

Notes to Beneficiary Hotes to Travelex

Add Payiment Adii & Add Another Payment

Travelex 18
GI@, baIFay Travelex g«
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7.1 Draft or Wire

Travelex
GIBAPaIFaV Carinne MacMillan Financial Institution  Approver  May 18, 2010 18:14:5)
iance

| Change Pagsword | E-Mail | Help | Logo

HOME | REIISARSERRIRNISEY | MAMAGE | ACTIVITY REPORTS

nter Payment Details

Im_lm_
L
Available Short Namestomonan

Notes to Beneficiary Notes to Travelex

Settlement Account Details |
- S

Add Payment Add & Add Another Payrment

Select either “Wire” or “Draft” from the drop-down list under “Product”.

2. Choose a currency by clicking on the drop-down list and selecting a currency. Each currency is
identified by a standard three letter abbreviation (see section titled “Currency List and
Abbreviations”). For example, USD stands for U.S. Dollar, EUR stands for Euro, GBP stands
for Great British Pound, etc.

3. Type in the amount of the currency that you wish to buy (for example, to buy 10,000 British
Pounds, select “GBP” from the currency drop-down list, and type in “10000” in the “Amount”
field). If you need to buy a minor currency, click the “Minor” box and then select the
appropriate currency.

4. From the “Beneficiary” drop-down list, choose the company to whom the draft or wire will be
issued. Note that only beneficiaries that are applicable for each transaction type are shown in
the drop-down list.

5. Once a benéeficiary is selected the user can “Review” the full details, “Update” the Beneficiary
record or “Create a New Beneficiary” if required.

6. Any information (e.g. Invoice number) that needs to be passed on to your beneficiary can be
entered in the field “Notes to Beneficiary”. Likewise, any notes needing to be passed on to
Travelex can be entered in the field “Notes to Travelex”.

7. To add the current payment to the existing order, click on “Add Payment”. To remain in this
screen to continue with more line items, click on “Add & Add Another Payment”.

Continue adding wires or drafts until complete.

7.2 Scheduled Payments

Using the “Scheduled Date” field on the order form, you can store details for a future order date.
Once an order is approved, the order will automatically be executed and completed on the day of
the scheduled payment.

ﬁzbalPay "
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Scheduled Payments

Base Culfs March, 2010 ™ %

' Sun Mon Tue Wed Thu Fri Sat
E?@ FoE OFE @ B K
7 8 9 1w [Ele s

4 15 18 17 18 18 o

21 .22 23 24 25 28 2
@@ 29 30 3 1 2 Z

= Toy

Simply create an order as usual, and select the date the payment should be initiated from the
calendar option presented.

40 5 B 7 g -8 H4

7.3 Editing an Order

To edit a line item on the order, click the check box on the far right of the line, and then select
Update from the Action button’s submenu list. Be sure to click “Update” after you make your
changes.

GUOTE & GROER [ael E | ACTMITY REPORTE | PRINT

Date: Mar 30, 2010 10:29:12
Base Currency: LISD

Available Templates . Scheduled Payments[ [
Base Currency: Select settlament currency ¥
m Post For Approval ‘

p—

|Hide Crder Summariss

Action | Add Payment

Order Summatries

s Purchases

Currency Payments Count Amount Rate Base Amt Senvice Charges
CAD 1 100 0.9533 9533 25

Purchases
Payment Rate Sub Total Service Charges Total Profit

| ttem id Remitter Rating Beneficiary Currency FX Amt Cost Spread Customer Cost Your  Customer Fx Service Charges Total
il Draits \
W 2073482 Ty ANDY-ANOED CAD 1000 08415 1.25 08533 8533 10 15 25 12033 148 14 1618
Totals (USD): 95.33 2500 12033 1.8 18 1618
Grand Totals (USD): 95.33 25.00 12033 1.18 19 1618

7.4 Deleting an Order

To delete a line item on the order, click the check box on the far right of the line, and then select
Delete from the Action button’s submenu list.

& = —
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GUOTE & GROER [

GE | ACTIITY REFORTS | PRINT

0
Date: Mar 30, 2010 10:29:12
I Base Currency: LISD
[ =
| Avaitable Templates » Scheduled Payments [~ I
Base Currency: Select settlament currency ¥
sHide i S | m i Add Payment m Post For Approval |
Order Summatries m— s —
s Purchases Celete _!
Currency Payments Count Amount Rate Base Amt Service Charges S
CAD 1 100 09533 96.33 25 T Savess
|| Clerar
| Purchases: |
Payment Rate Sub Total Service Charges Total Regfit
I Itemn id Remitter Rating Beneficiany Currency FX Amt Cost Spread Customer Cost  Your Customer Fx Service Charges Total
| Drafts
| W 2073482 Ty ANDY-ANOED CAD 1000 08415 1.25 08533 8533 10 15 25 12033 148 14 1618
Totals (USD): 95.33 2500 12033 1.8 19 1618
Grand Totals (USD): 95.33 25.00 12033 1.18 19 1618
[

7.5 Domestic Terms of Ordering

A domestic terms ordering example: Instead of specifying a transaction in Foreign Terms (e.g.
Purchase 100,000 British Pounds); you can specify the transaction in your own domestic currency.

(e.g. “Purchase 200,000 dollars worth of GBP”)

To specify a purchase or sale in domestic terms, place an asterisk (*) in front of the amount. The
asterisk indicates that you are specifying a domestic term.

Using the example shown above, instead of entering 100000 in the amount field, enter *200000.
The quote you receive will be the amount of GBP that you can purchase with 200,000 U.S. Dollars.

Seq Product

1 IDRI-\FT

Payment Currency
uso

Payment

I"ZDODOO e

Amount

7.6 Saving an Order

To save an order, select Save from the Action button’s submenu list.

Gls bal
Alliance

Pay
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Date: Mar 30, 2010 10:29:12
Base Currency: LISD

=
| Available Templates » Scheduled Payments [ .
Base Currency; o rit cu
sHide i S i m i Add Payment m Post For Approval |
Order Summatries Undate
e Purchases I ==
Currency Payments Count Amount Rate Base Amt Senvice Charges I Save
CAD 1 100 09533 95.33 2 S
Clear

Purchases

Payment Rate Sub Total Service Charges Total
i ttem id Remitter Rating Beneficiary Currency FX Amt Cost Spread Customer Cost Your  Customer Fx

Service Charg®s

W 2073492 Ty ANDYAMOOD CAD 100.0 08415 1.348 0.8533 95.33 10 18 25 12033 118 15 1618~~~
l
Totals (USD): 95.33 2500 12033 1.8 19 1618
” Grand Totals (USD): 95.33 25.00 12033 118 15 1618

To access the saved order, select Last Saved in the Quote & Order’s submenu list.

GlsbalPay

=S | QUDTE & ORDER | MANAGE | ACTIVITY REPORTS
lnifiaic Ocdar

Last Saved -

Bpprove

Welconf=

WELC Download Rates —

The order details will be presented and can be submitted or edited.

7.7 Quote and Requote

Once your order is entered, it is quoted automatically. You can select Re-quote to obtain the
current pricing for each currency in your order.

A pop-up box will appear asking “Are you sure you want to re-quote this?” Click OK if you want
to proceed.

ﬁzbalPay %

Alliance Global Business Payments



SRS R | FORWARD CONTRACT | MANAGE | ACTIMITY REPORTS | PRINT

[ Date: Mar 30, 2010 10:28:12
Base Currency: LISD

‘ Available Templates o ] =ScheditadRarments] 7I
!Hide T, Microsoft Internet Explorers @ Add Payment m Post For Approval

2 Dosouwsrtts iequete? |
s Purchases

Currency Payments Count Amount Rate Base Al fotal |
‘ CAD 1 100 0.9533 9 120.33)
r ______________________  Puchasss |

Payment Rate Sub Total Service Charges Total Profit’
temn id Rermnitter Rating Beneficiary. Currency F¥% Amt Cost Spread Customer Cost  Your Customer Fx Service Charges Total
i W 2073482 Yk ANDY SO0 CAD 1000 00415 1.25 0.8533 95.33 10 15 25 12033 148 15 18 18‘
‘ Totals (USD): 95.33 2500 12033 118 15 1618
‘ Grand Totals {USD): 95.33 2500 12033 118 15 1613

[ Action ] Add Payment [ order [l Post For Approval

Message Center

Each currency quotation is an up-to-the-second response that is custom-made for you. You can
quote your order as many times as you would like to assess changes in the markets.

Quotes are only available during trading hours (8am to 7pm EST). Cut-off times (all Eastern time
zone) for same day processing are as follows:

FGN Wires/Drafts: 4:00 pm (Spot) Note: Any items received after
USD: 4:00 pm (Same Day Value) the cut-off times will be
CAD & MXN: 3:00 pm (Next Day Value) processed the following business

If there are delays in obtaining a quote for any reason, a message page will describe the type of
problem and ask you to try again. If there is a time delay problem on the Internet, or if there are
delays with the incoming rate feeds, a message page will describe the type of problem and ask you
to try again. If there is a significant time delay between clicking, you may notice a slight difference
in rates. This is a result of the movements in the market at that time.

7.8 Order Approval and Payment

If your company has requested dual security during enroliment, then another individual within your
organization must approve each transaction. Other users will be notified by e-mail when a
transaction is posted for approval.

This message is sent to all Approvers (Verifiers) after the transactions are posted for approval:

Hello
Order Entry of GPA built an order on <Date> <Time> on the GlobalPay Alliance and it is
awaiting your approval. If you would like to approve the order now, just click on the link
below and then select order reference number <Number>. If the order number does not
appear, then it has already been approved by another authorizer at GPA.

Gepalpay .
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If you need assistance please contact us at fxsupport@travelexamericas.com.

Thank you,

httos://order.fx4business.com/cqi-bin/checkbranch.pl/cqibin/
Display.pl?formName=SummaryReport&requestType=Pending

Upon approval, you will receive an on-line acknowledgement that the system has received your
request. Once the order has been approved by the necessary individuals at your company,
Travelex will review it for approval and then debit your account for the transaction amount plus any
related fees.

Upon final approval, all users will also be sent an acknowledgement to their e-mail address of
record.
This message is sent to all requested recipients after the quote and order process is completed:

The following message is from the Travelex GlobalPay Alliance.

Client Name: <Name>

Reference number: <Number>

Initiated by: <User’s Name> on <Date> <Time> Approved by: <User's Name> on <Date>
<Time>

This is not a receipt.

PURCHASES
Transaction Curr FX Amt Rate Base Amt
BUY EUR 6.20 0.9024 5.59

Total Purchases: 5.59

Service Charges: 10.00

Total: 15.59

SALES

Transaction Curr FX Amt Rate Base Amt

Total Sales: 0.00
Service Charges: -0.00
Total: 0.00

******************DETAILED ITEM SUMMARY***************************
1 BUY EUR 6.20 WIRE JAY BENE EMAIL TEST

* Amount shown is in domestic terms.
*Amount shown is automatically calculated by GlobalPay Alliance.

“Gwi';,halPay =
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8. DOWNLOADING RECEIPTS

After you have processed your order, you can obtain a receipt by clicking Print this page or you
can download the receipt to another program.

Travelex
GI"’ balFav Carinne Machillan Financial Institution  Approver May 18, 2010 18:34.3
Alliance | Change Passward | E-Mail | Help | Logar
| HOME | RESR RISl | MANAGE | ACTIMVITY REPORTS

Client: Corinne WachtilzsrFnancial Instittion Order ID: 3’I]572'43787‘§
Date: May 13, 2010 18:36:45 |
A Base Currency: ST
[Prirt this page]  [ide Order Summaries] Action Download Receipt
ul Order Summaries
= Purchases
| Currency Payments Count Amount Rate Settiement Amount Service Charges Total |
AUD 1 1000 0er24 a7.24 100 a7 24!

| Purc \
I Payment Settlement Amount ‘
! Remid  Your ID Beneficiary Notes to Beneficiary Notes to Travelex currency FX Amt Rate Sub Total Service Charges Total ‘
| wires
i??EQFQE CORINKE MACMILLAN1 AUD i00.0 08724 87.24 100 97.24
| Totals (USD): 87.24 10.0 97.24
‘ Grand Totals (USD): 87.24 10.0 97.24
|
{Pin this paga] Download Receipt

| MessageCemter [ ORDERHISTORYDETALS |

& OrderProcessed, Thank you for ardeting! Operation Cortact Date

| = TRIGNArareLelnt Created Approver May 18, 20101 18 35 45

fil Appraved Approver May 18, 2010 18:36:45

Il Ordared Approver May 18, 2010 18:36:47

Click Download Receipt from the “Quote and Order Processed” page.

Save this file as a .txt file in the appropriate folder on your computer.

Simply re-open this file on your computer, using a word processor, spreadsheet or accounting
program. The data is comma delimited.

Gl 2 e i
GISMQEI Pa y Travelex |us:

Global Business Payments



9. CORRECTING ERRORS

You can edit a transaction before the current order is submitted.

« If you are still on the “Order Entry” page, simply retype the fields you need to change and click
Update on the Order Entry page.
Glsbal

a
Alliance F y
QUOTE AND ORDERS il

Barry Donovan  Bary Donovan  May §, 2009 17:56.35
Change Password | E-mail | Help | Logout|

ACTIVITY REPORTS | PRINT

Quote And Orders >> Payment Entry
Update/Delete Payiment Details
Minor Currency | Amount |
I [c0-cemsmooe ]
fvailable Short Names{(Optional)
=

Address 1387 Cheeta Way
City : Toronto
State (0N
Zip WYTBTR
Country | CAN

One Off Draft Beneficiary |

Name Country

— [z contd |

Your ID# Notes to Beneficiary Notes to Travelex

Remitier Details Ordering Fi |
[ select Advanced Ogtion -1 ~]|
=D 7
BIC: Mot Available |
Account Number : 9876543
Unit/Apt : Mot Available
Street Address : 34 Main Street
City': Anytown Retype Entry and
State/Prov: FL pd
Postal/Zip Code : 32807 U ate H ere
Country : United States of America

Update Delete Back

Gisbal

Alliance

After the current order is submitted

« After you click Order, your order is placed immediately, and you cannot “cancel” the order
yourself through GlobalPay Alliance.

If it is necessary to cancel the transaction, call Travelex immediately. Depending on the status of
the order, we may be able to recall the order before it is processed, or reverse it at a minimal cost.

26
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10. TEMPLATES

10.1 Reusable Templates
Using templates saves time and effort.

Many customers have similar orders each week or month. For example, every Friday you may send
5 wires and drafts, all to the same group of companies, but with different amounts. Instead of re-
entering all of the details each week, you can do so once, then save the order as a Template. The
following week, simply load the template by clicking Append, make any changes to the amounts,
and then submit the order.

10.2 Customized Templates

You can have an unlimited number of templates and you can call them anything you wish. For
easier recall, we suggest using short but descriptive names and not using more than 8-10 different
templates. Here are some ideas:

e For draft purchases that are made on the same day each week. (e.g. Friday Drafts)
e For purchases that go to specific countries. (e.g. Swiss payments)

e For purchases made by several individuals. (e.g. George’s Friday order)

10.3 Accessing a transaction template
Users with access to the transaction template functionality will see the ‘Available Templates’ box in

the new Quote screen. Click on the ‘>>’ option to expand the box and to reveal the saved

templates. See below.

Travelex

GlabaIFay

Alliance

HOME | [eilsp=e-aelinl=ey | MAMAGE | ACTIVITY REPORTS

[Manage Temp

123 12345 AllProduct
ReadWrite SimpleTemplate Template11111
gdfgsdfgf kpatwo

Alliance Global Business Payments
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10. 4 How to save the current order as a template

To create a new transaction template simply build a payment order and then click Save As on the

Action menu.

Travelex

Gl&balFay Aldergrove Credit Union  Srihari Approver Mar 23, 2010 21:34:55

| Change Password | E-Mail | Help | Logou

Alliance

HOME | EeiSlspp=S-Suiimi=ay | MANAGE | ACTIVITY REPORTS

fuote |
Date: Mar23, 2010 21:34:54
Base Currency: CAD

| Available Templates B |
Show Order Summaries Ry w Post For Approval
Update

l Payment Amount
ltem id Your ID# Beneficiary Hotes to Beneficial Sie rency FXAmt Rate Sub Total Service Charges Total
z Save As
[ 2072847 US COMPUTER Clear sD 1000.0 1.06803 1,068.03 0.00 1,068.03
IMPORTS
Totals (CAD): 1,068.03 0.00 1,068.03
Grand Totals (CAD): 1,068.03 0.00 1,068.03
== =3

10.5 How to use an existing template

A transaction template can be appended to an order in one of two ways:

e Option 1: Click on a transaction template’s name and select the ‘Append’ option from the menu

that appears. This will automatically add the template items to the current order.

B baipay .

Alliance Global Business Payments



NB: When the mouse hovers over a template, details of the template appear.

Travelex

GlsbalPay

Alliance

(RSN | MAMNAGE | ACTIVITY REPORTS
petails |

Template Name AllProduct

Drafts 2

Wires 2 i

Total 4

Owner Srihari Approver

“fou can click on 3 template and choose Append or you
can drag it and drop in the Order Table

Available Templates

123 12345 Ao
A
ReadWrite SimpleTemplate Tem i, N
IEEE

e Option 2: Click on a transaction template’s name and drag it to the payments (Purchases) area
to append the template’s items to the current order. When the order is ‘dragged’, details such as

the number of wires and drafts as well as template owner name are provided.

W (Blepp = Relsinl=Ed | MAMAGE | ACTIVITY REPORTS

Available Templates

[Manage Templates]

123 12345 AllProduct
Read\\rite SimpleTemplate Template11111
qdfgsdfgf kpatwo
Purchases
Payment Rate Sub Total Sen
Item id Remitter  Rating Beneficiary Currency FXAmt Cost Spread Customer Cost Y

AllProduct

Drafts: 2; Wires: 2; Total: 4, Owner: Srihari
Appraver

Message Center

You will know you have positioned the box in the correct location when a check mark appears in the
green box.

lick on a template and choose "Append” or you can drag it and drop in this area.

10.6 Delete a Template

Click on the relevant transaction template and two options will appear: Append and Delete.

B baipay .
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Select Delete to delete the template.

Tt'mmlu

Gls balPay

Alliance

HOME | gelsishp=pqelsinl=ey | MANAGE | ACTIVITY REFORTS

Available Templates

Owmner

tharl i'«pprmer

Apps

or you

Template Name AllIPraduct

Drafts 2

Wires 2 i
Total 4

123 12345 AlIPT

Al d
ReadWrite SimpleTemplate T ikl
gdfgsdfigf kpatwo I Dekte

10.7 Managing Template Access

Users can edit the permissions for new or existing transaction templates (where they have ‘write’

access). Click the Manage Templates link in the Available Templates area and select from the

following permissions:

e Read only: Template can be viewed by all users but cannot be updated.

o Read Write: Template can be viewed by all users and it can be updated.

e Private: Template can only be viewed by the user who created it.

Click on the Update Permissions button to save the changes.

Travelex
Gls baIFay
Alliance
Template Name Created On Permissions
Read Only Read Write Private™
AllProduct 21 0CT 2009 10:57:3 O ® O
TestingSaveAs 8FEB 2010 17:11:3 O ® O
TestingSavess SFEB 2010 17:11:13 O [O] O
TestingSaveAs 8 FEB 2010 17:15:37 O ® O
rrsrri 8FEB 2010 17:16:37 O ® O
5555555 8 FEB 2010 17:18:11 O ® O
dddddddddddddd 8 FEB 2010 17:19:58 O ® O
99999999 8 FEB 2010 17:24:57 (O] O O
123 11 FEB 2010 18:50:19 Mat Availsble” Net Availsble” ®
Conco

Mote?: - You cannot chargs permiszion of 3 privats templste. Plasss re-zave with 30 amendsd rame and permission or delets and crasts afresh,
Mot=2: =-Changing the parmiszion of 3 t=mplats to privatz, will changs the permizsion of this templats to Private for sl other uzars.

Copyright & 2008, Travelex Global Buzinezs Payments
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11. REVIEWING ORDERS

11.1 Reviewing Order History

To review a general summary of past orders click on the Review Orders submenu option below the
Activity Reports menu.

Tramln:

6.baIFay

Aliance

aiI=y | QUOTE & ORDER | MANAGE ! ACTIMITY REDARTS

Review Orders

Welcome Srihari Approver! hn

Pavment ﬁepnrts

WELCOME

A new window will appear. This window allows you to determine the date range for the report, as
well as the names of the contacts for which orders will be reported.

) hitps://order. fy4business.com - GlobalPay Alliance - Review Oiders Reskinned version - Micro... [E]([E)%]

GlbﬂE? !Fav File Edt View Favoites Took Help [ Snegit E & ?‘t e
oroeR | manace | acTviry N Review Orders [ Hein]
Welcome Approver! Client: Corinhe MacMillan Financial Institution
Date Range: Contact:
) g I
From W[DD-MON-W\’V} [ miator
WELCOME To: [1e:h ?‘Eo_m_[DD—MON'YWY] |
Please read the attachment for details on Traveley Show Rejected? [ ——a
Piaase read the attachment for details on Enhance LR |U5D ""
ems Pending Your Approval Generate Report Download Report Review Orders By Client

‘Pending Order(s)
fimportant Hofitications

|| PLEASE READ

[Templates: Using GlohalPay HIEHEE templates ca

S @ Intzmet —

&] Done
Reviewing Orders: GlobalPay Alliance has !’Epﬂfﬁnhauuum s ain e e o) o e L e e

Choose a date range for the report using the format of DD-MON-YYYY. (e.g. February 19, 2002
should be entered as 02-MAY-2006).

Choose one or more contacts from the list; to select more than one contact, hold the control key
down as non-consecutive contacts are chosen, or select the first contact, hold the shift key down
and simultaneously click on the last desired contact so that all contacts in between are selected.
The report will show orders entered by the contact names chosen.

If you wish to include transactions that were rejected, click on the Show Rejected box.

If you wish to include transactions that were scheduled for future payments, click on the Show
Scheduled box.

Once the criteria have been entered, click the Generate Report button, for your Order Summaries
Report.

“Gwi';,halPay .
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11.2 Order Summary Report
The report shows the following columns:

e Order ID, which is a number that is generated automatically at the time the order is placed (You
can also drill down into a particular Order, by clicking on this item.)

¢ Web Reference Number, which is provided on the confirmation page at the time of ordering
e Order Date and Time

e The name of the individual who placed the order (contact)

e The number of items in the order

e The order value, which is provided in your base currency (U.S. dollars)

From this report, you can review the previous or next months’ summaries by clicking on the
appropriate buttons at the bottom of the report.

Tewvsias
GlsbalPay
Alkance

Order Summarles 2

Client: Eary Donovan Repont Date: 05-MaY-2009

Heport Requested by: Barry Donavan Base Currency: USD

Ocder 1D Approved Date Approved Time Initiated By Mems Total Base Amvourt Total Fea

2385087 20-JUN-2008 10:31:13  Barry Donovan 1 28008 0.0

04-AUG-2008 11:37:35  Barry Donovan 1 45210 0o

14-JAN-2009 11:13:10  Barry Donovan 1 16310.00 oo

Totals: 3 17052.18 0.00

Processed

Fsjecied

11.3 Order Detail Report
Drilling down into an order on the “Order Summaries” report shows the individual items within the
order.

From the “Order Details” report you can also:

Order Date: 20-JUN-2008 10:31°13

Client: Bary Donovan
[Order ID: 2385087 Base Cumency: USD
nitiated By: Bary Donovan Status: Code: F
Authorized By: Bary Donova
Dir Froguct 2 FXAmE | Fee Rate | BassAmt | Boneficiary | HotestoBeneficiary | Hotes to Travelex Dealor Comiment
Buy DRAFT CAD 25000 000 1.000300 25008 CHRIS PMACKDASDY
Tatals 250000 0o 25008

Overall Base Coy Total : 250,08

Sequence D Foreign Currency Faraign Amourt
1 CAD 250.00

Total: 250,00

Append to Current Order | Downdoad Receipt

L etend: EEREEEIED

B baipay .
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¢ Move to the Previous and Next order,
by pressing the appropriate button in
the lower left corner.

Tip: If you are frequently going back to a
particular order to append it to the current
one, you may be able to save a few steps;
after you Append the old order to the
current order, you can save it as a
template for reuse in the future.

e Reuse this order by clicking on the
Append to Current Order button
and adding it to the current order.

Once you are finished reviewing your past orders, you may simply close the window and return to
the

GlobalPay Alliance order entry page.

11.4 Client Report

You can review a more detailed report of prior transactions by clicking on the Client Report button
which is located on the “Quote and Order” screen, near the middle of the top frame.

This screen allows you to specify the following information for which orders will be reported: the
date and amount ranges, the product(s), currency, individuals who authorized transactions,
beneficiaries or a specific ID number.

Barry Dopovan  Barry Donowan  May 5, 2000 204232
Change Password | E-mail | Help | Logouw|

GlepalPay

HOME | QUOTE AND ORDERS | ManacE | [ESIIRESE RN

Reports >> Payment Reports

Generate Report | Download Report | Download Detalled Report | Back

Date Range:
hmrnn—nonw
Ta rDD-nou-wm

PfH

otatbs____________________________________________________________________________|
@ orgerC payment

Ovdoring H

BARK OF AMERICA 2

Bark 123 MO11ZEH0
T IARK

Chass Bark(56 112) ]

Ganerate Report Downloadd Report Downdoad Detailed Report

Complete the appropriate information to generate your desired report. Use the format of DD-MON-
YYYY to enter dates. ex. February 19, 2002 should be entered as (02-MAY-2006).

To select more than one item in a given field hold the control key down as non-consecutive options
are chosen, or select the first option, hold the shift key down and simultaneously click on the last
desired option so that all choices in between are selected.

Once the appropriate criteria have been entered, click the Generate Report button, to view your
Client Report.

ﬁzbalPay 2
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The Client Report shows the following columns:
* Your ID number (should be your deposit account number, as entered on the order entry screen)
* Order ID number (automatically generated at the time the order is placed)
* Order date
» The amount of the transaction, provided in the foreign currency
* Service charges
» The amount of the transaction, provided in your base currency (U.S. dollars)

* Beneficiary comments

“GwizhalPay %
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12. Forward Contracts

From the home page of GlobalPay Alliance, click the Forward Contract button.

ABC Branch Mew MSR  Jul 23, 2008 1
Change Password | E-mail | Help | L

TIVITY REPORTS | PRINT

‘orwards confracts =>  Cresle | Edi SavedFC | Drewdown | Reports

‘eale Forward Coniract

[Direction » Contract Type Open w
[Conitract Amount 0.00 Cuniency :Aun ~
[Open Date (DD-MON-YYYY) 28-JUL-2005 Booking Date 23.JUL-2008
faturity Date (DD-MON-YYYY) |ZB-JUL 2008 Internal Notes

m Quote and Order Save Template

The “forward” navigation bar at the top of the screen allows you to perform the following functions:

Create: Create a new forward contract.

Edit Saved FC: Edit a saved forward contract.

Approve: Submit a contract for approval.
Cancel: If you wish to Cancel or Roll Over any of your Forward Contracts please contact your
' International Representative.
Drawdown: Allows users to draw on an existing forward contract.
) Allows users to generate a report based on any combination of the following criteria:
Reports:

amount, transaction date, maturity date, currency and/or reference number.

12.1 Entering a Forward Contract
Complete the appropriate fields pertaining to your desired forward contract:

Direction: Buy or Sell

Open or Fixed. Fixed means that the exchange will take place on a specified
Contract Type: date in the future, while an open contract provides a period of time in the future
during which the exchange can take place.

Contract Enter the amount, including decimals
Amount:
Currency: Select the currency in which you are buying or selling.
. For “Open” contracts, enter the date that you would like the contract to be open
Open Date:

for possible trading, using the following format: DD-MON-YYYY.

Enter the date that the forward contract will mature, using the following format:
Maturity Date: DD-MON-YYYY (for fixed contracts, this is the date on which the trade must take
place and for open contracts this is the last day in which trading may occur.)

Comments: Enter any pertinent comments to this transaction.
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Once the necessary information has been completed, click on one of the yellow icons at the bottom:

Quote: Provides a quote on the forward contract.

Provides a quote and simultaneously submits the forward contract for

Quote and Order: approval,

Save as Template: Saves the forward contract for future use.

**Important: Clicking Quote and Order is the same as giving your written authorization to proceed
with the transaction.

12.2 Generating a Forward Report

Select the “Reports” menu from the

“Forward” navigation bar. This will allow you  Note: To selectall of the criteria, click on to
generate a report based on any combination select all. If you are choosing more than one of
the following criteria: amount, transaction criteria, you must select either and or at the

dat turity dat d/ f end of each line (hint: choosing requires that
ate, maturity aate, currency anad/or reierence all of the selected conditions be met, while or

number. will select a forward contract as long as any of
the conditions are met).
Select the “Report Type”, how you want it

sorted and in what order (ascending or descending) from the drop-down menus.

HOME | GUOTE AND ORDERS | [ESISEEETIRENEEMEEEIE | MANAGE | ACTIVITY REPORTS | PRINT

Forwards contracts »> Creale | Edi SavedFC | Drawdown | Reports

Select a Report Type Durtstanding Fossard Conbiacts W Sort By Reference Humbar W .m«ndlng “

Click on "Select A™ or select indhvidual search parameters m

[ Amount | agquat e v AND v
D Transaction Date | aqual te v (DD-MON-YYYY) AND W
Clmaturity Date wqual to v (DD-MONYYYY) AND
Clcwrency o AND

[CIReference Number

Generate Report

Place a tick-mark next to the desired criteria and complete the information requested. Then select
Generate Report.
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13. CURRENCY LIST & ABBREVIATIONS

Every currency uses a unique three letter abbreviation, derived from the country and currency

names.
Country Currency Abbrev Country Currency Abbre
iation viation
Argentina Peso ARS Israel New Shekel ILS
Australia Dollar AUD Italy Euro EUR
Austria Euro EUR Jamaica Dollar JMD
Bahamas Dollar BSD Japan Yen JPY
Bahrain Dinar BHD Kenya Shilling KES
Bangladesh Taka BDT Korea Won KRW
Barbados Dollar BBD Malta Lira MTL
Belgium Luxembourg EUR Mauritius Rupee MUR
Euro
Bermuda Dollar BMD Mexico Peso MXN
Brazil Real BRC Morocco Dirham MAD
Canada Dollar CAD Netherlands Euro EUR
Cayman Island Dollar KYD New Zealand Dollar NZD
Costa Rica Colon CRC Norway Krone NOK
Cyprus Pound CYP Oman Rial OMR
Czech Koruna CSK Pakistan Rupee PKR
Republic
Denmark Crone DKK Papua New Kina PGK
Guinea
Dominican Peso DRP Philippines Peso PHP
Republic
Egypt Pound EGP Poland New Zloty PLZ
Europe Euro EUR Portugal Euro EUR
Fiji Dollar FJD Saudi Arabia Riyal SAR
Finland Euro EUR Singapore Dollar SGD
France Euro EUR South Africa Rand ZAR
Germany Euro EUR Spain Euro EUR
Ghana Cedi GHC Sweden Krona SEK
Great Britain Pound GBP Switzerland Franc CHF
Greece Euro EUR Tahiti Franc XPF
Guatemala Quetzal GTQ Taiwan Dollar TWD
Hong Kong Dollar HKD Thailand Baht THB
Hungary Forint HUF Trinidad & Dollar TTD
Tobago
Iceland Krona ISK United Arab Dirham AED
Emirates
India Rupee INR United States Dollar uUsD
Indonesia Rupiah IDR Venezuela Bolivar VEB
Ireland Republic of EUR Zambia Kwache ZMK
Euro
Ireland Northern GBP
Pound
37
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14. FRONT END OFAC SCREENING

Front End OFAC screening is available on our global payments application, GlobalPay Alliance.
The screening reviews the beneficiary details per transaction and determines if any of the
beneficiary details are a potential match to any individuals or entities in the sanctioned lists being
used within GlobalPay Alliance.

14.1 Screening Lists

The following lists are employed within GlobalPay Alliance are:
* Acuity’s Enhanced OFAC List
» Canadian Economic UN Sanctions

* Canadian Economic Sanctioned Countries

» Cumulative Warning List
» Government of Canada List (OSFI List)

14.2 List Details

List Authority Description/Contents Authority  Updated License/
Regulatory Amended by Issuing By Delivery
OFAC US Treasury OFAC - The Office of Foreign Assets  Approx. 3 OFAC US Per update
Control ("OFAC") of the U.S. times a Treasury
Department of the Treasury month. Upon
administers and enforces economic amendment
and trade sanctions against targeted s /additions
foreign countries, terrorism or deletions
sponsoring organizations and by issuing
international narcotics traffickers authority
based on U.S. foreign policy and
national security goals. OFAC acts
under Presidential wartime and
national emergency powers, as well
as authority granted by specific
legislation, to impose controls on
transactions and freeze Foreign
assets under U.S. jurisdiction. Many
of the sanctions are based on United
Nations and other international
mandates, are multilateral in scope,
and involve close cooperation with
allied governments.
OSFI (Gov. Office of List of entities that are subject to Approx. Upon Per Update
Canada) Superintend Regulations implementing the United  once a amendment
ent of Nations Resolutions on the month /additions or
Financial Suppression of Terrorism and/or Al- deletions by
Institutions Qaida and Taliban Regulations, and issuing
the United Nations Act Sanctions authority

Regulations implementing the United
Nations Resolution on the
Democratic People's Republic of
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Canadian
Economic
Sanctioned
Countries
List

Canadian
Economic
UN
Sanctions
List

Cumulative

Warning
List

Department
of Foreign
Affairs
&Internation
al Trade
Canada

Department
of Foreign
Affairs &
International
Trade
Canada

Office of
Superintend
ent of
Financial
Institutions
of Canada

Korea and Iran. Funds are to be
frozen for the listed entities. Derived
from the United Nations and FBI lists
with unique entities added by
Canada.

A list of Countries with economic
sanctions enhanced with principal
cities and financial institutions,
including BICs/SWIFT, located within
sanctioned countries.

Derived from the UN. A list of entities
that fall under the Canadian
Economic Sanctions, excluding
entities associated with the Al-
Qaida/Taliban program (These
entities are found in the OSFI Global
Watch List). The sanctioned regimes
included are kept up to date by
Acuity’s Editorial Group.

List of entities that may be of
concern to the business community
and the public. They are
unauthorized to operate as financial
institutions in Canada and may be
involved in various scams.

month

Periodical

Periodical

Approx.
twice a

Upon Per update for

amendment  country/ program

/ additions changes. Monthly

or deletions  updates for BIC &

by issuing Financial

authority institution
enactment
Changes

Upon Per Update

Amendment

s/additions

or deletions

by issuing

authority

Upon Per Update

Amendment

s/additions

or deletions

by issuing

authority

Note: Details provided as of Nov. 11, 2007

14.3 Screened Beneficiary Details

The screening occurs for every transaction that is either Posted for Approval or Quote and
Ordered. This means beneficiary data is checked for every transaction. If a beneficiary’s details are
changed, it is this new beneficiary data that is checked when a transaction is created with this
new/edited data.

The following beneficiary details are submitted for review:

Wire Data Draft Data Comment Wire Data Draft Data Comment

Elements Elements Elements Elements

Client Name Client GPA Client Ben Bank State N/A
Name Name

Street Street Client Street Ben Bank Country  N/A

Address Address Address

Unit/Apt Unit/Apt Client Unit/Apt Ben Bank Zip N/A

City City Client City Remitter N/A

State/Prov State/Prov  Client Beneficiary N/A

State/Prov Reference
Postal/Zip Postal/Zip  Client Postal Correspondent N/A
Code Code Code Bank
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Country

Beneficiary
Name

Beneficiary
Short Name

Ben
Address 1

Ben
Address 2

Ben
Address 3

Ben City

Ben State

Ben
Country

Ben Zip

Ben Bank
Name

Ben Bank
Code

Ben Swift
Code

Ben Bank
Address 1

Ben Bank
Address 2

Ben Bank
Address 3

Ben Bank
City

Country

Beneficiary
Name

Beneficiary
Short
Name

Ben
Address 1

Ben
Address 2

Ben
Address 3
Ben City
Ben State
Ben
Country
Ben Zip
N/A

N/A

N/A

N/A

N/A

N/A

N/A

Client Country

GPA
Beneficiary
Name

Country Name

Remitter BIC

Remitter Name

Remitter Unit/Apt

Remitter Street
Address

Remitter City

Remitter State/
Province

Remitter
Postal/Zip Code

Remitter Country

Ordering
Institution BIC

Ordering
Institution Name

Ordering Unit/Apt

Ordering
Institution Street
Address

Ordering
Institution City

Ordering
Institution
State/Province

Ordering
Institution
Postal/Zip Code
Ordering
Institution Country

Remitter BIC

Remitter Name

Remitter Unit/Apt

Remitter Street
Address

Remitter City

Remitter State/
Province

Remitter Postal/Zip
Code

Remitter Country

Ordering Institution
BIC

Ordering Institution
Name

Ordering Unit/Apt

Ordering Institution
Street Address

Ordering Institution
City
Ordering Institution

State/Province

Ordering Institution
Postal/Zip Code

Ordering Institution
Country

Travel Rule
Fields

Travel Rule
Fields

Travel Rule
Fields

Travel Rule
Fields

Travel Rule
Fields

Travel Rule
Fields

Travel Rule
Fields

Travel Rule
Fields

Travel Rule
Fields

Travel Rule
Fields

Travel Rule
Fields

Travel Rule
Fields

Travel Rule
Fields
Travel Rule

Fields

Travel Rule
Fields

Travel Rule
Fields

14.4 Screening Transactions

Screening occurs for every transaction. If it is a multi-line transaction, every line item is screened.
The transaction is submitted for screening when the user selects either “Post for Approval” or

“Order”.
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To enable the screening, the functionality must be enabled by the Travelex FX Support Group
(1.800.290.8076) or via the account manager. Once enabled, the customer is ready to use the
screening functionality in GlobalPay Alliance.

In addition to enabling the screening for the customer, the customer must identify which of its
GlobalPay Alliance users would be a “compliance officer’. A “compliance officer” could be a user
whose only responsibility is to review and process sanction cases or the user could be both a
compliance officer and approver.

14.5 Transaction Screening Process

If the transaction contains potential sanctioned details the following message is presented to the
user after the user selects either Post for Approval or Quote and Order:

Single Line Transaction Message:

GlspalPay

mommmm.ﬁnm WANAGE | ACTIVITY REPORTS | PRIN

Cuote s Orders

ovan 05052008

1| Help | Logou

Message Cetler
'oia v asked for @ quote of order, bl there aro no wires oF drafls in yous curmont ofdes. Ether lad o template of entes
or drafts individually.

Multi-line Transaction Message Where One Item Contains a Potential Match:

GlobalPay Alliance presents the confirmation page for the order(s) that do not contain any potential
sanction matches.

14.6 Reviewing a Sanction Case

A user who has been set up as a compliance officer will access transactions for review via the
Pending Orders list (displayed on the Welcome page). This is the same Pending orders list
currently used by approvers.

To access the transaction which is pending compliance review, click on the View List and Approve
button beside the Pending Order(s).

n Bary Donov
Changi Password | E-mail | Help | Logou

Gmiﬁ:\blalFay Barry Dopovan  Barry Donovan  May 5, 2009 21:10:27

[WELCOME

s Pending Your Appi oval W

[ Pending Order(s) 19 View List and Appiove
[Fieaze rean 5]

| Click to Access Pending
Compliance Reviews

| Templates: Lizing G

Rindewing Ordars: 1ot

[Managing Benefictarses: O

[Case Studies: Lef us know how

ﬁzbalPay !
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Orders awaiting compliance review are highlighted in blue. To view the case for a transaction, click
on the Review and Quote this Order button beside the order.

Review and Quote this Order

Click Here to Enter Review and Quote this Order
Detalls Pa e Review and Quote this Order

Review and Quote this Order

14-JAN-2009 11:04:35
27-JAN-2009 17:34:57

Total tem(s): 39

To review the case details, click on the Review button at the bottom of the Order Details page.

The case details are displayed including the suspected terms, the list(s) which contain the match,
the

Comment/Explanation field, and the Waive (Fail Positive) and Fail (Reject) action buttons.

Direction Product | FX Curren | P Amount | Rale | Selllement Cusre | Setllermnent Amounl

BUY DRAFT CAD 2,100.00 1 CAD 2,100.00
Details Aiddress Detalls

Haime .FIDEL CASTRO Addiess . Mot Avallatle
ShortName . rotaegilatie City Mot dvailatle StateProv Mol A datie
Status B ] PostalZip Codn Tt Ao vt Coamitry © Hot Avallnblz
ot Avall able Nt Rvalabie Mot Aval zble

Romiller Dotails | Ordoring A Seltlemnaont Account Datails
ol Avall sble Mol &raliatle Mot aalabla

Sanclion Dolails

Caseln: 1957 Open Dates Vied Jul 23 170517 EDT 2008 staus: Cpen

Search Sing: ASC ranch Canada FIDEL CASTRO Canasa

Sanction Listingisk = on'H ce _skoos

WOZEUED 1FP 09 CASTRO. FIDEL BLOCKED ENTITY. CUBK AF F: CUBA Diig inatSs urce: OF AC

POTOEE) 000 03 CASTRD RUZ, FIDEL PRES. OF THE COUNCIL OF MINISTERS, CURS AFF: CURG DdginalSoucs OFAC
WHET) TFP U3 CASTRD RUZ, FIDEL PLOCKED BNTITY, CURA AFF: CUPA OnginalSoerss: OFAC

WORGE) 0G0 (@ CASTRD RUZ FIDELPRES, OF THE COUNGIL OF ETATE, CLBA AFF: CUBA On ginal Gevrse: OFAC

- List Details

Suspoct Tarmisk = i Action:
CAATRE FIDEL

Waive/Fail

] ©2F a0 mis payment
O Bane alae Positve) & Rprove

[Cortre once]
~|

Comments/
planation Field

14.7 Waiving or Failing a Sanction Case

The compliance officer will waive (false positive) or fail (reject) the case based upon the review of
the case Details.

& - —
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D ection Product | X Curren; | X Amount | Rme | Settiement Currency |

B IHEAFT CAD 210000 1 CAD 2,100.00

Heneficlary Detmis
Details Aiddress Details

Hoame FIDEL CASTRO Bikdress Dt Awass ble

Short Maime Hat Avad Bble oy Mok Availal e State Prov: Haotsvalsbla
Status Hclive PostalZip Code SMol Avaitat e Coumtry Mol Availab o

Your 1D/ Noles o Banaliciary Noles Lo Tiavolex
Mol Available NolAvaitable Kot Aal lablg
Remiiter Delails | Ordering FI Selllement Account Delails
Mol &raidable Kol ailable Mot dyail sble
Sanction Dotalls

Caso ID: 1597 Open Date: Wed Jul 1317 06,17 EOT 2308 Status: Open
Soarch Stiing: ABC Sranch Canada FIDEL CASTRO Canada

Sanction Listinglsk = o b de Lslios

(DOZEEE TFP 03 CAGTRO, LELOCKED ENTITY, CUBS, AFF: CUBA DuginaGouwe: OFAC

DOP053) 000 03 CAITRORUZ. AIDEL PRES OF THE COUNCIL OF WINESTERS, CURBA AT CUBA O ginal Seuice: OFAL

[EOOEY) TFF O3 C43 TRO AUT, FIDEL BLOCKED EXTITY, CURA AFF. CURG g inarSa s OFAT . .
(0046500 050 02 CAS TRO RUZ, FIDELPRES. OF THE COUNCIL OF ETAIE, CUBAAFF: CUDA Ongin alSsurce: OFAC Walv e{ Fa ll
Suspoct Totnnsy Commonts Explanation: Action: Button
CASTRO FIDEL

B8] & A ran shis payment
O Byane Friss Posiivg & A9

To waive or fail a case, the compliance officer must enter details in the Comment/Explanation field
(mandatory) and then click on the appropriate action button.

Waived transactions will either be submitted for approval or will be fully submitted (ordered)
depending upon the customer’s approval model.

Failed transactions are fully rejected within GPA and will not be submitted for approval or ordered.

14.8 Sanction Reports

Users who are compliance officers (have been given this access in GlobalPay Alliance) will also

have access to the Sanction Report. This report allows the user to query and report on sanctioned
cases and actions performed.

To access the Sanctioned Report, select the report from the Activity Reports submenu.

Barry Donovan Barry Donovan  May 5, 2009 21:21.58
Change Password | E-mail | Help | Logouwt|

BisbalPay

¢ Click to View
~1 Sanctioned Reports

List and Approve

& - —
GI& bal Pay Travelex g«

Alliance Global Business Payments



The following screen will appear with available report criteria.

Travelex Testing Client Test User Two  May 6, 2009 17:31.26
Change Password | E-mail | Help | Logout

Ei:baIFay

Alliance

[§ ACTIVITY REPORTS filig

Sanction Report Selection

Report Selection Criteria
& sanction Case Report
Quick Search; | Cases created today |
Created From E Created Tol:] [mmidd
Date: Date: e
Closed From Closed ‘I‘nl:] [mmidd
Date:

Date: i

Action: | |- Select Action -] = Status: | - Select Status -] +
Case ID: | Payment ID:
Sort By: | Date Created 'I Sort Order: | Ascending "I

 Sanction Payment Report

uick Searct:

frompate:|________| ToDate:| L (mmidd
Ayl Arywy]

F‘Efﬁfe"=8[:| @ orderid € Payment ID
Humber:

Custom| Travelesx Testing ClienkP arent Account) i‘l
Reference; | ABC Branch(Test Branch)
CEA

MNorthuwest Savings Bank{Branch 9) _ﬂ
Sort
sortey: [Pament0 7] Ordor: IR
Clear

Generate Report

To generate a report, select the criteria and click on the Generate Report button.
A Sanction Report matching the selected criteria is presented.

Travelax

GlsbalPay

Alliance

Travelex Testing Client  Test User Two  May 6, 2009 17:35.16
Change Password | E-mail | Help | Logout

[} ACTIVITY REPORTS IS

Sanction Report

Caseld Paymentld Status Action Action By Match Values Comments Date Created Date Closed
1552 5937187 Closed Pass Test User Two CASTRO FIDEL pass Jun 23, 2008 15:5:20 Jun 23, 2008 15:6:0

2265 6022037 Closed Pass Test User Two CASTRO FIDEL QK TEST Aug 11, 2008 15:25:0 Aug 11, 2008 15:25:43
2267 6022037 Open Mo Action Mo Action CASTRO FIDEL Mo Action Aug 11, 2008 15:25:44 Mot Closed
2270 6022037 Open Mo Action No Action CASTRO FIDEL Mo Action Aug 11, 2008 15:27:45 Mot Closed
2309 6022206CIlosed Pass Test User Two CASTRO FIDEL ok - walved Aug 11, 2008 16:49:29 Aug 11, 2008 165017
231 6022211Closed Pass Test User Two CASTRO FIDEL waived Aug 11, 2008 16:51:47 Aug 11, 2008 16:54:10
3949 6227951 Closed Pass Test User Two CASTRO FIDEL ok Mov 27, 2008 14:19:32 Nov 27, 2008 14:20:15
4193 62498150pen Mo Action Mo Action CASTRO FIDEL Mo Action Dec 9, 2008 10:43:0 Mot Closed
4185 6249954 Open Mo Action Mo Action CASTRO FIDEL Mo Action Dec 9, 2008 11:26:14 Mot Closed
4196 62499550pen Mo Action Mo Action CASTRO FIDEL Mo Action Dec 9, 2008 11:26:14 Not Closed
421 6251047 0pen Mo Action No Action CASTRO FIDEL Mo Action Dec 9, 2008 15:58:25 Mot Closed

4641 63079030pen Mo Action Mo Action COMMONVWEALTH BANK Mo Action
4655 6308691 0pen Mo Action No Action COMMONWEALTH BANK No Action
4657 63087120pen Mo Action Mo Action COMMONVWEALTH BANK No Action

Jan 13, 2009 11:26:59 Not Closed
Jan 13, 2009 15:34:52 Mot Closed
Jan 13, 2009 15:42:44 Not Closed

4658 6308724 0pen Mo Action Mo Action COMMONNEALTH BANK Mo Action
4832 63300900pen Mo Action No Action COMMONWEALTH BANK Mo Action

Jan 13, 2009 15:45:23 Mot Closed
Jan 26, 2009 11:58:22 Mot Closed

5293 6373164 0pen Mo Action Mo Action KINGDOM BANK Mo Action Feb 18, 2009 9:52:50 Mot Closed
5312 6374130Closed Pass Test User Two BIN LADEN Valid Passport Feb 18, 2009 13:59:48 Feb 23, 2009 11:23:38
5341 63775120pen Mo Action No Action BIM LADEM Mo Action Feb 19, 2008 17:14:16 Not Closed
5447 63831420pen Mo Action Mo Action CASTRO FIDEL Mo Action Feb 23, 2009 15,28:23 Not Closed

5448 6383175Closed Pass Test User Two CASTRO FIDEL Check passport valid benefiary Feb 23, 2009 15:30:55 Feb 23, 2009 15:32:29
G064 64454550pen Mo Action Mo Action COMMORWEALTH BANK Mo Action Mar 25, 2008 15:53:56 Mot Closed

Travelex

GI& bal Pay a4 Travelex |

Al Global Business Payments




15. User Management

15.1 Print and Request Reprint User Management

Print and Request Reprint users can be set up and managed through User Management. To
access the User Management functionality, select Manage Users from the Manage submenu.

Travaar
G[ﬁba IPay Barry Donovan  Barry Donovan May 7, 2008 15:55:42
Allkance Change Password | E-mall | Help | Logout
HOME
Manage Beneficiary
Manags Formats
] Manage Users
Monage Users .
|WELCOME Drop Down Option
Manags Pricing "
fems Pending Your Approva Manage Remiter
Pending Order(s) Manage Drafts
kmportant Nofitications W Ordiaring M1
PLEASE READ Manage Upload
[Templates: Using GlobalPay Alliance templates can really speed the assembling of arders. Here are some lips on making the most of your templates.
Orders: GlobalPay Alllance has reporting capabilities. Find out how you can use repons 1o improve the ordering process
Managing Beneficiaries: GlobalPay Alliance remembers all of your benefician 0 you can use them over and over again. Here are some lips for making the most of your beneficiany list
[Case Studies: Let us know how you used GlobalPay Alliance 1o speed your activities

The Draft Users Setup page appears.

Troveles
Gleba Fay BamyDonovan Bary Donovan  May 7, 2000 15:58:5

Change Password | E-mail | Help | Logout

Alkance

E AND ORDERS | EEIREIEIS | ACTMVITY REPORTS | PRINT
Maonage Users »»  Manage Contacts for Printing & Managing Drafts

Draft Lser Setup

User Setup

User Name: [ Select a user -] =
Status: Mot Applicable
User Type: [~ Seict = user typa -] =]
Print Quewe: [~ Saiect  print queus -] =]
Printer Type: [ Satncta printer -] =]
p"“’;:&':‘ﬂ”ﬁ‘h":m 63 Picels
Draft Top Margin Adjustment: [~ Selectona -] =] [0 =] Pixels

<< Load Users Barry Donawan -

[ Enabila Void Same Day Drafls

Click to Load e PamentFom

aft Stock Order Form

Clear S Selup

Select the client name and click on the Load Users button. A list of user names for the selected
client will then be available in the User Name pick list.

Select the name of the user to be set up. If the user has not previously been configured, select from
the options presented in the fields and click on the Save Setup button. If the user has already been
set up, their current configuration is presented. Select the new setting(s) and click on the Save
Setup button to save the changes.

User Type: For users who should be able to print drafts, the User Type is “Can Only Print
Drafts”.

For users who should be able to request a draft reprint, the User Type is “Can Only Manage
Drafts”.

B baipay .
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Print Queue: For users who can print drafts, the Print Queue can be either:
o Show All Drafts: can print any draft created for the selected client
o Initiated By Self: can only print drafts that user has created
o Initiated By Others: can only print drafts created by other users
*Note: This option is disabled for Request Reprint users.

Printer Type: Select the printer type from the list presented that the user will be printing to.
*Note: This option is disabled for Request Reprint users.

Left Adjustable Margins: This field allows the settings on the printed draft to be adjusted (by
number of pixels) either by moving left or right from the left margin.
*Note: This option is disabled for Request Reprint users.

Top Adjustable Margins This field allows the settings on the printed draft to be adjusted (by
number of pixels) either by moving up or down from the top margin.
*Note: This option is disabled for Request Reprint users.

15.2 Void Same Day Drafts User Management

Void Draft users can be set up and managed through User Management.

Change Pagssword | E-mall | Help | Logout

[ Travelex
Gleba IPay Bamy Donovan Barry Donovan  May 7, 2009 15:55:42
Allance

B | CUOTE AND ORDERS | MANAGE | ACTWVITY REPO

TS | PRINT

werrent: | | Manage Users

Manags Ussrs .
IweLcome Drop Down Option
Maniage Pricing p
ems Pending Your Approva Manags Remiter
Pending Order{s) Manage Drafts
kmprortant Nofitications o P
FLEASE READ Manage Uplcad
Templates: Using GlobalPay Alliance lemplates can really speed the assembling of orders. Hare are some lips on making the most of your tamplates
Reviewing Orders: GlobalPay Allance has reporting capabilibies. Find out how you tan use reports to improve the orderning process

The Draft User Setup page appears.

Select the client name and click on the Load Users button. A list of user names for the selected
client will then be available in the User Name pick list.

ﬁzbalPay 0
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Aliance

Travelas
G'&balFﬂy BaryDonovan Barry Donovan  May 7, 2009 16:21:53

Change Password | E-mail | Help | Logow

ORDERS | [EEREIEE | ACTVITY REFORTS | PRINT
o »»  Mannge Contacts for Prinfing & Managing Drafts

" Draft User Setup
User Name: [y bonavan =] <<Load Users | [Garry Boravan =]
F Enable Vold Same Day Drafts
I Access Stop Payment Form
] [T Access Dran Stock Order Form
Opiesto Tast Four a
lient Name  Jeronfea &
- hips: [Test Savan =] Pixels
Drop Down List e [ 52 L
;::‘kn Clear | Save Setup
Test Twelve
e e ez o
S{rast Shdeen details and click on Save Setup.

Tast Seventesn
Tast Ugar
bt Copyright 2005, Travelex Giobal Business Payments
Tast user
;_':g AmouTssLCImmIBICATES
Tast Usar
Tast Usar
Test User
Tast Usar
Test

Select the name of the user to be set up. If the user has not previously been configured, select from
the options presented in the fields and click on the Save Setup button. If the user has already
been set up with access to Void Same Day Drafts, a check mark will appear in the box to the left of
Enable Void Same Day Drafts option.

Travelas
Gl&balFa’f BamryDonovan Bary Donovan  May 7, 2009 16-36:36

Change Password | E-mail | Help | Logout

Alliance

HOME QUOTE AND ORDERS | MANAGE ACTMTY REPORTS PRINT
(Manage Lisers == Manage Contacts for Printing & Managing Drafts

Draft User Setup

<< Load Users

User Name: || Select a user =] =] |Mnnmm '|
Status: NotApplicable ™ Enable Void Same Day Drafls
User Type: ||:-. Only Print Draft 'i ‘ayment Form

tock Order Famn

" Select Options
from the
Following Fields

Page Left Margin .,.,.i :.:g,wl :
Adjustment: [itisted B

Others
Draft Top Margin Adjustment: ||- Select one -] '| |u '| Pixels

Please setup the user and click save sefup,

Copyright © 2008, Travelex Global Business Payments

To Enable Void Same Day Drafts for selected user
1. Click in the box to the right of the Enable Void Same Day Drafts
2. Click on the Save Setup button

" Enable Void Same
4 Day Drafts Option

<< [D‘II;.U-SE[S ]

User Name: |Barry Donovan 7| [

Status: New ¥ Enabie Void Same Day Drafts
User Type: || Select a user type -] 7 ™ Access Stop Payment Form
Print Quewe: [ Select = prirt qusve -] 7] I Access Draft Stock Order Form

Printer Type: lm

Page Left Marin ] s
Adjustment: |- Select one -] =] |0 Pixels
Draft Top Margin Adjustment: [~ Sstectone ) =] [0 =] Pieels

ESAEEDD
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Disable Void Same Day Drafts for selected user

1. Go to the Draft User Set Up Page and click in the box to the right of the Enable Void
Same Day Drafts to remove the check mark

2. Click on the Save Setup button

15.3 Access Stop Payment Form User Management

Stop Payment Form users can be set up and managed through User Management.

ravelan
Gla baiPav Barry Donovan BaryDonovan  May 7, 2008 15:55:42
Alliance Change Password | E-mail | Help | Lagout
BRI | QUOTE AND ORDERS | MANAGE | ACTMITY REPORTS | PRINT
Manage Beneficiary
Manage Formats
| Manage Users
— Drop Down Opti
10N
LCOME e rop Op
Appra Manage Remiter
Fen:hnu Oadeltsl Manage Draflz
B i Mannge Croering FI
PLEASE READ Manage Upload
Templates: Using GlobalPay Alllance templates can really speed the assembling of orders. Here are some tips on making the most of your templales
Reviewing Orers: GlobalPay Alliance has reporting capa 0w YOU £an use repors to improve the ordering process

The Draft User Setup page appears.

Select the client name and click on the Load Users button. A list of user names for the selected
client will then be available in the User Name pick list.

Select the name of the user to be set up. If the user has not previously been configured, select from
the options presented in the fields and click on the Save Setup button. If the user has already
been set up with access to Access Stop Payment Form, a check mark will appear in the box to
the left of Access Stop Payment Form option.

Travelas
GlbﬂbalFav Bary Donovan BaryDonovan  May 7, 2000 16:36:36
liance

Change Password | E-mail | Help | Logout

UsalNamlpsdd.m-q 'I << d Users Barry Dorovan -]
Status: Not Applicable I' Enable Vaid Same Day Drafts
User Type: |cm Oy Prink Draft "’ - Shas B 3yment Form

Print Queue: [ S | tack Order Form
Printer Type: Select a
[
Page Left Margin mm
Adjustment: [initisted B

Draft Top Margin Adjusiment: ||-s¢mlm -] '|| I Pheels

Select Optlons
from the
Following Fields

Chear Save Selup

iease setup the user and click save setup.

Copyright © 2008, Travelex Global Business Payments

Enable Access to Stop Payment Form for Selected User

1. Click in the box to the left of the Access Stop Payment For

ﬁzbalPay 8
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2. Click on the Save Setup button

I Draft Uiser Setup I

s e - w1 —

Status: Not Applicable ™ Enable Void Same Day Drafts
User Type: | Can Only Pri ¥ Access Stop Payment Form
Print Oueue; [[- Satect = pe CIle tO Enab|e Access Draft Stock Order Form

Printer Type: [~ Seiect a pr
Page Lt Mo );:\’ccess toFStop
Draft Top Margin Adjustment: [ Saes one] ayment Form

Message Center
Piease setup the user and click save setup,

Copyright & 2008, Traveiex Global Business Payments

Disable Access to Stop Payment Form for Selected User
1. Click in the box to the left of the Access Stop Payment Form to remove the check mark.
2. Click on the Save Setup button.

15.4 Access Draft Stock Order Form User Management

Draft Stock Order Form users can be set up and managed through User Management.

[Traveiax
G[& baIFay Barry Donovan Barry Donovan  May 7, 2009 15:55.42
Alliance Change Password | E-mall | Help | Logowt
HOME
¥ Manags Beneficary
Manags Formats
| Manage Users
Manage Lisers .
LCOME Drop Down Option
fems Pending Your Approva Manags Remiter
Pending Order{s) Manags Drafts
il Manags Ordering FI
FLEASE READ Maniage Upload
Templates: Using GlobalPay Alliance lemplates can really spead the assembling of orders. Here are some tips on making the most of your templates
Reviewing Orders: GlobalPay Alllance has reporting capabilities. Find oul how you can use reports to improve the ordering process

& . —
GI& bal Pay Travelex g«
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The Draft Stock Order User Setup page appears.

Select the client name and click on the Load Users button. A list of user names for the selected
client will then be available in the User Name pick list.

Select the name of the user to be set up. If the user has not previously been configured, select from
the options presented in the fields and click on the Save Setup button. If the user has already been
set up with access to Draft Stock Order Form, a check mark will appear in the box to the left of
Draft Stock Order Form option.

Trwwlax
Glﬁ balFﬂy Bamy Donovan  Bary Donovan  May 7, 2009 16:36:36

Change Password | E-mail | Heip | Logout

Alkance

HOME | QUOTE AND ORDERS | [REAGIESE | ACTT
Manage Lizers =»  Manage Contacts for Prinling 8 Managing Drafs

Lser Setup
User Name: [[- Select a user -] 5] << Load Users Imm -]
Status: Not Applicable ™ Enable Void Same Day Drafts
User Type: [Gan Oriy Prick o =] 1 Sdan P ayment Form
Print Queue: [ Select » print queve ) =] Select OptIOf"IS otk Order Form
Printer Type: J2 el f h
Pauzl::;t Marain | pytiated Ey Sat - rom the
ljustrment: [initi sted By Others - H
Draft Top Margin Adjustment: [|- Select one -] '[ Ill "I Pixals FO"O'.‘an Flelds

Elsase Mg he user and chck save SGILI;

Copyright @ 2008, Travelex Global Business Payments

Enable Access to Draft Stock Order Form for selected user:
1. Click in the box to the left of the Draft Stock Order Form
2. Click on the Save Setup button

Allance Change Password | E-mail | Help | Logout

Trovsles
GI&baIFay Bary Donovan Barry Dongvan  May 7, 2000 16:36-36

HOME | QU 0 ORDERS | [EEMMEIEE | ACTIVITY REPORTS | PRINT
Manage Lisers »»  Manage Contacts for Prinling & Managing Drafts

[ Draf User Setup
User Setup
User Mame: [-Sieeta uemr =1 2] o]
Status: Not Applicable ™ Enable Void Same Day Drafls
User Type: [Can Only prct Drsst. =] ™ Access Stop Payment Form
Print Queue: [~ Salast  print quess -] =] ¥ Access Draft Stock Order Form

Printer Type: lﬁ Salwct B printer -] =]

Page Left M r— .
O pusimont. I Sweaeoe 1 2 [0 Poels ick to Enable Access
Draft Top Margin Adjustment: [ Seectone -1 =] [0 =] Pixels to Draft Stock Order
CIEETE
Please selup the user and click save setup.

Copyright & 2008, Travelex Global Business Payments

Disable Access to Draft Stock Order Form for selected user:
1. Click in the box to the left of the Draft Stock Order Form to remove the check mark
2. Click on the Save Setup button
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16. Draft Printing

Draft printing in GlobalPay Alliance provides users with the ability to print drafts within the
application. Drafts are available for printing when the draft is fully approved and submitted. A user
can either print a draft or can request a draft be reprinted.

16.1 Viewing the Draft Print Queue

To print a draft, it must first be fully approved and submitted (ordered). Once it has been
approved and submitted, the draft will appear in the Draft Print Queue. To access the Draft Print
Queue, click Print Draft from the Print submenu.

Travalax

Gle balPay SCBT,NA- TestUserTwo  Apr 16,2008 17:46:10

Alliance Change Password | E-mail | Help | Logout
HOME
Welcome Test User Two! Bk invcks
Fr .!'[_'_1_[1’-\
\WELCOME Draft Printing
Feature
ems Pending Your Approval B
Pending Order(s) 62
portant Nofitications
[PLEASE READ =l
ser Tips

Templates: Using GlobalPay Alliance termplates can really speed the assembling of orders. Here are some tips on making the most of your templates

Reviewing Orders: GlobalPay Alllance has reporting capabilities. Find out how you can use reports to Improve the ordering process.

Managing Beneficiaries: GlobalPay Alliance remembers all of your beneficiaries so you can use them over and over again. Here are some tips for making the most of your beneficiary
list

iCase Studies: Let us know how you used GlobalPay Alllance to speed your aclities

Once selected, the Print Draft Queue page is presented.

Trovalax
GlsbaIPay SCET,NA. TestUser Two  Apr16, 2008 17:59:43

Alliance Change Password | E-mail | Help | Logout

HOME | QUOTE AND ORD

Print >> Print Drafts
patprants |

Your Draft Queue
Number of Draft(s): | print Selected Drants | Print Al rafts | RefreshList |

SMNo. T Draft Number Payment ID Beneficiany Amount  Pmit Currency Encashment Country Initiated On Action
1. 0 105298 G4864T8LARRY COOK 100000  EUR Cayman lslands  Apr 16,2009 14:12:3
2 0O 108225 6456673JARRETT JOHNS 120000  AUD Australia Mar 31,2009 11:54:41
3.0 105185 6451245 CHARLIE BURNELL 5299 GBP null Mar 27, 2009 15:1:40 TR TV RTIRY e ]
4 O 104671 6383086 CINDY JODIS 150.00 EUR Spain Feb 23,2009 15:15:2 iGN CE AUV E |
5 ¢ 104577 6374208JARRETT JOHNS 900.00  AUD Australia Feb 18,2008 14:24:1 SRR
6. I 104573 B3T4174CHRISTINAHOLLOWAY 025  AUD Australia ETRERIIEEFRYEL Review & Print the Draft |
7. O 101283 5861587B0B HOOPER 1000 EUR France May 8, 2008 14:53:45
8. [ 100766 5781557 JARRETT JOHNS 10000 AUD Australia Mar 26, 2008 12:507

Message Center
lick on Review and Print the Draft button to print the draft

Copyright & 2008, Travelex Global Business Payments
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Gisbal

Alliance

The Draft Print Queue Page displays drafts that are available for print. The list of drafts presented
will be based upon the User’s set up. The User can be set up to:

¢ View all drafts created for that location (e.g. branch)
¢ View only drafts they initiated (created)

¢ View only drafts initiated by others at that location (e.g. branch)

16.2 Printing a Draft
To print a draft, click on the Review & Print the Draft button to the right of the required draft.

Travalex

GIsbalPay SCHT, NA. Test UserTwo  Apr 16, 2009 17:59:43

Alliance Change Password | E-mail | Help | Logout

Print >> Print Drafts

Your Draft Queue
Number of Drafs}: 8
S.No. [ Draft Number Payment ID Beneficiany Amount Pmit Currency Encashment Country Initiated On Action
1. 0O 105298 B48647BLARRY COOK 100000  EUR Caymanlslands  Apr 16,2009 141123
2. 0O 108225 6456673JARRETT JOHNS 120000 AUD Australia mar 31,2009 11:54.41 RS e
I | 108185  6451245CHARLIE BURNELL 5299 GBF null Mar 27, 2008 15:1:40
4 O 104671 6383086 CINDY JODIS 150.00 EUR Spain Feb 23,2009 156:15:2 N EIEY S NRTUCAVE
5 0O 104577 6374208JARRETT JOHNS 90000  AUD Australia RERIIERPEIRE! Review & Print the Dran |
6. 104573 B3I7T4174CHRISTINAHOLLOWAY 025  AUD Australia ZIRERLIERPRYES Review & Print the Draft |
nE 101263 5861587608 HOOPER 1000 EUR France T RINERPEETE] Review & Print the Draft
8 100766 5781557JARRETT JOHNS 10000 AUD Australia Mar 26,2008 12507 [ Cn TSR
o Print Speciiic
lick on Review and Print the Draft button to print the draft Draft Click Here

Copyright @ 2008, Travelex Global Business Payments

ABDUT S5L CERTIFICATES

If this is the first time printing a draft for the current session, a Sun Java message window will
appear. Simply select OK to proceed.

The Draft Print Preview page will appear. This provides an opportunity to review the draft details
prior to actually printing the draft.

Pay >
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100280
CLIENT COPY
Case. 0% Mar 2003
In Setilement of:
il Cambtian Tes Branch 2
Trasmcod Dase (1 Mar 2009 Lo
Trsmircn i 576504 —
repes,  TEST BEHEY
Cansda
100280
PAYEE COPY e b5 ki 08
In Setilement of:
Cletur. Cambiian Tert Branch 2
Trammcoos Oase (05 Mar 2008 CAD1,
Trsmcscenis 5738594 ==
rayes.  TEST BENE1
o ey Cu. Traveie
Canads 800 514 2160
402 491 0018
Datach and reban for your records
o, T Basi o Mew Vork, TR Accouat AL
. thwﬂ”%k;gglm!
tummﬂn Lavices
Sy o
fm. OH MG 2k
. 1S
eim vac D5 Mar 2008
rax IEST — 1 - Cadoas Batar L
ot || cancal |

To print the draft, click on the Print button at the bottom of the Draft Print Preview page. To cancel

the Draft print, click on the Cancel button. After clicking on the Print button, a confirmation window
appears. Select Yes.

Confirmation Needed - Print

\ Print Request
Applet would like to print. Do you want to proceed?
[V Don't show phis.gdialog box again

A Print window appears with a list if available printers. Select the correct printer, and click on the

OK button.
Print @@
i~ Printer
Name: v]  Propeties..
Status:  Ready

Type: HP Laset)et 5
‘Where:  Corporate Fx Laser 1

Comment: I P
Print range Copies-
Al Mumber of copies: 1 3:

" Pages from: |1 b |93‘39

[ ok | Concel |

The draft is now printed. The printed draft is no longer available in the Draft Print Queue.

“Gwi';,halPay >3

Alliance Global Business Payments



16.3 Printing Multiple Drafts

To select multiple drafts for print, place a check mark in the box beside each draft to be printed and
click on Print Selected Drafts

Trovolax
GI&balPay SCBT, NA- TestUserTwo Apr16, 2009 18:16:57

Alliance

Change Password | E-mail | Help | Logout

HOME | QUOTE AND ORDERS E | ACTVITY REFORTS | ESElSS

Print > Print Drafts

print Drafts
Your Draft Queue
Number of Drafi(s): 8 Print Selected Drafts
SNo. I Draft Number Payment ID Beneficiany Amount Pmit Currency Encashyas Country Initiated On Action

1. 105298 F48647ELARRY COOK 1,00§ - - ds  Apri6,2000 14423

Q S 105225  B456673JARRETT JOHNS 120 Print Multiple TSI NERRETRA Review 8 Print the Draft |
ER 105185  6451245CHARLIE BURNELL s Drafts Here IRPIRIERERRTY Review & Print the Draft |
P 104671 B383086CINDYJODIS 15000 R ST Feb23,2009 15152 [ e L
5 M 104577 B374208JARRETT JOHNS 90000 AUD Australia ISP RPEIRE Review & Print the Draft
6 0O 104573 BIT4174CHRISTINAHOLLOWAY 025  AUD Australia Feb 18,2009 141456 e L
7.0 101283 58615687BOB HOOPER 1000 EUR France May8,200814:53:45 [ L
R 100766 5781557JARRETT JOHNS 10000 AUD Australia Mar 26,2008 12507 [

lick on Review and Print the Draft button to print the draft

16.4 Printing All Drafts
To print all drafts in the print queue, click on the Print All Drafts button.

Traveles
Gls\!:l_alPay Travelex Testing Client TestUserTwo  May7, 2008 17:33.26

Change Password | E-mall | Help | Logout

HOME | QUOTE AND ORDERS | MANAGE | ACTMITY REFORTS | EREUEE

Print > Print Drafts
int Drafts
Your Draft Queus
Number of Draflis): 46 Print All Drafts
SNo. T Draft Number Payment ID Beneficiany Amount  Pmt Currency  Encashment Country Initiated £ Action

1. O 105589 B528071JOE BOXER 750,00 ush Uinited States of Aff . Reniew & Print the Draft
2 0O 105588 6528070FRANK TOPPING 90000  GBP null Print Al = =

. O 105587 6520069SUSAN CASTELL 80000 CAD mstaia | Drafts Here [ t the Draft
4 O 105579 B527079J0E BOXER 120000 ush WG B B el ey Review & Print the Draft
5 [ 105572 6526904 CHERYL 10,000.00 usp United States of America May 7, 2009 9:31:28 QRESEERHTRNEYIE ]
& O 105571 B6526887J0E BOXER 20,00 usD United States of America May 7, 20099179 QEEEREENTTEGERE ]
7. O 105566 6525644J0E BOXER 750000 usD United States of Arerica May 6, 2009 15:30:34 TR N TTEGIIE ]

16.5 Requesting a Draft Reprint

A draft that has been printed will not appear in the Draft Print Queue. Should the draft need to be
reprinted (e.g. due to a printer paper jam), a Request Reprint must be completed.

_ . Important: Users who can print
To request a reprint, click Manage Drafts from the drafts cannot also request a

Manage submenu. reprint. Users who can request
reprints cannot also print drafts.

“GwizhalPay >

Alliance Global Business Payments



Change Passwaord | E-mail | Help | Logowy

Travelas
Glﬁbalpay Barry Donovan  Bamy Donovan  May 7, 200817 4345
Allan

HOME ND

WELCOME

Reviewsing Orders: GlobalPay Alllance h ¥ 10 imnprove e ardering pro

Managing Beneficiaries: GlobalPay Alllance

can usa them over and over again. Here are some tips for making the most of your baneficiary list

[Case Stutlles: Let us know how you used ClobalPsy Alllance 10 speed your aciivities

Copyright © 2008, Travelex Global Butiness Paymearts

The Draft Request Reprint page is presented.

Travelas
Gls baIFay Barry Donovan  Barry Donovan  May 7, 2009 17:4815

Change Password | E-mall | Help | Logout

Aliance

Request for RePrint Dran I

ELATAT | DrafDetails |
Reference Number: | | & DratNumber  © PaymentiD Mo draft details to display...

Reason:

Message Center
nter Draft Humber OR Payment D and click on Get Draft Details.

Copyright 2008, Traveler Globsl Business Paymarts

To select the specific draft to be reprinted, enter either the Draft Number or the Payment ID
number in the Reference Number field and click on the Get Draft Details button. The page is
updated with draft details and the Request Reprint button is enabled.

HOME | QUOTE AND ORDERS | |[REIREIEIS | ACTMTY REFORTS | PRINT

Manage Drafts == Request a Draft Reprint

Flequest for RePrint Draft |

Draft Lookup Drafl Datails
Number: [134534 @ Dratumber  © PaymentID

Request Reprint

B baipay .
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To complete the Request Reprint, enter details in the Reason field (this is a mandatory field) and
click on the Request Reprint button.

Reference Number: ® Drat Number O PaymentID Draft Number: 101744
ety Cat S
Amount: 2,100.00
Payment Currency: British Pound
Reason: Encashimem Country: United Kingdom

. ‘ Initiated On: Jul 23, 2008 16:28:22
BEREE IO = Status: Printed
= Primts: 1
Requests: 0
it Requests: 1

Must Enter
Reason Here

The Message Center presents a confirmation message when the Request Reprint is successfully
completed.

The draft is now available in the Draft Print Queue and the user with print access can print the
draft. For details on how to print a draft, see the Printing a Draft section.

16.6 Reporting on Printed Drafts

The Draft Report allows users to report on the drafts that have been previously printed. To create a
report, click Draft Reports from the Activity Report submenu.

Travalax
Gleba IFay Bany Dopovan BamyDonovan  May 7, 2008 18:18:57
Aliance Change Passward | E-mail | Help | Logou
HOME
Welcome Barry Donovsn! ERTa ooy
Profit Reporis " m—
snannmer: || Reporting Printed
WELCOME
CraftReports < Drafts Feature
ems Pending Your Approval k]
Pending Order(s) G Ve List and Approve |
important Nofitications
[PLEASE READ =
User Tips
[Templates: Lising GlobalPay Alliance termplates can reslly speed the assembling of ordars. Hare are some tips on making the most of your tlemiplates
Reviewing Orders: GlobalPay Alliance has reporting capabilities, Find out how you can use reports to improve the ordering process
Managing Beneficiaries: GlobalPay Alliance remembers all of your beneficianies so you can use them over and gver again. Here are some tips for making the most of your beneficiary list
[Case Studies: Let us know how you used GlobalPay Alllance to speed your activities

Copyright © 2008, Travelex Globsl Business Payments

The Draft Report Selection Criteria Page appears. Select and/or enter the report criteria in the
fields provided and Click on the Generate Report button.

& - —
GI& bal Pay Travelex g«
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Travslan
GI&balFav Bany Donovan  Barry Donovan  May 7, 2009 182038

Allianc Change Password | E-mail | Help | Logout|

Reports > Drafl Reports

Draft Report Selection

Draf Selection Criteria

P—
Initiated From Date: :I |m [mmiddieed Initiated To Date: :lmnuuw

Last Printed From Date: [ | [mmmiddhyyyy) Last Printed To Date: |mwuumm1
Copies Printed: Payment Currency: | b M Currencles -] ¥

Reference Numbier: ™ @ pran Number Print Status: [Fa] =] Gonerato B
© Payment ID B 5 I.
SortBy: o from Ciriteria Listed

Message Center
e your Selection criteria.

Copyright @ 2008, Travelex Global Business Paymearts

A report based upon the selected criteria is presented. To create a new report, click on the New
Search button.

HOME | QUOTE AND ORDERS | MANAGE | EXealilUREsi=EsEaEsy | FRINT

[Reports >> Draft Reports

Draft Number Custom Ref PaymentID Status Prints  Reprint Req Last Print On  LastPrint By Initiated By Initiated On  Last Reprint Req By  Last Reprint Req On Action

Print Jul 23,2008 Jul 23, 2008
101744 Test Branch 5991 Bwﬂeady 1 1 163045 Mew MSR Mew MSR 169622 Manager Jul 23, 2008 16:42:11 View History

To review further details about the draft printing, click on the View History button to the right of the
required draft. The draft print history is presented.

HOME | QUOTE AMD ORDERS | MAMAGE | EISIWARESSESEEY | PRINT

Draft History
Draft Mumber: 101744
S.No Action On Action By Action Print Count Reprint Request Count Reprint Reason

1.Jul 23, 2008 16:38.45 Hew MSR Print 1 0
2Jul 23,2008 16:42:11 Manager Reprint Reguest 1paperjam

To return to the report, click on the Back button.

ﬁzbalPay >
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17. Voiding Same Day Drafts

Voiding a Same Day Draft in GlobalPay Alliance allows users to void a draft online. Drafts can be
voided online within a 1 hour window from the time the draft was submitted. Travelex must void any
drafts that have exceeded the 1 hour window.

Note: Drafts can only be voided

after they are submitted (fully

approved).

17.1 Void a Same Day Draft

To request a Same Day Draft Void, click Manage Drafts from the Manage submenu

Barry Donovan Barry Donovan  May 7, 2008 185715
Change Password | E-mail | Help | Logout

|||||||||

:
Click to Void a
[ | |Same Day Draft

[Templates: Using GlobalPay Alliance templates can really speed the assembling of orders. Here are some tips on making the most of your lemplates

Reviewing Orders: GlobalPay Alliance has repoding capabilties, Find out how you can use repors 1o improve the ordenng process,

Managing Beneficiaries: GlobalPay Al & remembers all

0 You can use therm over and over agakn, Here are some tips for making the most of your beneficiary list

Case Studies: Lat us know how you used GlobalPay Alllance to s

ur activitias

Select Void Same Day Draft from the submenu. Please note that if the user does not have access
to other Draft Management options, the Void Same Day Draft page will be presented by default.

The Request to Void Draft page is presented.

HOME | QUOTE AND O RS | IEREEE | ACTIVITY REFORTS | PRINT

Manage Draftz == | ‘Yoid Same Day Draft | Print Stop Payment Form | Print Draft Stock Order Form

Request to Void Draft

Draft Lookup Draft Details
Reference Number: @ Draft Mumber O Payment ID |No draft details to display...
Get Draft Details
Reason:
= Woitl this Drailt
=

Message Center
nter Draft Humber OR Payment ID and click on Get Draft Details.

To select the specific draft to be voided, enter either the Draft Number or the Payment ID number
in the Reference Number field and click on the Get Draft Details button. The page is updated with
draft details and the Void this Draft button is enabled.

B baipay .
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Er;__b_a.lf’ay o Py

Change Password | E-madl | Help | Logout

ol _

Mardge Orafts »» | Viokd Same Doy Oraft | Print Stop Payment Form | Print Draft Siock Order Form

Request to Viold D ant

Reference Nurmber: 203120 O DrattNumber  © Payment i Draft Number: 461738

Payment ID; 2038150
Beneficiary: Andeew Siverson
Amount: 1 200 00
[Vowpn Pament Currency: E.ro
Reason Encashment Country: France
o i Intiated Orc Apt 9, 2009 94543
Status: Print_Ready

Enter Reason fo
Draft Void Here

To complete the void request, enter details in the Reason field (this is a mandatory field) and click
on the Void this Draft button.

erter (osson and cick “Void thes D af™ button

The Message Center presents a confirmation message when the void request is successfully

completed.

Important to Note:
GPA clients may set a maximum void draft base « If the void draft action is initiated later than 1
(settlement) amount. This means that if the draft hour after the draft was created, the
message “The draft you have requested to be Travelex to void the draft.

voided is greater than ‘configured void limit’
and cannot be voided online. Please contact
customerassist@travelex.com for further
assistance.”

o If the draft has already been voided, the
Message Center will present the user with
the message “The draft is already in "VOID"
state. You cannot void the draft again.”

17.2 Print Draft Certificate of Destruction

A Draft Certificate of Destruction form should be completed and sent to Travelex whenever a
draft is voided. The form is available on the Request to Void Draft page after searching for and
getting the draft details. The form will include details about the voided draft as well as instructions
on where it should be sent.

To print a Draft Certificate of Destruction form, click on the Print Destruction Certificate button
on the Request to Void Draft page.

“GwizhalPay >
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Change F'asswmn IE rriail IHPIaI Lo;aur

1bGMI:ﬂ!:lf.-IIF'ay CHinc._CasOne Apr7,20081

MANAGE

Manmge Orafts s> | oid Same Day Oraft | Prirt Stop Payment Form | Pring Deaft Stock Order Form

Draft Details
Reference Numbes: [1£1723 @ DratNumber O PaymentID D':"m :g;;;is
Beneficlry: Andrew Siverson
Amound: 300.00
| VoidQ@n | Payment Cumtency: Eug
Reason: Encashment Country: F
v | oo
i Status:
Primts: 0
Repiint Requests: 0

Stop Payment Print Count: 0
Print Destruction Certificate

isage Center
| Your fequest 1o voll dralt 361723 has been succonsiully proccessed

The Destruction Certificate form is presented.

DESTRUCTION CERTIFICATE

Prmt and fax this form to 1 202 513 5202

Should you have queries about completing the I 1o Certifi please contact
Customer Assist at 1-800-514-3166 or email customerassist@travelex. com for assistance

Date of Destruction Tue Apr 07 2009 17:04:42 EDT
Draft Humber Deal Hurmber Date of Issuance Currency & Amot Payee Name
461723 B47840-2037915 Tue Apr 07 2009 170344 EDT EUR 300.00 ANDREW SILVERSON

Reason for Destruction
Incarrect amount

7o Atin: Investigations Dept From: CH Inc
1152 15t 5T MW 15th Floor, 100 Yonge Street
Tth Floor Toronto
‘Washington DC, 20005 USA ON
United States of America
LALRL
Contact Mame: Chris One
Direct Fax Number. [
Direct Telephone Nurmber:
We, as authorized signatones, certifyy that the drafts listed sbove have been destroyed by shredding into staps no longes than lem or 1/2" wide, whach have mm bun d, pulped or granul (date), We agres
to indemnify you for the face vahue of the deaft should it be subsequently presented for payment. We have taken particulsr case to snsure that these are comp yed. We und d that if & tﬁ'dlh,u only been tom of

that there is a significant nisk it might be fraudulently repaired

i Authorized Signature
Name: Marne:

Title: Title
Telephone Number. Telephone Number.

If the Certificate of Destruction is printed prior to the draft being voided online or if the draft
cannot be voided online but the Certificate of Destruction for is printed for a Travelex voided draft,
the Reason field must be completed on the form prior to printing. The Reason field will
automatically be populated on the form if the Same Day Void Draft is completed online prior to
selecting the Print Destruction Certificate button.

Note: The form is available for printing only.
Click on the Print button to print the form. The form must be sent to Travelex to

complete the process.

B baipay .
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18. Online Draft Forms

18.1 Draft Certificate of Destruction Form

A Draft Certificate of Destruction form should be completed and sent to Travelex whenever a draft
is voided. The form is available on the Request to Void Draft page after searching for and getting
the draft details. The form will include details about the voided draft as well as instructions on where

it should be sent.

To print a Draft Certificate of Destruction form, click on the Print Destruction Certificate button on

the Request Void Draft page.

OME D ORDERS | RUESEIEIS | ACTMITY REPORTS | {
Manage Drafs »» | Void Same Day Draft | Print Stop Payment Form | Print Draft Stock Order Form

Reference Number: ® Drat Mumber O P niD Draft Nusmber: 461723
[ ] ©onthumber O Pame S
Amount; 300 00

Reason: Encashnent Country: F

Stop Paywent Print Count: 0

Clear

ge Center
F Vol tequest 1o vold dEaft 361721 has been successiully proccessed:

RequesioVodpsn ]

Benefickuy: Andrew Siverson

Click to Print
Destruction Certificate

Print Destruction Certificate

CHInc. Chris One  Apr7,200917:4:19

Change Password | E-mail | Help | Logout

The Destruction Certificate form is presented.

DESTRUCTION CERTIFICATE
Print and fax this form to 1 202 513 5202

Sheuld yeu have queries about completing the Destruction Certficate please contact

Reason for Destiuction
Incorrect amount

To: Amn Investigations Dept From: CHIne
1152 15th ST MW 15th Floor, 100 Yonge Street
Tth Floor Toronto
Washington DC, 20005 USA OoN
United States of America
M1M 1M1
Confact Name: Chiis One

Direct Fax Mumber.
Direct Telaphons Number

Customer Assist at 1-800-514-3166 or emal lex com for
Date of Destruction Tue Apr 07 2009 17:04:42 EOT
Draft Huinbr Chirad Huirnabvist Dt of Issuance Cumrency & Amount Py Name
461723 BATR40-2037915 Tue Apr 07 2009170344 EDT EUR 300,00 AMDREW SILVERSON

(dste). We agres

on
that if s draft has ondy been tomoor

We, as authormed signatones, cestify that the drafts hsted above have been destroyed by shredding inlo stnps ne lenger then lem or 1/2* wade, whach have then b pulped ar
to indemnify you for the face value of the deaft should it be subsequently presented for payment. We have taken pasticular care to enmue that these ase comy destroyed. We
that there 15 & ek it might be ] repaired.
Authorized Signature Authorized Signatuze:
Mame, Narng:
Titha: Title:
Telephone Number, Telephone Number,

ﬁzbalPay o
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If the Certificate of Destruction is printed prior to the draft being voided online or if the draft cannot
be voided online but the Certificate of Destruction for is printed form a Travelex voided draft, the
Reason field must be completed on the form prior to printing. The Reason field will automatically
be populated on the form if the Same Day Void Draft is completed online prior to selecting the Print

Destruction Certificate button.
Note: The form is available for printing only.

The form must be sent to Travelex to

Click on the Print button to print the form.
complete the process.

18.2 Draft Stop Payment Form

The Draft Stop Payment form is available online to provide users easy access to the print the form.
The form’s fields are populated with the client and draft details and provide processing instructions.

To access the Draft Stop Payment Form, click Manage Drafts from the Manage submenu.

3amy Donovan BamyDonovan  May 7, 2009 185712

[—
GlsbalPay BaryDonovan May7, 2008 18671
o, Change Password | E-mail | Help | Logoug)
HOME
v Manage Beneficiary
Manage Formals
IweLcome e
Manage Pricing
oims Pondi b

dere Here are some bps on making the most of your tamplates

E
£
&
]

Dnmmﬂalﬂil B g . |
hmortant ofication: Click to Access Draft
Stop Payment Form

Select Print Stop Payment form from the submenu (Note: If the user does not have access to
other Draft Management options, the Print Stop Payment Form page will be presented by default).

The Stop Payment Form page is presented.

HOME | QUOTE AND ORDERS | [REREIEEY | ACTIMITY REPORTS | PRINT

Manage Drafts »» | ‘oid Same Doy Draft | Print Stop Payment Form | Print Droft Stock Order Form

Reference Number: P37555 | O Draft Mumber ) PaymentD D';" N“T:ISEI!: ;g;;géa
I 3
Benaficiany: Andrew Siverson
Amount: 200,00
| pooiformn | Payment Currency: Euro
Reasom: Encashment Country: France
m Initiated Cn: Apr 7, 2009 14:28:33
Status: Print_Ready

E Prims: 0
Reprint Requests: 0

Stop Payment Print Count: 0

lease enter reason and click "Print Form™ button

B2
Travelex | e

Gisbal
P y Global Business Payments

Alliance



To select the specific draft, enter either the Draft Number or the Payment ID number in the
Reference Number field and click on the Get Draft Details button. The page is updated with draft

details and the Print Form button is enabled.

To print the form, enter details in the Reason field (this is a mandatory field) and click on the Print

Form button.

GisbalPay

MANAGE
Manage Drafts == | Vioid Same Day Ovaft | Print Stop Payment Form | Prict Draft Stock Order Form

Raason:

Incorrect beneficiary]

nter Reason
Here

Please enter 1eason sl click “Print Form™ button

[ Daiookup | DoafiDetais
Reference Number: O DratNumber & Payment ID
Gel Dran Details

Print Form

Print Form

CHIne Chris One Apr7, 2008143012
Change Passward | E-mail | Help | Logout

Dnaft Humbed: 461707
Payment Il 2037863
Beneficiany: Andrew Silverson
Amount; 20000
Payment Curency: Eura
Encashiment Country: France
InRtiated One Apr 7, 2000 14:28:33
Status: Prini_Ready
Prints: 0

Reptint Requests: 0
Stop Payment Priot Count: 0

The Draft Stop Payment Form is presented.

HOME | QUOTE AND ORDERS | [REREIEEY | ACTIVITY REPORTS | PRINT

(Manage Drafts »> | ‘Void Same Doy Draft | Prind Slop Paymert Form | Prind Draft Stock Crder Form

Print and fa ths form te 1202 513 5202

Fheuld you have quenies about completing the Stop Payment Request please contact
Customer Assist at 1-800-514-3166 or email customerassist@travelex com for assistance.

Re:(hereatter referred fo as the "company™)
Date of Stop Request:

CHIne,
Tue Apr 07 2008 14:31:07 EDT

[haft Number
461707

Deal Number
64TT96-203T363

Date of Issuance
Tue Apr 07 2009 14:28:32 EDT

Reason for Stop Payment

Incorect beneficiary

To: Aftn: Imvestigations Dept
1152 15th 5T NW
Tth Floor

Washington DC, 20005 USA

Stop Payment Request and Indemnity Agreement

Currency & Amowmt
EUR 200.00

Payee Name
AMNDREW SILVERSON

Frorm:
({Full Branch Address)

CH Int.

15th Floor, 100 Yonge Street
Toronto

ON

United States of America
MIM 1M

Contact Name: Chris One

Direct Fax Number.

Click on the Print button and select the
appropriate printer to print the form.

18.3 Draft Stock Order Form

Note: The form is available for printing only.
The form must be sent to Travelex to
complete the process.

The Draft Stock Order form is available online to provide users easy access to the print the form.
The form’s fields are populated with the client details and provide processing instructions.

“GwizhalPay o
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To access the Draft Stock Order form, click Manage Drafts from the Manage submenu.

GlsbalPay S e

Change Password | E-mall | Help | Logouy

HOME
v [P —
Manage Formats
— S e
Marage Price
o P ” ._

Click to Access Draft
Stock Payment Form

Temnplates: Using GlobaiPay Alliance termplates can really speed the ascambling of rders Here are some Eps on maxng the most of your tamplate

[Reviirwring Orders: GlobalPay Alllance ha

Managing Beneficiaries: GlobalP

Case Studies: Let us knaw hiw

Select Draft Stock Order Form from the submenu (Note: If the user does not have access to
other Draft Management options, the Draft Stock Order Form page will be presented by default).

The Print Draft Stock Order Form page is presented.

HOME | QUOTE AND ORDERS |

Manage Drafts == | Void Same Day Draft | mwwrml Prini Dratt Stock Order Form
 print |
Draft Stock Order Form
Flease complete the form, sign and fax it to
Attn: Johannes Krestschmann/Clerical Dept.
Fax: 202-513-5215
Pleaze call 202-408-1200 ext 6230 for assistance.
Quantity [250 Sheet Minirum]:
Chient: CH Inc Date: Wed Apr 08 2008 11:10:08 EDT
Orderad By: Chris One Phone Number: |
App1 oved By: | | Phione Number:
Logo on Stock
O Travelex Logo
O Customer Logo (print on stock)
O Mone {logo printed frorm application) Logo Mama:
Ship Draft Stock to:
Aftn: I | Company Name:
Street
Suite:
City
ProviState:
Complete the stock order fields (e.g. Quantity, shipping address, etc.).
Click on the Print Form button and select the Note: The form is available for printing only.
appropriate printer to print the form. The form must be sent to Travelex to

complete the process.

“GwizhalPay >

Alliance Global Business Payments



19. ONLINE SUPPORT

If you require assistance with GlobalPay Alliance or placing an order,
please call Travelex at 1-800-897-6333.

“GwizhalPay -

Alliance Global Business Payments



