r? Smartpayments
N~ —



$
( X
<)
$ ) 1)
") ) ) 1
+ ) )
) 1)
-+ -18$)
) ) #
) ! ) 1) )
$
) O
1 .
1 ) 2 #
1 "1
X
)
1 1)
) )
#
!
#())

Lo# ()

%
&
&
&
&
&
&
&%
&%
&
3
3
4
%
3
3&
3
3
3
3
34



3%

#())
)
5 1
. 3
)
0)
)
L7 8
L1 o#() 7 8 4
9 7, 8 %
Iy 117, 8 %
9 1 7 8
1 %7 8 &
) 1) 7, 8 3
"4

%



paymenks T
new payment
To create a payment you must satisfy the following conditions:
You must be a payer.
You must have at least one active bank account.
You must have permission to create a payment.
You must have at least one trading partner.

To check whether this applies to you, click on the Payments menu and look at the items that
appear. If there is a ‘New Payment’ option then you have permission to create a payment,
otherwise you haven't been given the access.

Click on the Payments menu to display the options available and then click on the New Payment
option to display the new payment screen. If you don't satisfy one of the above conditions e.g.
you don't have an active trading partner, an error message will be displayed. Otherwise, the
screen should appear as below.

Reference No.: Mot allocated - Mot saved

Last Saved: MNever

Debit Account: | 456787-234566 =l

Line Item: 1

Payee: |Se|ectaPayee Rkl

Payer Reference: I

Paid Against: |13D—Invoicing data sheet =]
Document Reference: I

amount (auUD):

Contact (optional): I
Text Mote (optional): | d

[ -

Add Femaowve | New [tem |

Saved line items
® There are no saved items.

Cancel |

The following bullets describe the contents of this page:



The Reference No. field shows the unique payment reference number for this payment. This
payment will be referred to by this number throughout the Payments system. If the payment
is empty and has never been saved this will show “Not allocated — Not saved” as above.

The Last Saved field shows the last time that the payment was modified and saved.

The Debit Account field is the bank account that you are making the payment from. This will
appear as the bank account number. Select the appropriate bank account from this list. Note
that only active bank accounts will appear in this list. If a bank account has not yet been
activated by an administrator you will not be able to make a payment from it.

The Line Item field is the item that you are currently editing within this payment. You cannot
change this.

The Payee field will show the list of active trading partners that you have. You can select any
payee from this list to make the payment to.

The Payer Reference field is your own reference for this payment. You can enter any text in
this field.

The Paid Against field is the document type that you are making the payment for. You should
select the document type that is appropriate to the payment being made.

The Document Reference field is the reference for the document to which the payment refers.
This should correspond to the reference that the payee would expect to see.

The Amount field is the amount of money, in Australian dollars, that you want to pay. You
should enter this as a dollar amount without a dollar sign e.g., 9.23 instead of $9.23.

The Contact field and Text Note fields are optional. The contact name should be the person
to which the Text Note refers. If you specify a text note, you must specify a contact name.

The Add button adds the item details in the above fields to the payment.
The Remove button removes the item displayed from the payment if it has been saved.
The New Item button will create a blank item for you to modify and add to the payment.

The Saved line items list will show all the items that have been added and saved for this
payment.

Finally, the Cancel button will exit the screen without saving any changes made.

When you have entered the values in the new payment form, click on the Add button to add the
item to your payment. Doing this will save the payment. If this is the first item that you have
added, your payment will be allocated a unique Reference Number shown at the top of the
screen.

After you add your first item to a new payment, the Reference No. field will display the unique
payment reference for the payment. This will be shown as the word “PayNet” followed by a
number e.g., PayNet30, and the status of the payment as “Saved”.

The payment reference number is used to track the payment through the entire Payments system
and will be displayed whenever this payment is referred to.

In addition to being given a payment reference number, the saved items will now show the new
item that you added to the payment as in the following picture.



Saved line items
® The iterns in the list below have been saved to the TradeGate Payments database for this payment request,

Item Payee Payer Ref. Document Ref. Note Type Amount {(AUD)
1 zafShipping Pty Ltd &XY06022001 INV-SYD0091  Yas 780 1500.00

Total Payment {AUD): 1500.00

Printl Savel Cancell Submitl MNew Reguest |

This provides a summary of the item. If you want to view the entire details of the item either to
edit it, remove it or just view it, click on the item to show the details in the top portion of the
screen.

Each time you add or change a payment item the total amount will be recalculated and displayed
for the payment.

You will also see that there are now several buttons that are available to you. These are:
The Print button will print the items for the payment for safe-keeping.

The Save button will save the payment request (if not already saved) and return to the list of
payments.

The Cancel button will exit the screen without saving any changes and return to the list of
payments.

The Submit button allows you to submit the payment for processing by the banking system.
This is explained in further detail in the “Submitting a payment” section.

The New Request button will clear the current payment and create a new payment for you to
edit.

When you have successfully added an item to your payment so that it appears in the Saved line
items list at the bottom of the payment screen, you can click on the saved item to display the full
details of the item in the top portion of the screen. You can then make modifications to the item
and click on the Add button when you are happy with the changes made. If you do not click on
the Add button your changes will not be saved.

To remove a payment item that appears in the Saved line items list at the bottom of the payment
screen, click on the saved item to display the details in the top portion of the screen and then click
on the Remove button. This will permanently delete the item from the payment.



n #
To submit a payment for processing by the banking system you must satisfy the following
conditions:

You are a payer.
You have permission to submit a payment instruction for processing.
You have a saved payment request to submit.

# <= I #
$ <)
This section assumes that you are viewing the payment either in the Edit Payment Request

screen or the Payment Details screen. If the title does not show that you are in one of these
screens, follow the guidelines of the “Viewing payments” section first and then return here.

# ) # # #O# < )X
# # ) # )

Firstly, you will be prompted to confirm that you wish to submit the payment. This is to confirm
that you wish to proceed. The following dialog will appear.

Microzoft Internet Explorer |

@ A you sure wou want to submit this payment request for processing?

Caricel |

If you click on the OK button, you will proceed to the next step, otherwise you will be returned to
the previous screen without submitting the payment.

Next, you will need to re-enter your user credentials. This is to ensure that you have permission
to submit the payment. The screen will be shown as in the following picture.

Lser Yalidation

® To zubmitthe paymentthe login detailz entered must be for an active uzer with permizsion to submit 3 payment

® oo have three (31 atternpts to prowide valid lagin credentials, If you fail to prowvide valid credentials your

account will be deactivated,

Enter login details in the spaces provided below,

Login name: |

Password: |
Submitl Cancel |




You have three (3) chances to enter user credentials for a user with permission to submit the
payment. If you fail to enter valid credentials three times the entire Tradegate Payments account
will be de-activated and you will need to contact Tradegate to have it re-activated before anyone
can use it again.

If you press the Cancel button you will be returned to the list of payments.

If you press the Submit button you will be given another chance to confirm that the payment is
correct before submitting it for processing. Note that once you have submitted the payment you
cannot stop it from being processed by using the Payments system. The screen will be displayed
as in the following picture.

Confirm Payment Details
Flease confirm that the details provided below for your payment are correct before continuing,
Payee Amount (AUD)

ZAF Shipping Pty Ltd 1530.00

Total Debit Amount (AUD): 1530.00

Subimit | Cancel |

Again, pressing the Cancel button will exit and return you to the list of payments without
submitting the payment. Clicking the Submit button on this screen will actually submit the
payment for processing and display a confirmation screen as in the following picture.

Payment Submitted

The payment request PayMet2l has been submitted for processing.

o]

Your payment has now been submitted for processing and will be sent to the banking system with
the next batch of payments.
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list payments

To view your existing payments, click on the Payments menu item and then select the List
Payments option that appears beneath it. This will display a screen similar to the following. Note
that the options available on the page depend on the type of account you have, i.e., whether you
are a payer, payee or both.

® Click on a payment from the list below to wiew the details for the payment,
® Click "Cancel" to return to the payments meanu.

® oy can view payments with 3 specific status by zelecting the status from the list below and
clicking the "Change Status" button,

Wiew status: |All j Change Status
Reference No. Last Modified Status
Fayhetd7 07,/05/2001 4:12:19PM Fending
PayMetl? 18/04/2001 4:40:03PM Saved
PayMetlz 13/04/2001 10:18:01AM Pending
PayMet1n 30/03/2001 11:23:448M Pending
PayMett 28/02/2001 2:42:38PM Pending
PayMets 28/02/2001 12:16:52PM Paid
PayMet2 25/01/2001 4:02:04PM Pending

Cancel |

Whichever type of account you have, you will see a list of payments by reference number, last
modified date, time and status. If there are no payments a message will be displayed to that
effect.

If you are viewing this page as a payer you have the option of selecting the status of the
payments to show thereby narrowing the list. This option is not available if you are a payee. If you
are both a payer and payee there will be a link to “View as Payee” (as in the above picture) or
“View as Payer”. This link allows you to switch between the different views for your payments.

In the list of payments the reference number for each item in the list is a link to the details for the
payment corresponding to that reference number. Clicking on one of these reference numbers
will display the Payment Details page discussed below. The Last Modified field shows the last
date and time that each payment was changed and saved. The Status field shows the status of
each payment. This can take the following values:

Saved. A payment will have a “Saved” status if it has not been submitted for processing by
the banking system.

Pending. A payment will have a “Pending” status if it has been submitted for processing by
the banking system but the payment has not been cleared.

Paid. A payment will have a “Paid” status if it has been processed by the banking system and
has been cleared by the respective bank.

Dishonoured. A payment will have a “Dishonoured” status if it was submitted for processing
by the banking system but the entire payment was rejected by the respective bank.



Partially Dishonoured. A payment will have a “Partially Dishonoured” status if it was
submitted for processing by the banking system but at least one of the items in the payment
(not all of them) was rejected by the respective bank(s).

Authorisation Required. A payment will have this status if the payments account has been
enabled for multiple signatories. See sections “Dual Authorisation” and “Payment
Submissions”. This means that the payment created is pending authorisation.

Note that you can only modify a payment if it has a “Saved” status.

If you click on the reference number link for a payment in the list you will see the Payment Details
screen similar to the following picture. Again, the contents of the Payment Details screen will vary
depending on your view of it. For example, if you are viewing the payment as a payee you will not
be shown the Debit Account and will have restricted functionality.

Payment Details

Clicking on the "Delete” button will delete the payrment request,

Clicking on the "Change" button will allow rmodification of the payrent request,

® Clicking on the "Clone" button will rmake a copy of thiz payrient request and allow
you to modify the new request,

® Clicking on the "Subrmit" button will subrit the payment for procassing,

® Clicking on the "Cancel" button will return you to the list of payments,

Reference Number: PayMet21

Date: 12/02/2001 4:29:21PM
Status: Saved

Total Payment {(AUD): 1500.00

Debit Account: 409990-5656000

Item MNo.: 1

Item Status: Saved

Reference: Axy06022001
Payee: Zaf Shipping Pty Ltd

Paid Against: 780

Document Reference: INV-SYDOO091
Armount (AUDY: 1500.00

Contact: Accts Department
Mote: Ocean Freight

Printl Deletel Change | Clunel Submitl Cancel |

The above picture represents a payer’s view of a payment with a “Saved” status. On this screen,
you will see the items of the payment relevant to your account.

In the above picture, the payment has not been submitted for processing. In this case, the

following options are available:

The Print button, which is always available, will print the payment for safe-keeping.

The Delete button will permanently delete the payment. This is only available if the payment
has a “Saved” status and you have permission to alter a payment. You will need to confirm
that this is what you intended to do prior to the payment being deleted — just in case you
clicked by mistake.

The Change button allows a payer to change any or all details of the payment. This is only
available if the payment has a “Saved” status and you have permission to alter the payment.
Clicking on this button will open the payment in the Edit Payment Request screen so that you
can modify it.



((

The Clone button allows a payer to copy the entire payment to a brand new payment that can
be edited. This is available regardless of the status of the payment. Clicking on this button will
open the new payment in the Edit Payment Request screen so that you can modify it.!

The Submit button allows a payer to submit the payment for processing by the banking
system. This is only available if the payment has a status of “Saved” and you have
permission to submit the payment. Refer to the “Submitting a payment” section for what
happens when you click this button.

The Cancel button exits the screen and returns you to the list of payments.

Note that a payee only has access to the Print and Cancel buttons on this page.




)* *

The Tradegate Payment system allows you to track payments that have been submitted to the
banking system for processing.

When a payment is first submitted by a payer for processing, it will have a status of “Pending”. At
3:50pm on the same or next business day” (if submitted after 3:50pm), the payment will actually
be sent to the banking system with the batch of payments for that day. When this occurs, an entry
will appear in the Processed Payments list (see below) for the actual bank reference for the
payment(s) made. This payment instruction will debit the payer’s bank account and credit a
central holding account used for all payment clearance. After the bank clearance period
(currently 4 business dayss), the bank is instructed to transfer the payments from the holding
account to the corresponding payee bank accounts. At this time the status of the payments will
change to “Paid".

Should a payer’s bank reject a payment for insufficient funds, invalid bank account details or any
other reason, the status of the payment will be changed to “Dishonoured” and all related parties
will be notified by email. If on the other hand, a payee’s bank rejects a corresponding credit
payment (very unusual), then the payment may either change to a status of “Partially
Dishonoured” if not all of the items within the payment have been rejected, or “Dishonoured” if the
entire payment has been rejected. Again all related parties will be notified.

Note that a payment can be rejected any time within the clearance period.

Where a payment has been partially dishonoured, the payment details will display the
dishonoured items within the payment as having a “Dishonoured” status.

paymenkts i

processed payments

Since the Payments system bulks payments to reduce transaction costs, the actual bank
reference that appears on your bank statement will not coincide with any payment reference
number. Instead it will take the form of a Direct Entry (DE) file number followed by a debit (D) or
credit (C) code e.g., “DE6 D1”, “DE10 C8". This reference corresponds to a single debit or credit
instruction to the bank for the total of all funds to be transferred to or from your bank account.

To cross-reference a bank reference to the corresponding payment and remittance advice
references, click on the Payments menu and then on the Processed Payments option that
appears beneath it. The screen will appear as follows:

)y ) ) #(



Processed Payments

® Click on a direct entry fram the list below to view the payment details far the entry,

® Click "Cancel” to return to the payments menu,

DE Mo. Sent Dishonoured Amount (AUD)

DEY3 15/01/2003 3:30:00PM Mo 1000.00

Cancel |

This screen shows you the Direct Entry (DE) files that have been sent to the banking system.
Each item in the list will display the DE file number e.g., DE73, the date and time that it was sent
to the bank, whether it has been rejected by the banking system and the total amount of the items
in the file relating to your bank account(s).

The DE file number is a link to the details of the file corresponding to the DE file number. Clicking
on this link will produce the Direct Entry Details screen as in the following picture.

Direct Entry Details

® Clicking on the "Cancel" button will return you to the list of processed payments,

DE Mumber: DEGS
Sent: 09/01/2003 3:50:06PM
Dishonoured: Mo

Total Amount { AUD): 1020.00
Item Mo.: D1
Dishonoured: Mo
Payrment: Payhetos
Remittance Advice: ADNTO
Remittance Advice Item: 1
Arnount (AUD: 350.00
Item MNo.: D1
Dishonoured: Mo
Payment: PayMetcs
Remittance Advice: ADNVTL
Remittance Advice Item: 1
Armount (AUDY: 670.00

ml Cancel |

On the Direct Entry Details screen, you will see details of every payment instruction and
remittance advice that corresponds to the DE file number and each debit or credit code. In the
above picture for example, we are looking at DE file number DE68 which has only debit (D) items,
each of these items being D1. All of these items will appear as a single entry on the payer’s bank
statement with reference “DE68 D1". That is, rather than paying for two transactions of $350.00
and $670.00 the Payments system has bulked all these to the single debit of $1020.00 from the

payer’'s bank account.

Where there is more than one bank account debited or credited there will be more than one
(distinct) item number appearing on this screen.

For each item that appears on this screen, the details show whether the item has been rejected
by the banking system, the corresponding payment and remittance advice references and the



amount of the item. The payment references and the remittance advice references are links to the
corresponding details for the payment and remittance advice respectively. That is, by clicking on
the payment reference number you can view the actual payment instruction corresponding to this
bank statement item. Similarly, by clicking on a remittance advice reference you can view the
remittance advice corresponding to the bank statement item.

By using a combination of the payments list, payment details and processed payments screens
you can track a payment from its creation to bank processing to subsequent clearance.
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list advices

You can view your remittance advices by clicking on the Remittance Advices menu item and then
clicking on the List Advices option beneath it.

If you are a payer then this option is always available. If you are a payee, then this will only be
available if you have permission to access remittance advices for your account.

Clicking on the List Advices option will display a screen similar to the following.

Remittance Advices

® Click on an Advice Mumber from the list below to view the details for the advice,

@ Click "Cancel" to return to the Remittance Advice menu,

Advice Mo. Date Payment Ref No. Amount (AUD) Payee Account Payee Business Mame
ADWTO 09/01/2003/1210 PayMets? 350.00 PHNTZ4 Zaf Shipping
ADWTL 09/01/2003/1214 PayMetss 670.00 PHNTZ4 Zaf Shipping

Cancel |

The list of advices displayed will show the unique advice number, the date and time that the
advice was generated (in the format DD/MM/CCYY/HHMM), the payment reference number
corresponding to the remittance, the total amount of the advice, the payer details and the payee
details.

The remittance advice number is a link to the details for the advice. Clicking on this opens the
Remittance Advice Details screen for the particular advice. The details that appear on this screen
(below) will be different depending on whether you are viewing it as a payer or a payee.

Remittance Advice Details

Advice Mo.: ADY70

Payment Reference No.: PayMeta?

Date: 09/01/2003/1210
Amount (AUD): 350.00

Bank Account Details
Account Wumber Debited:
Account Holder:

222333-35555676
Axy Customns Pty Ltd

Payee Details

Account Mo PMNT24
Business Mame: Zaf Shipping
BB 11290005566
Phone Mumber: 9256 5288

Fax Mumnber:

Email Address:
Contact Name:
Contact Phone Ma.:
Contact Email Address:

Itern Details

acct@zafship.com
Peter

9256 0222
acct@zafship.com

® Ttem Mo. 1

Payment Item Mo.: 1

Amount (AUDY: 350.00

Payer Reference: Payer Ref 2

Paid Against: 700 - Wwayhbill
Document Reference: SGSIMSYDZ2E2822
Contact:

Pavyer Mote:

Edited: Mo

Printl kenu |

Ciowinload | ﬂl
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The Remittance Advice Details screen shows all the details for the remittance made. The above
view is for a payer and shows the bank account debited and who the payment was made to. If
this is viewed by a payee the screen will show their bank account details and the payer’s details.

At the top of the advice details, the payment reference is displayed as a link to the payment
details corresponding to the advice. You can click on this to view the associated payment.

The items on the remittance advice are listed by item number and include the payment item
number for cross-reference. For each item there is an Edited flag which indicates whether the
payer or payee has changed the text references for that remittance advice. This can be done by
clicking on the Edit button at the bottom of the screen. Note that the original values are still kept
and displayed along with the new values.

The buttons on this screen allow you to:
Print the remittance advice for safe-keeping.
exit and return to the Menu
Download the remittance advice; see the “Downloading a remittance advice” section

Edit the remittance advice text references should this be necessary.

remittance advices r
fFind an advice
You can also search for a particular remittance advice if you know the advice number. To do this,

click on the Remittance Advices menu item and then click on the Find an Advice option beneath
it. Doing this will show the following screen.

Find Remittance Advice

® Tofind 5 remittance advice enter the Advice Murnber in the bou below and click on "Find". Adwice Mumbers must be of the form "ADY" followed by up
to S digits,

Advice Mumber: |AD\:’

ml Cancel |

Enter the remittance advice number in the box provided. The advice number should be the letters
“ADV" followed by a number e.g., ADV20. When you have entered the advice number click on the
Find button to search for the advice details.

If the advice is found, you will be shown the Remittance Advice Details screen as before,
otherwise an error message will be displayed.



remittance advices

view by payment

If you know the payment reference number e.g., PayNet37, but don't know the remittance advice
number, you can select the View By Payment option in the Remittance Advices menu. This
allows you to enter in the payment reference number and will display all remittances to your
account for that payment.

Remittance Advices By Payment Reference Number

® Enter 3 Payment Reference Mumber balow and click on the "Dizplay” button to zhow the remittance advices for the payment instruction

Reference Number; [Payhet Display |
Cancel |

When you have entered the payment reference number click on the Display button to display the
remittance advices for that payment. You will then be shown a list of all the remittance advices
displayed similarly to the Remittance Advice Details screen.

Remittance Advices By Payment Reference Mumber

® Enter 3 Payment Reference Mumber below and click on the "Dizplay” button to show the remittance advices for the payment instruction

Reference Mumber; |FayMetis Display |

Remittance Advices for Payment PayMeted

Bank Account Details
Account Number Debited: 222333-55555676
Account Holder: AXY Customs Pty Ltd

® Advice No.: ADV71

Date: 09/01/2003/1214
Armount (AUD): 670.00

Payee Details

Account Mo.: PNTZ24

Business Mame: Zaf Shipping
BBN: 11290005661
Fhone Nurmber: 9255 8888

Fax Number:

Email Address: acct@zafship.com
Contact Name: Peter

Contact Phone No.: 0256 88388
Contact Email address: acct@zafship.com

Item Details

@ [tem Mo.: 1
Payment Item Mo.: 1
Armount (AUD): 670.00
Paver Reference: Payer Ref3
Faid Against: 1320 - Invoicing data sheet
Document Reference: INWF2372727
Contact:
Payer Mote:
Edited: Mo

Printl Menu |



Each remittance advice number e.g., ADV71 above, will be a link to the details for that advice.
You will need to click on this link if you want to download or view the advice separately.

($
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You can download a remittance advice from the Remittance Advice Details screen. To access
this screen, follow the guidelines of the “Viewing remittance advices” section above.

Remittance advices can be downloaded as either a web form (as it appears on the screen) or as
an EDIFACT REMADV document. To download the remittance advice click on the Download
button at the bottom of the Remittance Advice Details screen. You will be prompted with the
following dialog.

Microsoft Internet Explorer

Do you weant 1o download this remittance advice as an EDIFACT message? Clicking on "Cancel”
wrill wiew this HTMWL page so that vou can download it separately.

oK | Cancel

This is asking whether you wish to download the remittance advice as an EDIFACT message or
as a web form. Clicking on the OK button will download the EDIFACT message while clicking on
the Cancel button will open a web form that you can save to your local hard disk.

P o#

If you click on the OK button you will see a copy of the EDIFACT message in a window as
follows.

“AREMADY EDIFACT MESSAGE -- Web Page Dialog  [EE3

-

# Clicking the "OK" button will delete the ELIFACT message, Plzaze
download the file before pressing "OK",

A+
THNB+UTNOC 34PN T23+PIT244+030123:1326+36"
THH+ADVIHEEMADV D994 TN ANZ20"
BGM+431+P ATMNETE T+
DTh+137.200301081210:203"
REFF+ANT-15191919157
FIH+EBBA55555676: AXY Customs+:222333'
FII+BF+66666666:Zaf Shipping +: 777777
DAT+HA42

MADHPE+FNTZ23+ AXY Customs +hMarket 5t Sydney
SNWAHSydney+ITEWAH2000"

CTA+ICH+ Peter'

COMNA acct@zafship com BN

COM+3262 5900 TE
DOCHIOMH3GERTEYD282822"
WCA+12:350 00

EFF+AHE Payer Bef 2'

TILE+D"

MWMOA+12:350 00 ATIDY

T+ 7+ADYVTO!

TIHZA1436"

i) -]

This may only appear if you are using Microsoft Internet Explorer. This screen shows you what
you are downloading (except for line formatting). You can print this screen by clicking on the Print
button. If you want to download the EDIFACT document do not click on the OK button yet.




You will also see the File Download dialog displayed:

File Bowndoad

s s e bo dovandond & e oo B losation.

065 22000 HIOKMDL COBA o oot Tl CoO T RaiC8 0T

sk verc el poua B B0 dio vt this fle?
™ B this program liom ks cussnt locahon
) o e e e
ot 48 =) ) (<
L 7w 8 ) 2@
# # ) )
! ) (/( )
# ) ) P@# ) ot

When you have downloaded the EDIFACT document, click on the OK button on the EDIFACT
message screen to close it.

$

If you clicked the Cancel button on the dialog displayed after clicking the Download button:

Microzoft Intemet Explone

T [ro pou wan! to dowekoad this iemitance sdvice &; an EINFALT mescage? Chchirg on "Cancel™ wil view thit HTHL
P 50 Tt L) c:af coveriond i shquaahek:

a window will open with the web form in it. This will appear the same as the original Remittance
Advice Details screen — it is a copy of it that you can save. To save the web form, select the File
Save As.. option from the menu of your internet browser. Close the window after doing this.
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account details =

edi preferences

This option is only available if you are a payee and have permission to do this.

As a payee, you can elect to automatically receive remittance advices as an EDIFACT REMADV
message whenever they are generated for your account. To do this, select the Account Details
menu item and then click on the EDI Preferences option beneath it. Doing this will result in the
following screen.

EDI Preferences

® 1f your company is UM EDIFACT EDI enabled, you can specify how to receive remittance advices from TradeGate Payments, TradeGate Payments
will push the remittance adwices to the settings given here, Mote that EDI transmissions are not secure,

® pomittance adwices can alzo be securely downloaded on-line as EDI messages or static web forms,

EDI Protocol: Mot EDI enabled j
UM EDIFACT Syntax: Synta 3 =
UM EDIFACT Character Set: Character Set C {Requires Syntax 3) |7
Metwark Address:

Other MNetwork User ID:

Submit Changes | Cancell

On this screen you can select how you would like to receive it (the EDI Protocol). This can be
either by email (SMTP) attachment or via a Value Added Network (VAN). The EDIFACT syntax is
always Syntax 3 and the character set is always C. These cannot be changed. If you select either
SMTP Attachment or Other Network from the EDI Protocol list, you will need to enter the Network
Address (email/VAN) and the user ID for the VAN.

When you have made your changes click on the Submit Changes button. If your settings have
been changed you will be returned to the Account Details menu, otherwise an error message will
be displayed.

That is all there is to it. The next time a remittance advice is generated for your account you will
receive the EDIFACT document automatically at the address that you specified.



reporks v

transaction history

|

payments by date

payments by ref no. |

|

payments by payee |

|

There are four reports that you can view regarding payments made from or to your account. The
content of these reports will vary depending on whether you view them as a payer or a payee.

Certain reports may not be available to you if you do not have permission to view them. In this
case, the option will not be available in the Reports menu.

n %
The first of these reports is the Transaction History report. This is shown in the following picture.

Date Reference Mumber Status Amount (AUD)
090142002 12:14:59PM Payhetssd Paid 670.00
09/01/2003 12:10;15PM PayMNeta? Paid 350,00

ml Cancel |

The Transaction history report is a brief summary of all payments made. This report will show the
date and time that the payment was made, the payment reference number, the status of the
payment and the total amount of the payment.

In this report, the date is a link to the Payments By Date report. Clicking on this link will display
the latter report which will list all the payments made on that date. The payment reference
number is also a link to the Payments By Reference Number report detailing the payments made
within the payment instruction.

&
The Payments By Date report enables you to list all payments made for a specific date.

Payments by Date

% Enter a date in the format DD/MMACCYY and click "Find"to display the payments for that date,

Date: |09/01/2003 Findl
Payments made on 09/01/2003.
Bank Account Payment Ref. No. Status Amount {AUD) Payee Account No. Payee Business Name Document Reference
222333-35555676 PayMetos Paid 670,00 PNTZ24 Zaf Shipping INW72372727
222333-53555676 PayMNets7 Paid 330.00 PNT24 Zaf Shipping SGSINSYD282822

ml Cancel |



You can enter in any valid date in the box provided on this report to view the payments made on
that date. The date must be in the format DD/MM/CCYY.

The details of the report will vary depending on your view of it. The above report is for a payer.
The details on this report include the bank account debited, the payment reference number, the
status of the payment, the total amount of the payment and the payee details and payment
reference details.

& "%
The Payments by Reference Number report allows you to list all the payments made within a
specific payment instruction.

Payments by Payment Reference Number

® Enter a Payment Reference Mumber and click "Find" to view the payments for that request, The Reference Mumber
must be of the farmat "PayMet" followed by up to 5 digits,

Payment Reference Number: [PayNet6d Find |

Payments for PayNet68

Bank Account Status Amount (AUD) Payee Account No. Payee Business Name Reference
222333-55555676 Paid 670.00 PNT24 Zaf Shipping Payer Ref3

ml Cancel |

On this report, you need to enter a payment reference number. This must be the letters “PayNet”
followed by a number, e.g., PayNet1019. After entering the reference number in the box provided
click on the Find button to display the report.

The report will list the details for payments made by payee within the payment instruction. Again,
the details of the report will vary depending on your view of it. The above report is for a payer and
shows the bank account debited, payment status and total amount, payee details and payment
references.

& &

The fourth report is the Payments By Payee report. This report allows you to search for all
payments made to a specific payee. This report is only available if you are a payer.

Payments by Payee

% Enter a Payee business name and click "Find" to view the payments for that payee,

® oy can enter the beginning of a Payee's business name or the entire name, If no exact match iz found, a match will be returned for the first Payee with business name
beginning with the text entered,

Payee Business Mame: |[£af Shipping Find |

Payments to "Zaf Shipping”

Date Payment Ref. No. Status Amount (AUD) Reference Document Reference
29/01/2003 11:36:064M PayMet7g Pending 1430.00 BM: 0107099302 0107099302_1

ml Cancel |



On this report, you will need to enter a payee’s business name or part thereof. If you enter only
part of a name e.g., “Zaf” the system will find the first payee with name beginning with the word
“Zaf" and show the report for that payee. If you enter the entire business name, the match will be
exact. When you have entered in the business name in the box provided, click on the Find button
to show the report.

The report will show the date the payment was submitted, the payment reference number for the
payment, the status and total amount of the payment and the payment text references.



messages

During normal operation of Tradegate Payments, various messages may be placed in your
message list. This will include submitted payments, trading partnership requests and activity,
activation and de-activation of bank accounts and modifications to data relevant to your account.

You can regularly check your messages by clicking on the Messages menu item. Doing so will
result in a list of your messages being displayed as in the following picture.

Messages

@ [12/08/2002 12:15:04PM] One of your payer bank accounts has been activated by 2 system administrator,
@ [07/01/2002 9:36:394M] ¥ou have a new invoice from account PMNTS,

® [15/11/2001 6:28:55AM] ¥ou have a new invoice fram account PHTSE,

® [05/114/2001 12:24:13PM] ¥ou have a new invoice fram account PMT3,

® [05/11/2001 3:54:57PM] ¥ou have a new invoice from account PHT3,

® [05/11/2001 3:40:02PM] ¥ou have a new invoice from account PHT3,

® [19/10/2001 3:24:20PM] ¥ou have a new invoice from account PHTL,

® [19/10/2001 9:59:02AM] Your trading partnership request with Payee account PHT10 has been accepted.
® [19/08/2001 11:11:42AM] You have a new invoice from account PHNT3,

@ [16/08/2001 9:34:004M] ¥ou have a new inveice from account PHTSE,

@ [14/08/2001 2:49:15PM] You have a new inveice from account PHT3,

@ [14/08/2001 2:30:30PM] You have a new inveice from account PHT3,

@ [14/08/2001 12:43:40PM] ¥our trading partnership request with Payee account PMTS has been accepted,

@ [14/08/2001 12:20:36PM] One of your payer bank accounts has been activated by a system administrator,

o

Each message will display the date and time that the message was recorded and a description of
the message. The messages will be sorted so that the latest message will appear at the top of the
list.



change password

You must have permission to change your own password. If you have permission, then the menu
will contain a Change Password item. Clicking on this menu item will display the following screen.

Change Password

Please enter your password and new password below, You are required to confirm your new password,

Current Password: |

MNew Password: |

Confirm Password: |

Subrnit | Cancel |

In order to change your password, you will need to supply your existing password. This is the
same as the one you used to login to the Payments system. You can then enter a new password
and confirm it in the boxes provided. The new password must be at least six (6) characters
consisting of only letters and numbers. It is case sensitive.

When you have entered your new password click on the Submit button to change your password.
The following screen will then be displayed confirming your change.

Password Changed

@ Your password has been successfully changed.
OKl

user accounks -
change user password
If you are a supervisor (administrator) of a Tradegate Payments account, you can change the

passwords of any or all users. To do this, click on the User Accounts menu item and then on the
Change User Password option that appears beneath it. The following screen will be displayed.



Change User Password

® Ty change a password for one of users accounts select the user from the list below and click the "Change Password” button,

Current users for TradeGate Payments account PNT23
tradegate

suEerl

userz

Enter the new password below, You are required to confirm the new password.,

New Password:

Confirm Passwaord: |"°‘°‘°‘°‘°‘°‘°‘°‘1

I

| Change Password I Cancel |

On this screen, select the user that you want to change the password for and enter the new
password in the boxes provided. You will need to confirm the new password to ensure you didn’t
hit the wrong key by mistake. Note that passwords must be at least six (6) characters and can
only consist of letters and numbers. They are case sensitive. When you have entered the new
password, click on the Change Password button. The following dialog will appear.

Microsoft Internet Explorer El

@ Are you sure you want to change the password for user userl?

oK I Cancel |

This asks you to confirm the user that you wish to change the password for. If you want to
proceed press the OK button, otherwise press Cancel.

If you press the OK button to continue, you will see the following message at the top of the screen
indicating that the passwords were successfully changed.

® The password was successfully changed for user userl

Note that this change is immediate. The user for which you changed the password will not be
able to access the Payments system using the old password after you change it. This includes
the user validation performed when submitting a payment.



invoices ¥
incoming invoices
You can check your invoices by clicking on the Invoices menu item and selecting the Incoming

Invoices option that appears beneath it. This will display the invoices for your account that you
need to pay or have already paid.

You can only access invoices if you have permission to do this. If you do not have permission, the
invoices menu will not be available to you.

® Clicking on an inveice will dizplay the details for the invaice,

Invoice No. Date Status Amount (AUD) Payee Payee Reference

INV7 9 24/01/2003 Outstanding 1500.00 Zaf Shipping G5TUS2992929 ..,
Cancel |

The screen will list the invoices showing the unique invoice number, the date of the invoice,
whether the invoice has been paid or not, the total amount of the invoice, the payee that
submitted the invoice for payment and their reference.

The invoice number is a link to the details of the invoice. Clicking on an invoice number will
display the following screen.

Invoice Details

® Clicking on the "Pay" button will debit the bank account specified for payment of the invoice.

® Clicking on the "Quit" button will exit this screen without submitting 2 paymeant,

Zaf Shipping
ABN 12345678900

89 York st
Sydney NSW 2000

TAX INVOICE

Invoice Mo. INWYO

TradeGate Ref. INW7O

Date 2440172003

Due Date 31/01/2003

Reference GSTUE2992029
SGSIMHKG1929292

TO: Axy Customs (Paver 2)
ABM 02876543212
44 Kent 5t

Sydney MEW 2000

This invoice is due for payment.

@ Pay invoice from account | 456787-23456R j

Item Description Mett Amount GST Total (AUD)
1 Ocean Freight 1500.00 0.00 1500.00
Invoice Total (incl. GST) AUD 1500.00
GST Included in Invoice Total AUD 0.00

Printl Payl Delete | Ouitl




%

The appearance of this screen will depend on whether you are a payee or a payer.

&

If you are a payer, you have the option of selecting the bank account you wish to pay the invoice
with. As a payee, this choice is not available to you.

As a payee you only have one bank account, so you cannot elect any other bank account for
payment of the invoice.

Clicking the Pay button will submit the payment for the invoice. If you do not wish to pay the
invoice, click the Quit button to exit the screen.

The option to delete an invoice is also available.

If you click on the Pay button to pay the invoice, a payment instruction will be created for the
payment and submitted for processing just as if you had done this yourself through the Payments
menu. You will be returned to the invoices menu if successful. You can check the payment
created by viewing the list of payments (see the “Viewing payments” section on how to do this).



archive

The Tradegate Payments system will automatically archive payments and remittance advices that
have not been modified for more than 90 days. In order to view these archived payments and
advices you will need to enter the Payments Archive.

To do this, click on the Archive menu item to display the following screen.

radeGate Payments Archive Access

® Warning! Accessing the TradeGate Pavments archive may resultin a loss of the performance as each request may take longer to execute,

® Modifying any data within the TradeGate Payments archive will resultin a duplicate copy of the data being created and stored in the main Trade@ate
Payments database, Mote that while in the TradeGate Payments archive data medifications made will not be wisible until exiting the archive,

® oy can esitthe TradeGate Payments archive by clicking on the "Archive" menu item,

Enter Archive | Cancell

Please take care to read the text that appears on this screen as it explains how the archive
works. In essence, when you are in the archive you will not notice any difference in how the
Payments system looks but the payments and advices that you are accessing are in a separate
part of the system to the un-archived ones.

If you wish to enter the Payments Archive, click on the Enter Archive button on this screen. After
doing this, the archive menu item will appear as a red button while you are in the archive and an
image of a safe will appear in the top right hand corner of the screen as in the following picture.

ggout radeGate Payments Menu
= |
istrati

Logoff the current TradeGate Payments session,

archive

© Invoices

Wiew your TradeGate Payments inveices

OO 1111 1L —
semitiountiletolley, ¢ Payse Registradion
L usenaccounts r) Payee Registration allows you to register as a TradeGate Payments payee,

© Archive

The Archive menu item allows you access to the TradeGate Payments Archive, If you are already in the Archive, this menu item will
appeat red, To enter or exit the archive select the Archive menu item,

When you want to exit the archive, just click on the Archive menu item again.



account details

business details

You can change the business details for your Tradegate Payments account only if you have
permission to do this.

To change your business details, click on the Account Details menu item and then select the
Business Details option displayed beneath it. The following screen will be displayed showing the
current business details for your account.

Change Business Details

Glogoub iy
istrati Business name: A Customs (Payer 2)
. Address: 44 Kent St :I
R 1T =N T
RO 11113 L2 S— ) -
account details = City: ISydnEy
business details State: [N Sy j
dual authority | Posteode: 2000
ABM; [ps7EE43212
eSS ACCOUE .
Phone no.: 3345 6767
wbank accounts Fax no. (opkional): 3345 7678
eSS LoD Sy -
y Email address: |-:Iavel:@a:wcustoms.com.au
‘Gutnading pastnens
Contact name: IDEW;J
e BANC IS gy .
: - Contact phone no.: | ¥l same as above
remittance advicesy Contact email address: I ¥ same as above
R 1T LS

Submit Changes | Cancel |

Make any necessary changes to the fields that you wish to alter and then click on the Submit
Changes button to save your changes.



user accounks =
create user

To create a new user you must be a supervisor (administrator) of a Tradegate Payments account.
The user that registered the Payments account initially is a supervisor.

You can create as many users for your account as you need. To do this, click on the User
Accounts menu item and then click on the Create User option beneath it. The following screen
will appear.

Create User Account

® The uzername must be at least four (4) characters in length and can only consist of letters and digits,
® The password must be atleast siz (8) characters in length and can only consist of letters and digits,

® The uzername must be unique for the account,

User name: I

Password: |

Confirm password: |

User expires: [ check if applicable

Days to user expiry: |

Password expires: [ check if applicable

Days to password expiry: |

Subrmit | Cancel |

On the Create User Account screen, you will need to enter at a minimum:

The user name of the new user. This will be their login name and must be at least four (4)
characters. It can only consist of letters and humbers.

The password for the new user. This must be at least six (6) characters and can only consist
of letters and numbers.

You will also need to confirm the password entered in case you hit a key by mistake.

On this screen you can also choose whether the user account expires or not (default is not to
expire) and how many days they can use the Payments system before their user account expires.
Note that if their user account expires they will never be able to access the system using this
username again.

You can also select whether their password should expire or not (default is no expiry) and how
many days they can use the system before their password expires. When their password expires,
they will be prompted with this notice and will have five (5) grace logins that they can continue to
use their old password to access the system. If they do not change their password within these
five logins, their user account will be de-activated and they will be denied subsequent access to
the system using this username.

As an example, to create a user with login name of “bill”, password “billjones” who can only use
the system for five days, do the following:

enter the name “bill” in the User Name field,
enter “billjones” in the Password and Confirm Password fields,

click on the Check if Applicable box next to the User Expires text so that the box is checked,



enter the number 5 in the Days to User Expiry field and

click on the Submit button.

You can put zero (0) in the password expiry field so that the user will have to change their
password immediately. Note however, that if you put zero in the user expiry field, then they will
never be able to access the Payments system.

Notes:
1. You cannot alter the expiry times for a user once set.

2. You cannot re-create a user with the same user name as used previously for the account.
Users for an account are stored in the system forever, whether you have removed them or

not. If you try to add a user that already exists (active or not), you will see an error message
indicating that the user already exists.



user accounkts =

access privileges

To select the permissions for a user, you must be a supervisor (administrator) for the Tradegate
Payments account. If you are not a supervisor this functionality will not be accessible to you.

To select a user’s permissions, click on the User Accounts menu item and then select the Access
Privileges option that appears beneath it. You will see a screen similar to the following. The
options that will be available on this screen will depend whether you are a payer, payee or both.

® Selecting a user from the drop-down list of users for your TradeGate Payments account will display the current access privileges for that user,
® pressing the "Update” button will update the access privileges for the selected user

® pressing the "Reset" button will reset the access privileges for the selected user fram the TradeGate Payments database,

User name: alice j

[ Ssupervisor for TradeGate Payments account

General privileges
Can change business details for TradeGate Payments account
Can change password of own account

r
r

[ can request, cancel, accept and refuse trading partnerships
[ can view transaction history for TradeGate Payments account
r

Can view payment reports

.

Can access TradeGate Payments invoices

Payer related privileges

[ can add Payer bank account

[T can remove Payer bank account

[T cancreate a new payment request

[ can submit & payment request for processing

Llpdate I Resetl Cancel |

! ) 7 I 8=
# )
To select the permissions for a user, select the username from the list given. By default a new
user has no permissions set.

To change a particular permission, click on the checkbox next to it. A check, or tick, in a box
indicates that they have permission to perform the functionality indicated. Where there is no
check in a box, the user cannot access that functionality.

If the Supervisor checkbox is selected, that user will automatically have access to all features in
Payments.

When you have checked the relevant permissions for a user click on the Update button to save
the permissions for the user. You can then select another user to update and so on. If you
change a user before hitting the Update button your settings will not be saved.

Changing user permissions is instantaneous. A user accessing the system while you are
changing their permissions will instantly only have access to the parts of the system that you
have granted them access to.



user accounks =

remove user

To remove a user from a Tradegate Payments account you must be a supervisor (administrator)
for the account. If you are not a supervisor, this functionality will not be available to you.

To remove a user, click on the User Accounts menu item and then select the Remove User
option that appears beneath it. You will see a screen similar to the following.

Remove User Account

® Ty remove user accounts select one or more users from the listbelow and click the "Remove User" button,

® Removing a user account will remove the user login details from the TradeGate Payments database, The TradeGate Payments account will not be
accessible uzing this login name after remowving the account. Mote that a user already logged in to the Trade@ate Payments system using these
credentials will be logged out upeon removal,

Current users for TradeGate Payments account PNT4
awylz3d

tradegate

John

julian

Bill

user

Anna

Fred

alan

Remowve User I Cancell

Note that if there are no users for the account, you will only see a message to this effect.

On the Remove User Account screen, select the user that you want to remove and then click on

the Remove User button. Doing this will result in the following dialog confirming your action.
Microsoft Internet Explorer K

@ Are you sure you want to rermove the user alice?

OK I Cancel |

If you are certain that you want to remove the user from the system, click on the OK button,
otherwise click on the Cancel button to return to the screen. Note that once you remove a user
you can never create another user with the same user name.

Clicking on the OK button will remove the selected user from the system, the change taking effect
immediately. You will be returned to the Remove User Account screen showing the remaining
users for the account.



bank accounts =~

add paver ajc

To add a new bank account you must be a payer and have permission to do this. If either of these
do not apply, this functionality will not be available to you.

Click on the Bank Accounts menu item and then select the Add Payer A/C option that appears
beneath it. You will see the following screen.

Add Payer Bank Account

® vou can have a marimum of five (S) bank accounts that can be uzed for payments.

Mame of Financial Institution: I
Address of Financial Institution | =l

[Street, City, State, Postcade)!

BSE:

Bank account no:

Halder of accaunt: ¥ Business Name

User-friendly name {optional):

Use as default for invoice payment: [T Check this box if required.

Direct Debit Request
® Forthe bank account specified abowe, you must submit an on-line DOR and deliver a signed copy to Tradegate ECA. The bank account will be enabled
by Tradegate ECA upon receipt of the DDR,

@ prozszing the continue button will generate 2 DDR for the account,

Continue | Cancel |

Note that as a payer you can only have five (5) bank accounts. If you already have five bank
accounts, this screen will indicate that you cannot add another bank account.

To add the new bank account, fill in the details provided on this screen. The User-friendly name
box on this screen enables you to assign a name to the bank account. If this is done, the bank
account will be displayed using this name instead of the bank account number.

Also on this screen, there is an option to use the new bank account as the default account for
invoice payment. If you check the box next to this option by clicking on it, the new bank account
will appear as the bank account selected on the invoice screen (see the “Checking invoices”
section for how this will appear).

When you have entered the details on the form, click on the Continue button. This will generate
the Direct Debit Request (DDR) and the DDR Service Agreement forms for you to print, sign and
return to Tradegate. You will need to press the Accept button on the DDR screen to add your
bank account.



Direct Debit Request - Web Page Dialog

account norminated in the Direct Debit Request enables direck debiting.

&, Itis the client(s)' responsibility to ensure there are sufficient cleared funds
available in the BSBSAccount nominated in the Direct Debit Request at the
due date of the debit drawing to enable payment.

7. ‘wWhere a debit itemn is returned by the Client's bank, this will be credited to
the Client's account. Mo fee will be levied howeaver, TAL reserves the right
to cancel The Service imrediately,

5. TaAL adwiszes the debit from the dient's account will take effect on the day
the payment instruckion is received via the TradeGate Payments module
provided it is received by the adwized cut off time of 3.50pm Sydney Time
[AEST), When a valid payrment instruction is received after the advized cut
off time, the debit will be executed on the following business day, when a
walid payrment instruction is received on a day other than a business day
[Saturday, Sunday or national public halidays), the dients' nominated
account will be debited on the next business day, Clients can direct
processing enguiries to their bank,

9. TAL requests the client to direct all enquiries, disputes, requests for
payrment changes or cancellation directly to TAL,

10, TAL agrees to keep confidential the client's recards & account details
cantained in The Schedule of this Direct Debit Request unless autharized
to release such informnation pursuant to a debit itern dispute ar similar
event where the client has provided prior consent to do so.

X

Iaftials of Company representative as ackrowledgement of page received and read

Data: I /!

Accept Decline | Printl

‘ | o

Note that your bank account will be created inactive and must be activated by a Tradegate
administrator before you will see it or be able to use it. When you click on the Accept button the
following screen will appear confirming your action:

Congratulations

The following bank account has been added successfully to your available accounts, This bank account will not be
accessible until activated by Tradegate ECA upon receipt of the DOOR for the account,

vou will receive an email when the bank account has been activated by Tradegate ECa,
Account number: 90090-5576889

Holder of account: Axy Customs Pty Led
User-friendly name;



bank accounts =

FEmMOove payer afc

To remove a bank account you must be a payer and have permission to do this. If this does not
apply to you, you will not be able to access this functionality.

To remove a bank account, click on the Bank Accounts menu item and then select the Remove
Payer A/C option that appears beneath it. You will see the following screen.

Remove Payer Bank Account
® wou must have atleast one bank account at all times,

® wou can only rernove active bank accounts, Bank accounts that have not been activated by Tradegate ECA will not be displayed below,

® sccounts will be displayed by the uzer-friendly name given to the accountif any, If no name was given for an account, the account number will be
displaved instead.

® Toremove an account select it from the list and click the "Remove" button. You can only remove one account at a time, When you have finizhed
remowing accounts, click "Cancel" to return to the menu,

Bank account: 456787-234566 j

Remove | Cancel |
2 ) ! # ()
b)r#() = # )
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bank accounts =~

change payee afc

To change your bank account details you must be a payee with permission to do this. If this does
not apply to you, this functionality will not be available.

If you are a payer, to change bank account details you will need to add a new bank account
following the guidelines of the “Adding a new bank account” section, and then remove the old
bank account using the guidelines of the “Removing a new bank account” section when the new
one is active.

As a payee, you cannot actually change your bank account details on-line, but can generate a
Direct Debit Request (DDR) and DDR Service Agreement that you can print, sign and return to
Tradegate . A system administrator will then change your bank account details and notify you
when this has been done.

To generate a DDR and DDR Service Agreement for a change of bank account, click on the Bank
Accounts menu item and then select the Change Payee A/C option that appears beneath it. The
following screen will appear.

Change Payee Bank Account

® Changing your bank account details will not take effect until the Direct Debit Requestis received by Tradegate ECA forthe account, You will receive
an email when the bank account details have been changed by Tradegate ECaA,

Mame of Financial Institution: “Westpac Banking Corp
Address of Financial Institution Market St =]
[Street, City, State, Postcode]! S\;dney NSW 2000
=
BSB: | EEREGE
Bank account no: |???BZDDD
Holder of account: |Zaf Shipping W Business Mame

User-friendly name {optional): I

Direct Debit Request

® Forthe bank account specified above, you must submit an on-line DOR and deliver 3 signed copy to Tradegate ECA, The bank account will be changed
by Tradegate ECA upon receipt of the DDR,

® preccing the continue button will generate a DOR for the account,

Cancel |
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search accounts

You can use the Tradegate Payments system to search for business details of an existing
Payments account. This search can be performed by either entering a business name, or part
thereof, or by entering a Payments account number.

To search for an account, click on the Search Accounts menu item. The following screen will be
displayed.

Search TradeGate Payments Accounts

® Enter all or part of a business name to search for all accounts with business name containing the tent entered, For enample, entering the teut "My
Bus" will find all accounts with business name containing "My Bus",

Search by TradeGate Payments Account

(Partial) Business Name:

Search | Cancel |

By default you are prompted to search by business name. If you want to search by Payments
account number, click on the “Search by Tradegate Payments Account” link. The screen will then
appear as below.

Search TradeGate Payments Accounts

® Enter s TradeGate Payments account nurmberto view the details of that sccount. The account number should be in the form PHT follawed by up to 2
digits,

Search by Business Name

Account Mumber: |

Search | Cancel |

Similarly you can click on the “Search by Business Name” link on this screen to return to the
previous one.

If you are searching by Payments account number, you will need to enter the exact account
number as the letters “PNT” followed by a number, e.g., PNT39.

If you are searching by business name, you can either enter the start of the business name, or
the exact business name of the account you are looking for. For example, to find all accounts
beginning with the word “Payer” enter this text in the Business Name box and click on the Search
button.

If your search is successful in either case, you will see results similar to the following picture.



Your search resulted in 1 matches.

@ fAccount Number PNT12

Business Mame: Zaf Shipping

ABM: 12345678900

Address: 289 york St
Sydney NSV 2000

Phone Mumber: 9290 2666

Fax Number:

Email sddress: acct@zaf ship.com

Contact Mame: Keay

Contact Phone Mumber: As above
Contact Email Address: As above

The results will show you all the accounts that match the criteria that you provided in the search.

If your search fails, you will see the text “Your search resulted in 0 matches”.
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trading partners

Trading partnerships are the cornerstone of the Tradegate Payments system. In order for a payer
to be able to create and submit a payment to a payee, a trading partnership must exist between
these parties.

The Trading Partners section of the Payments system is designed to be easy to use and intuitive.
Through this section, you can:

request new trading partnerships,
accept trading partnership requests,
decline trading partnership requests,
cancel existing trading partnerships and

view your declined or cancelled trading partnerships.
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As mentioned in the “Checking messages” section, your message list will display messages for
new trading partnership requests, as well as accepted, declined and cancelled partnerships. Also,
all these actions will trigger emails to the respective parties indicating the action. For example, if
you request a new trading partnership with “Zaf Shipping”, then they will receive an email
notifying them of this request.

Note. You can only view trading partnerships for your own account. Similarly, no other account
can tell who you are trading with.

To manage your trading partnerships, click on the Trading Partners menu item. This will display
the following screen.

rading Partnerships

® The |eft hand list reprezents all the registered TradeGate Payments accounts that vou can request trading partnerzhips with, To request a trading
partnership zelect ane or more of the businesses in this list and click the "Request Partnership" button. An email will be zent to the requested
businesses informing of your request for a partnership, If they accept your request, vou will be notified by email and the partnership will be registered,
If they refuse your request you will receive an email notifying the reason that they provided for the request denial,

® The center list represents your currently registered trading partners, These are the TradeGate Payments accounts that you can do business with, To

cancel a trading partnership, select one or more of the businesses inthe list and click the "Cancel Partnership" button, Canceling a partnership will
send an ermail to your trading partner notifying that you have cancelled the partnership and stating the reason provided by you,

® The right hand list represents new requests for trading partnerships from other TradeGate Payments accounts, You can accept a new request by
selecting one or more businesses in this list and clicking the "Accept Partnership" button, alternatively, vou can refuse a partnership by selecting the
busineszes you wizh to refuse partnership and clicking the "Refuse Partnership” button, Either of theze actions will zend an ernail to the business
making the request notifying of your response,

® Thiz zcreen will autematically refrezh every minute, ¥ou can turn off auternatic updating by clicking on the "Manual Refrezh” button at the bottam of
the page,

TradeGate Payments

Accounts Registered Partnerships New Requests
Tradegate ECA Tradegate ECA
Zaf Shipping
Aspen Line
" " Accept Partnership |
Reguest Fartnership Cancel Fartnership |

Decline Partnership |

Return to kdenu tanual Refresh | Widen |




Note. The Trading Partnerships screen will automatically refresh itself every minute to keep you
up-to-date on any incoming requests. If you do not want the screen to automatically refresh, click
on the Manual Refresh button at the bottom of the screen.

The text at the top of the screen explains the functionality of the items on the screen. Take a
moment to read it if unsure.

You can widen and narrow the width of the columns that appear on this screen by clicking on the
Widen and Shrink buttons when visible.

The left hand column on the screen displays all the Tradegate Payment accounts that you can
have a trading partnership with. If you are a payer, you will only see the list of payees and vice
versa.

The middle column shows the trading partnerships that you have established. If a trading
partnership has been applied for, but not yet accepted, the business name that appears in this
column will be suffixed by the word “pending” in parentheses. By default, you will be registered as
a trading partner with Tradegate .

The right hand column shows the new trading partnership requests that other accounts have
submitted to your account.

If you have previously cancelled or declined a trading partnership, you will see a list at the bottom
of this screen for these accounts. This will appear similar to the following picture.

Feguest Farnership

To request a new trading partnership, click on one or more business names that appear in the left
hand column — the Tradegate Payments Accounts list* - and then click on the Request
Partnership button. Doing this will send an email to the other account(s) notifying of your request
and your business name will appear in their New Requests list on their Trading Partnerships
screen.
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After requesting a new trading partnership, the names that you requested partnership with will
appear in your Registered Partnerships list with the word “pending” next to it in parentheses:

Once the partnership is accepted, the word pending will disappear.

When a name appears in your New Requests list, this means that the other party has requested a
trading partnership with you.

You can accept this request by clicking on the name in the list and then clicking on the Accept
Partnership button. This will result in an email being sent to the other party informing that you
have accepted the trading partnership and you will appear in their Registered Partnerships list.
Similarly, they will now appear in your Registered Partnerships list.

When a name appears in your New Requests list, you can chose to decline the trading
partnership request. To do this, select the name in the New Requests list that you want to decline
and then click on the Decline Partnership button. You will see the following dialog appear.



This dialog confirms that you want to decline the trading partnership request. If you wish to
continue click the OK button, otherwise click the Cancel button.

If you click the OK button, you will need to enter a reason for declining the trading partnership. A
dialog will be displayed for you to enter this reason:

The reason that you enter will be included in the email that is sent to the requesting party.
Clicking on the OK button will decline the trading partnership.

You can cancel an existing trading partnership by selecting the name of the party from the
Registered Trading Partnerships list and then clicking on the Cancel Partnership button. Similarly
to declining a trading partnership (see the “Declining a trading partnership” section above), you
will be prompted to confirm that you wish to cancel the partnership and then you will need to
supply a reason for doing this.

Upon cancelling a trading partnership, an email will be sent to the other account(s) informing of
your cancellation and you will be removed from their Registered Trading Partnerships list.
Similarly, they will be removed from your Registered Trading Partnerships list and placed in the
Declined & Cancelled Partnerships list with the word “CANCELLED” in parentheses.



Dual authority is a higher security level that is optional. If enabled, user account management and
payments require the authority of two supervisors (administrators).

Dual authority affects the following:
Changing business details
Removing Payer bank account
Creating new users
Removing users
Modifying access privileges
Changing user passwords

Payments submissions

A supervisor can manage user accounts but changes are not enabled immediately, but are
enabled when a second supervisor authorises the changes.

Similar to a payment, a payment is not submitted to the banking system until a supervisor or a
user who has permission, authorises the transaction.

To enable Dual Authority, click on Account Details and then Dual authority.

Note: There must be at least two existing supervisors. Please refer to the sections “Creating a
new user” and “Changing the permissions of a user”.

Once there are two or more supervisors, the above option will be available to select. The first
supervisor selects the checkbox and then clicks on Enable.



The second supervisor logs into the Payments account. When they select the Dual Authority
option, they will see the following.

The above screen indicates which supervisor initiated the request. The second supervisor must
select the option and click on Enable.

Dual authority is now active and the above screen indicates which supervisors enabled this
feature. Most changes made to the Payments account will now require an authorisation from a
supervisor.

Note: You cannot disable this feature once it has been set. If dual authority needs to be removed
from a payments account, a written letter signed by a Direct Debit signatory must be sent to
Tradegate . A system administrator will then deactivate the Dual Authority feature.

If dual authority has been enabled, any changes made to your business or contact details will
require an authorisation from a supervisor. Changes will not take effect until the authorisation has
been made.



When the second supervisor accesses the business details, they can see that a request for
amendment has been initiated by user ‘axy123'.

To approve the request, click on the Authorise button otherwise click on the Reject button to
cancel the request.
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The transaction will then be shown as pending authorisation.
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If a new user is created and dual authority is active, each new user account requires an
authorisation from a supervisor. It will not be a valid account otherwise.

As in the above screen, we can see that user ‘grant’ was created by user ‘axy123’ and is pending
authorisation.

A supervisor would need to access their payments account, select the user and click on
Authorise.

The new user created, by default, has no access to the system. They can now be granted
access. See section “Modify Access Privileges (Dual Authority)”.

Once a new user has been created, privileges can be set for that user to access all or certain
areas of the payments account.

If dual authority is active, then an authorisation is required to complete the request.



The above user ‘alice’ was given the privileges shown. We can see which supervisor made the
request. Now a second supervisor would need to access the payments account, select the user
and click on the Authorise button.

The user will then be able to access the system with the privileges which were set.

A supervisor can change a password for another user anytime. However if dual authority is
active then it will require the authorisation of another supervisor before that change can take
affect.

Select user accounts and then select change user password. Once you have selected the user
and changed their password, the following message will appear.

A different supervisor would need to authorise the transaction before it can take effect.



Once the Authorise button is clicked on, a confirmation will prompt you. Click on Yes and the
following message will appear.

Payments submitted to the banking system are also affected if dual authority is active. A second
authorisation is required to submit the payment for processing which acts like a second signatory.

It does not have to be a supervisor that authorises the payment as per previous examples. To
authorise a payment (i.e. act as a second signatory) it can be any user which has been given the
access to ‘Submit a payment to the processing system’. See section “Modify Access Privileges”.

If a payment is created and the user has access to submit the payment, the payment will need to
be confirmed.



As you can see, the payment request has been marked for authorisation and will not be
processed until a second user can authorise this payment. Clicking on the menu item, List

Payments, will indicate which payments require authorisation. Select the appropriate payment
and click on its reference number e.g. PayNet91.

Click on Authorise to submit this payment through to the banking system. It will ask you for your
verification details and will then create the payment instruction to the system.



Paying an invoice will also require an authorisation if dual authority is active. Again it acts as a
second signatory and can be authorised by a user, who has the privilege to ‘Submit a payment to
the processing system’.

When you click on the Pay button, it will ask you to verify your account details. It will then
recognise the requirement for a second signatory.

A second user who has the permission to submit a payment must open up the invoice and click
on Authorise.



The payment instruction for the invoice will then be created and sent.



Payment submissions is a higher security level which is optional. If enabled, submitting a
payment requires the authority of two users who have the permission to ‘submit a payment'.

Payments can be submitted but will not take affect until a user authorises the payment just like a
second signatory.

Note: There must be at least two existing supervisors. Please refer to the section “Changing the
permissions of a user”.

Once there are two or more supervisors, the option above will be available to select.

The first supervisor selects the checkbox and clicks on Enable as in the following:

The second supervisor must then log in, select the check box and click on Enable.

Payment submissions has now been activated. Any payment request will require an authorisation
before it can be processed.

Note: You cannot disable this feature once it has been set. If payment submissions needs to be
removed from a payments account, a written letter signed by a Direct Debit signatory must be
sent to Tradegate . A system administrator will then deactivate the payment submissions feature.

For instructions on submitting payments and paying invoices please refer to sections
“Payment Submissions (Dual Authority)” and “Incomin g Invoices (Dual Authority)”.
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If your supervisor created your user account, you should ask them to change your password for
you as they have permission to do this. This rest of this section applies only if the master user
(supervisor) of an account loses their password.

If you have lost your password, then you will need to follow the lost password process on the
Payments login screen.

This process only applies if you know your account number, username and the answer provided
at registration to the question entered. If you do not know your account number and username,
you will need to contact Tradegate directly to find out. However Tradegate cannot provide the
answer to the question.

The method by which access to the system is achieved in the case of a lost password enforces
stringent security precautions to ensure that at a minimum:

someone cannot imitate you and obtain your password,
Tradegate cannot change your password and so access your private information and

a “hacker” cannot intercept the process and so login using the credentials given to you by
Tradegate.

From the Tradegate Payments entry login screen, click on the “Lost password” link below the
login boxes and buttons. The following screen will be displayed.

Through the Authorization Codes screen, you will be asked a series of questions which will
determine whether you can proceed.

The first question is:

What is your Tradegate Payments account number? Enter your account into the box provided
and click on the Submit Account button. This action will produce the following screen.



This shows that the question for the account is the word “axy”. You will need to supply the correct
answer in the box provided. Note that this is case sensitive. If you get the answer wrong, an error
message will be displayed.

When you have entered the answer, press the Submit Answer button to produce the following.

The above action has resulted in the generation by the system of an authorization code that will
help you to gain access to the system. This however, is of no use to anyone without a
corresponding authorized password from Tradegate. At this point Tradegate will receive an email
of your lost password request and will issue you a temporary password.

The authorization code is a very long character string and contains a lot of information about your
computer network and the steps you took to generate it. This ensures that it can only be used
from your computer network.

When you have obtained the authorization code and password, copy or print these values (you
will need these shortly) and then click on the [Login here] link at the top of the screen:



This will take you to the following special login page designed for use with these authorization
values.

Note that you must use the authorization code within 4 hours of obtaining it. For security reasons,
this cannot be kept for later use.

On this login screen, enter your account number, login name (username), the authorized
password (from Tradegate) and authorization code (from the above steps). Clicking on the
Submit button will then allow you access to the Payments system but will require you to change
your password before you can proceed to use the system.
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For additional help or information please contact:

The Tradegate Help Desk

Telephone: 1300 552 393

24 hours per day
7 days per week



