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1. Solution Overview

The NBF Corporate Credit Card Self-Service Portal (SSP) is a secure online platform that enables
corporate Account Administrators to manage day-to-day card administration, user access,
expense allocation, cardholder onboarding, reporting and data export activities for their
organisation’s NBF corporate credit card programme.

This manual is designed for NBF Corporate Credit Card customers who have been assigned the
Account Administrator role. It explains how to activate access, sign in, maintain users, manage
new card requests, monitor claims, configure exports, use reports and complete other key
administrative tasks within the portal.

Use this guide as a practical operating reference. Each section describes the purpose of the
function, when it should be used, and the key steps or system behaviour that Account
Administrators should expect.

Important: Access and available functions may vary depending on the user role, linked company
account, cardholder assignment and approval workflow configuration set up for your organisation.

Depending on the access level assigned, Account Administrators can perform functions across
two broad areas:

Expense Management System (EMS) — supports transaction allocation, claims, expense
coding, reporting and export management.

1. Maintain user, expense information and data export settings
Allocate transactions to self-maintained cost centres and expense categories

2
3. Monitor transactions, cardholder spend and allocations via reports
4. Download interim statements

Self-Service Portal (SSP) — supports card servicing, new card requests, user administration,
approval workflows, account visibility and communication through the notice board.

1. Create new cardholder requests for submission to all Issuer Administrators for review and
approval for card issuance
2. Enable or disable the Manager approval workflow

3. Notify users of latest updates via the notice board, such as changes to the spend policy

Manage existing cards (activate, replace, set credit limit, report lost or stolen, block and
unblock, close, set spend limits, set location controls and block and unblock Merchant
Category Codes)

5. Check available balance and outstanding transactions

Account Administrator User Guide 4 of 98
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Functional Areas

My Dashboard Select account to inform Dashboard view
Claims Statistics View chart reflecting claim status statistics
Dashboard ["Notice Board View company messages
Cardholder Summary | View cardholder details, card limits and status
Account Limits View chart reflecting account limits
User Profiles Maintain company users
Preconfigure data export in various layouts
Export g P y
and formats
. Add default references to cardholder data for
Default Export Fields
System export
Settings Expense Codes Maintain cost centre codes
Expense Categories | Maintain expense category codes
Notice Board Post message to company users
Enable/disable new card order manager
Approval Workflow g
approval workflow
Claims Maintain and approve claims
Manage Manage New Cards | Create personalised new card orders
Cards
Detailed Search, view and download transactions
Transactions across statement periods
Cardholder Spend View and download cardholder spend totals
Claims View and download claim submission details
Reports Download the report to compare it with the
Cardholder . : o
. . Monitor registration issues
Registrations
Download preconfigured export of
Data Export P . g P
accounts/cards linked

Account Administrator User Guide
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2. Getting Started

Before using the portal, ensure that you have received your activation email, have access to your
registered email address for OTP authentication, and are using a supported browser. The portal is
supported on the following browsers:

. Google Chrome
. Mozilla Firefox
. Microsoft Edge

2.1 How to activate your company profile

Open the Company Registered email notification sent to the Account Administrator.
Select the activation link in the email to open the portal.

Create a password that meets the required password rules.

Complete the activation process to enable portal access.

Hwbn e

omparny Segistered

Dear Account ,

Weicome to the Commercial Card Solution,

Your company AUTORENT MOTORS, has been successfully registered.

Please click here to complete the activation process, where after you can create more users and configure your system settings.

Regards,
Commercial Card Solution Team

Your password must be between 12 and 30 characters and include at least one of each of the
following:

e Capital letter

e Special character, i.e. #, @, etc
e Number

e For example: SecureP@sswordl

Please note that users are required to update their password every 45 days, as passwords
automatically expire after this period.

Account Administrator User Guide 6 of 98
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Complete Activation

Password*
Confirm Password*
Name* Account Admin 22

Surname* User

Information

Your account was successfully activated.

If the activation link has expired, an error pop-up will display, and the Issuer Administrator can
resend the activation email.

Account Administrator User Guide 7 of 98
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Error

This verification link has expired. Please request a new one

2.2 Howto signin

Go to https://businesscards.nbf.ae.

Enter your registered email address and password.

Complete the reCAPTCHA verification.

Enter the One-Time Password (OTP) sent to your registered email address.

If more than one company account is linked to your profile, select the account you want to
access.

aghowhpR

Commercial
Card
Solution

D i not 8 coboe

Forgot Passwoed?

After successful authentication, the Dashboard opens for the selected account.
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Natond ek & Fuwat

Select all images with

bicycles

Emas

Password

VERIFY

Commercial
Card
Solution

Enter the authentication code recieved via your emad

if you are unable to retrieve the code or believe you have reached this
step in erar, you may iry Iogging in again of contact your adminstrator,

Authentication code will expira in 03:37
Authantication Coda

Retusn 10 Sign in
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Two Factor Authentication

Cuxpease Carnd Wo-Sapty «om smpty@rwracre gobud
Te W St

Dear Account Admin 1,

You have requested your code for two-factor authentication.
Your authentication code is 186727

This code expires at 12:14 UTC teday.

It you are not the intended recipient of this email, contact your administrator immediately.

Regards,
Commercial Card Solution Team

2.3 How to reset a forgotten password

On the login page, select Forgot Password.

Enter your registered email address.

Follow the instructions sent to your email address.

Create a new password and return to the login page to sign in.

hwnNPRE

S
nbf

Commercial
Card
Solution

Forgot your password?

Enter your email address balow and we will send you
Instructions on how to change your password

D m noe o roboe
TS

Return 10 Sigh in

An information pop-up will display.

Information

If matches the email address on your account, password reset
instructions will be sent to you.

Select Ok

Ok

Account Administrator User Guide 10 of 98
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If your profile is linked to more than one company account, the Access Individual Account
screen will display during login. Select the account you want to access. If your profile is linked to
only one account, you will be taken directly to the Dashboard after successful authentication.

3. Main Menu Options
3.1 Help

The Help icon provides access to support material and help options. From this menu, users can
access:

&)
nbf s

Gh

e User Guides
e Help Desk

Users can download the following user guides for internal reference and to understand the roles
and functions available in the system.

e Account Administrator User Guide
e Manager User Guide
e Cardholder User Guide

3.2 User Icon

The User Icon provides access to profile and session-related actions, including profile viewing,
password changes, account switching and sign out.

LS
I’Ibf BY et €D vwruaps o

()
77

?
{_\

.......

My Deantoars

| VISA Sovev .

3.2.1 How to view your profile

6. Select the dropdown menu next to your name.
7. Select My Profile.

Account Administrator User Guide 11 of 98
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8. Review the personal information displayed.

My Profile

Email Address*

Name*

accountadmin1@intecoms.co.za

Account Admin 1

Surname* User

( Close )

3.2.2 How to change your password

Select Change Password.

Enter your current password.

Enter and confirm your new password.
Save the change.

aprwbdPRE

Open the dropdown menu next to your name.

Change My Password

Current Password*

New Password*

Confirm Password*

For security reasons, the session will expire after a period of inactivity. Before the session expires,

a warning pop-up will display.

Session Expiry

continue?

Your session is about to expire in 20 seconds. Do you want to

Account Administrator User Guide
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3.2.3 How to switch user access

1. Open the dropdown menu next to your name.
2. Select Switch User Access.
3. On the Access Individual Account screen, select the company account you want to

access.
4. Confirm the selection to update the active account.

Access Individual Account

Company Card Scheme User Access EMS Enabled

00038010000001 - Company 1A Visa Accourt Aaminestrator  Yes

0038010000003 -~ Company 18 Visa Account Aamirestrator  Yes

3.2.4 How to sigh out

1. Open the dropdown menu next to your name.
2. Select Sign out.
3. Confirm that you are redirected to the login page.

4. Dashboard

After successful login, the Dashboard displays a summary of the accounts, claims, cardholders,
notices and limits available to your profile.

Account Administrator User Guide 13 of 98
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4.1 My Dashboard
The My Dashboard section displays all accounts linked to your profile, with the account used
during sign-in preselected.
My Dashboard
Company 1A
[VlSA 00038010000001 ]
Company 1B
VISA 00038010000003
On first login, the preselected account’s statistics and information will display in the following
Dashboard areas:
e Claim Statistics
e Cardholder Summary
¢ Notice Board
e Account Limits
Account Administrator User Guide 14 of 98
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If your profile is linked to more than one account, you can select another account under My
Dashboard to update the dashboard with that account’s statistics and information.

4.2 Claims Statistics

On initial login, claim statistics for the current billing period start and end dates will display.

Y |
nbf B somes D Meppcwm 3 e D s (3 oot D e s ® sccomssmt O wo

Wy Dwntmard Corshoicer Ssevrary  Mzsce Rawed

VISA UL
00 380 L0020
Corperaie Azcawnt
T Cantusaie T CwseLivet e Lot Astane Lan XTI+ Tt Currre

VESA - ooomonecs

LIeT Astigiad
Lt dved ety

Clarrm Statnnrs

Aeavdeer of Travsactians Il Arasat

Sunas Parmber

Oversdl Lived 2 003.1% e

This is then further separated into the Number of Transactions and Billed Amount of
transactions in line with the claim status:

¢ Unallocated — No action taken

e Pending — Claim submitted for approval

e Declined — Claim declined for reallocation
e Approved — Approved claims

Account Administrator User Guide 15 of 98
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Claims Statistics

Claims Statistics

01/03/2026 - 31/03/2026 (<)

Number of

01/03/2026 - 31/03/2026 (\_/\

Transactions  Billed Amount

Total Number
of Transactions

19

Number of Transactions

Total Billed Amount

AED 3,950.00

Status % Status Billed Amount %
@ Unaliocated 8 421% @ Unaliocated 2,97000  752%
@ Pending 6 31.6% @ Pending 970.00 24.6%
@ Approved 3 158% @ Approved %0.00 0.3%

Declined 2 105% Declined 0.00 0%

Billed Amount

Users can further filter the results by selecting a custom From Date and To Date, or a Billing
Period, with the option to present the statistics in Pie or Bar chart format.

Claims Statistics

Number of Transaction

Filter Options Y
@  From 01032026 To 311032026
C Billing Period Seloct
Chart Type P ki Flitar )
—

4.3 Cardholder Summary

The Cardholder Summary displays all linked cardholders, their card status, current credit limit,
utilised limit and available limit. Card statuses are shown in green for open cards and red for
closed or other inactive statuses. Hover over the status indicator to view a description.

Account Administrator User Guide
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Cardholder Summary  Motice Board
P
Card Number % Cardholder % Credit Limit Utilized Limit Available Limit
A0968BX X XA XXKITN Cardholder 1 User 47000 18,810.00 28190.00 @
A0968BX XX KK XI569 Cardholder 2 User 58,000 9,450.00 37,550.00 @

4.4 Notice Board
On initial login, the Notice Board displays all notifications posted in the last 30 days by the Account

Administrator under System Settings | Notice Board.
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one account, different messages
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the selected card
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Users can search for past messages by selecting the The Last 30 Days dropdown and entering
the required From and To Date range.
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45 Account Limits

The Account Limits panel displays the limits for the account selected in the Account dropdown.
The following details are shown:

e Overall Limit
e Limit Assigned
e Limit Available

A pie chart visually represents the overall limit, assigned limit and available limit. Below the chart,
the assigned limit, available limit and utilisation percentage are shown, with an option to refresh
and view real-time values.

Y
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\ VISA 4
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N e )

Clarmm Statnnes
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[
Susns Naanber
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If more Corporate Accounts are linked to the Account, the user will be able to select a specific
Corporate Account from the dropdown menu.
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Once the specific Corporate Account is selected, all limits, pie chart values and labels, including
the utilisation percentage, will update based on the current credit limit for the selected Corporate
Account.

Account Limits

Select Refresh Limits option to

wiew the latest Account Limits
Corporate Account

OD03BBOB52374059618 - Carporate 1 o)

Overadl Limit 3 490,000
Limit Assigned : 85,000
Limit Availabie t 395,000

Lobe! %
@ Ut Assigen 95,000 wa%
© ULt Avabatse 34,000 00.0%
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5. System Settings
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5.1 User Profiles

The System Settings | User Profiles page allows the Account Administrator to create, maintain
and manage user access. Users can be linked to one or more company accounts and, where
applicable, to specific cards. Once access is assigned, users can only view and manage
information related to their linked accounts or cards.
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5.1.1 How to create an Account Administrator

Go to System Settings | User Profiles.

Select New.

Select Account Administrator as the user type.

Enter the user’'s email address, first name and surname.
Select Save.

Link the required company account and user access.
Select Complete Profile to finish the setup.
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User Type Selection
Select User Type...

Cardholder User

Other User Type

Select Other User Type
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Information
User Profile saved successfully, please link the relevant
account/card to complete the user activation.
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Confirmation

Are you sure you want to proceed? Please note that the user

activation email will only be sent once the profile is compieted. Select Yes

Information

Profile completed and user activation email sent.

The created Account Administrator will receive an Account Activation email containing a hyperlink
to verify their email address and create their password for sign-in.
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Dser Profile Created
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Dear Account Admin 20,

Administrator Account Admin 1 User accountadmini@intecoms.co.za created your User Profile on the Commercial Card Solution.

Please click here to complete the activation process.

Regards,
Commercial Card Solution Team

An error will display if a duplicate user profile is found with the same email address.

Error

Duplicate user profile found with the same email address.

5.1.2 How to create a Super Administrator

Use this procedure only after the Issuer Administrator has assigned the Super Administrator role
to the company. The Super Administrator role combines the functionality of the Account
Administrator, Manager and Cardholder roles.
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User Type Selection

Select User Type...

Cardholder User

@

Select Other User Type

1. Goto System Settings | User Profiles.
2. Select New.
3. Select Super Administrator as the user type.
4. Enter the user’'s email address, first name and surname.
5. Select Save.
6. Link the required company account and select the Super Administrator user access type.
7. Select Complete Profile to finish the setup.
G|
nbf 83 Dashoasn) @ Marage Cands @ Charen @ Rezarts b Oats Lxport @ Sywiam Sattngs 1:%; Account homem 1 @ Help
e (D
Information
User Profile saved successfully, please link the relevant
account/card to complete the user activation.
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Select Complete Profile

_~
Cloom

Confirmation

Are you sure you want to proceed? Please note that the user
activation email will only be sent once the profile is compieted.

v G

Information

Profile completed and user activation email sent.

-

The created Super Administrator will receive an Account Activation email containing a hyperlink to
verify their email address and create their password for sign-in.

Account Administrator User Guide

28 of 98

Classified as: NBF External



S
nbf

NBF Corporate Credit Card Self-Service Portal (SSP)

User Prodle Created

Cumporate Cant 13- Ry < seropry@atmaib ol
e

Dear Super Admin 19,

Please click here to complete the activation process.

Regards,
Commercial Card Solution Team

Administrator Account Admin 1 User accountadmini@intecoms.co.za created your User Profile on the Commercial Card Solution.

The Account Administrator can update an existing role for a user by selecting the Edit Roles

button.
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The system will then send the User Profile Updated email notification to the Super Administrator

to activate their profile and create a password.
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User Prafile Updated

Dear Account Administrator Super Admin 1 User,
Account Administrator Account Admin 1 User updated your access to 00038010000001 — Demo Company - NI Support.
Please click here to login,

Regards,
Commercial Card Solution Team

The Issuer Administrator can also unlink a Super Administrator role for the Company when
required.

The system changes existing Super Administrator users to Account Administrator users and
removes the Super Administrator role from the Account Administrator maintenance workflow.

The system will send the User Profile Updated email notification to the affected user advising of
the change.

User Profile Updated

Dear Super Administrator Super Admin 1 User,
Account Administrator Account Admin 1 User updated your access to 00038010000001 — Demo Company - NI Support.

Please click here to login,

Regards,
Commercial Card Solution Team

5.1.3 How to create a Manager User Profile

1. Goto System Settings | User Profiles.
2. Select New.
3. Select Manager as the user type.
4. Enter the Manager’s email address, first name and surname.
5. Select Save.
6. Link the required company account and select the Manager user access type.
7. Select Complete Profile to finish the setup.
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Cardholder User

Other User Type
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User Type Selection
Select User Type... ®

Select Other User Type
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Cancel

Information

account/card to complete the user activation.

User Profile saved successfully, please link the relevant

)
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Select Complete Profile |
~
5
o

Confirmation

Are you sure you want to proceed? Please note that the user

activation email will only be sent once the profile is compieted. Select Yes
)

Information

Profile completed and user activation email sent.

The created Manager will receive a User Profile Created email containing a hyperlink to verify their
email address and create their password for sign-in.

User Profile Cresed

Corponane Cus No-Repy «ro oy @ WTACLGITS
i

Dear Manager 23,
Administrator Account Admin 1 User accountadmini@intecoms.co.za created your User Profile on the Commercial Card Solution.

Please click here to complete the activation process,

Regards,
Commercial Card Solution Team
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5.1.4 How to create a Cardholder

Go to System Settings | User Profiles.

Save the profile details.

NoosrwDdE

Confirm that the Cardholder has not already been auto registered.
Select New and choose the Cardholder user type.
Select the Cardholder’s card from the dropdown list to prepopulate the cardholder details.

Select the Manager responsible for the Cardholder.

Confirm that the Cardholder receives the User Profile Created email notification.

User Type Selection

Select User Type...

Cardholder User

Other User Type

Select Cardholder User
and select Ok
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Information

Profile completed and user activation email sent.

-
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Regards,

User Profile Created

Dear Cardholder,

Administrator Account Admin 20 accountadmin20@intecoms.co.za created your User Profile on the Commercial Card Solution.

Please click here lo complete the activation process.

Commercial Card Solution Team

If the Cardholder’s contact details cannot be successfully verified, the system will display an error
pop-up.

Error

The card selected cannot be linked to the user as the predefined

cardholder details do not correspond.

An error will display if a duplicate user profile is found with the same email address.

Error

Duplicate user profile found with the same email address.

5.1.5 How to assign additional Cardholder access in the same company account

1. Go to the existing user’s profile under System Settings | User Profiles.

2. Open the linked company account details.

3. Select the Cardholder user access type.

4. Select the relevant card from the Link Cards table.

5. Select the relevant Manager from the Manager dropdown list.

6. Save the changes.

7. Confirm that the user receives the Additional User Profile Created email notification.
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| Select Save
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Additional User Profile Created

Comporme Cant No-Saply <no- 1ophnetwon ol
' M gt

Dear Manager 1

5 Peow | %) ey m " Forweat

Your Cardholder profile has been activated for company 00038010000001 — Company 1A on the Commercial Card Solution.

Please click here to login.

Regards,
Commercial Card Solution Team

If the Cardholder details cannot be successfully validated, an error pop-up will display, and the
card will not be linked.
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Error

The card selected cannot be linked to the user as the predefined

cardholder details do not correspond.

5.1.6 How to assign Cardholder access across company accounts
1. Use Switch User Access to sign in to the company account linked to the Cardholder’s
card.
2. Go to System Settings | User Profiles.
3. Open the existing user profile.
4. Open the linked company account details.
5. Select the Cardholder user access type.
6. Link the required card and save the changes.
7. Confirm that the user receives the Additional User Profile Created email notification.
|
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Additional User Profile Created
Dear Manager 1

Your Cardholder profile has been activated for company 00038010000001 — Company 1A on the Commercial Card Solution.
Please click here to login.

Regards,
Commercial Card Solution Team

If the Cardholder details cannot be successfully validated, an error pop-up will display, and the
card will not be linked.

Error

The card selected cannot be linked to the user as the predefined

cardholder details do not correspond.

5.1.7 How to maintain Cardholder cards and user profiles

As the system has been configured to automate the process of linking newly issued cards, the
Account Administrator can add or remove cards from an existing Cardholder profile.
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Cancel

If the Cardholder details cannot be successfully validated, an error pop-up will display, and the
card will not be linked.

Error

The card selected cannot be linked to the user as the predefined

cardholder details do not correspond.

5.1.8 How to change a user email address

Confirm that the updated email address has first been updated by the Bank where required.
Go to System Settings | User Profiles.

Open the relevant user profile.

Select the Change User Email Address icon.

Enter the updated email address.

Confirm the change.

Confirm that the user receives the User Profile Email Updated notification.

No o~ PE
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Emasl ACttaira Tt SGyRecore o0 2e
Addreas®
Marnet Arcoust Agre 10
Surname* Lo
Link Company Actounts
Select Change User
[ wow ] Email Address
Companyld T Company Nars 7 Cartt Schams 7 Liver Rle T Accass Bratied 7
O0GIN0I000C00T. Company W VisA Rexiust AGTTator  Yes S5

Insert Email Address
and select Change

Change User Email Address

Email Address*
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Confirmation

Are you sure you want to change user profile email address 1o
*accountadmin18@intecoms.co.za"*?

w

If the email address is the same and has not been updated by the Bank, an error pop-up message

will display.

Error

Email address has not changed.

If the email address is different and an existing profile has already been registered, an error pop-

up will display.

Error

Email address accountadmin20@intecoms.co.za already exists.

-«

If the email address is different, has been updated by the Bank and does not already exist as a
profile in the system, a confirmation pop-up will display.

Confirmation

Are you sure you want to change user profile email address to
*accountadmini8@intecoms.co,za*?

w

Success

Email changed successfully. An activation email has been sent to

the new emall address Select Ok

To change the email address for an Account Administrator, Super Administrator or Manager,
select the Change User Email Address icon.
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Emal ATt SGYRECIrTs 20 28
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Link Company Accounts

Seiect Change User
R v
Comparyld T Cowpany M 5 Cart Schams 7 Liver Rt T Accass bratint 7 //

00038000000t Company W ViSA Account Agmnustrator  Yes

O Actount Admin | @ iy

Chica

Insert Email Address
and select Change

Change User Email Address

Email Address*

Confirmation

Are you sure you want to change user profile email address to

*accountadmin18@intecoms.co.za*? w

The success pop-up will display once the email address has been updated successfully.

Success

Email changod successfully. An activation email has been sent to

the new emall address : Select Ok |

The user will receive the User Profile Email Updated notification.
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Usor Profile Email Updated

. wOoxels Card Do Faply oy 1epipdv oA 008

Dear Account Admin 18,

Account Administrator Account Admin 1 User updated your User Profile on the Commercial Card Solution.
Please click here to complete the activation process.

Regards,
Commercial Card Solution Team

5.1.9 How to disable, enable or delete linked accounts

1. Goto System Settings | User Profiles.

2. Open the relevant user profile.

3. Open the linked accounts or linked cards section.

4. Select Disable to temporarily remove access, Enable to restore access, or Delete to
remove the link.

5. Review the confirmation message.

6. Confirm the action to update the user profile.

LS f
= =
nb Og Dashocard a Narape Caros @ Clasme @ Reports @ Dta Export @ Systam Gemngs & Actount Adwn { @ Melp
o A
Emat SCOORTEASITIN A BT ARCE I GO 18
Adaress*
Nere® ALcizsrt Al 14

Surmanme* b

Link Company Accounts

Compeny il V' Company Name 7 Coid Schime 7 Usar Moo U Access Enabled U

Select Disable User Role
L,—"/

000300000000 Compuarry 1A maA Accma! ASmnatrastor  Yes

Cloam
Confirmation
Are you sure you want 10 disable the selectod user access?
Select Yes
- -
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Accreas®
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Link Company Acctums

D e uiernon
Company W 7 Comgany Wame 7 Cad Schane T User Rote Y aowmss Bment O
0003800000000  Comparyy 1A T Accoust Admisiswatr  No s
Cloam
Confirmation
A n le th lect ?
re you sure you want 1o enable the selected user access Select Yes
e
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Adoresst
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Sarrame* Lheat

Link Comguaery Accounts

Companyid 7 Comgeoy Neme T CantScramm T Userfole T Access Bnasied v

Thers B 10 DA 10 0By

nbf B8 tusnbsant B Musgecars D e O mpars T3 dustipen 83 Syssemsumiogs @ accomeramny @ e
System Settings | User Profles | Linked Accounts
Enal BOCOUTRaTE T BENTRCOME 00 In
Addrees”
L Accourt Aden Y0
Surmame® Lt
Lirk Company Accounts
Select Delete User Role |
Company i V' Company Name 7 Cartd Schame 7 User Bole ¥ Access Enatind U
00A0VIV00000T Comparny YA VInA Accoem Asninnirstol Yes ]
O
Confirmation
Are you sure you want to delete the selected user access?
Select Yes
- )
b & Dashticwea Q Maruge Cardx @ (=" @ Aeports c} Owts Lxport @ Systwm Lettngn f(-:;' Accoune Adwin | ® e
Systam Sattings | User Protles | Linked Accounts

Once the Account has
been deleted the user
can select New to relink
the account again
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5.1.10 How to disable a user profile

1. Goto System Settings | User Profiles.

2. Search for and open the relevant user profile.

3. Select the option to disable the user profile.

4. Review the confirmation message.

5. Confirm the action.

6. Confirm that the enable option becomes available if access needs to be restored later.

*
=
nbf 82 Busteaens B Munage Cante G Claime @ fegorts C3 owakepen @ fystem Setmgs ® Acemen Aanint @
m Pr
&3

Emal Y wanw T User Crmarent 7 LawtLogn V' User Profie Exapiea V' Acooun Linksd V' _S{fc/'bh'*
AccoureaanniGniscoms co ra  Actownt Aamen T U W0I0NE WO You You

sccoureactme IS 00 28 - Accownt Adran 18 User  D42020 Yes L

stcourmaten 200t oens 0o 28 - Actount Adveaty 20 User  M/0522026 Yeu Yes
sccasreadrn S @Eecorm o 7y AcT ot Acymm Lige Joanme You Yo
cargholier @R rmecoms ©0. 28 Carngroider T Uy W20 WOLIN Yo You

carehoitier 2o oo 2d Cartrater 2 Uit no20e wosxee Yes Yes
carehomrI@rdecams £n 2a Canteaktor 3 Ut a20%e WONIANN Yes Yo

T oloer 40ATBC OME.CO 2 Canmoider 4 User 2028 BOARIE Yes Yes

Caran ol TOPintecoms 10 28 Cardnodder 70 User Woano2n Yes e

mansge Qe co s Marager 1 Usar naaoare WO Yeu Yo
manager G amneccms o3 2 Marager W Lo ounazan ORDSI0IE Yes Yes
MANSger 2 PUMece ot Co 24 Maraget 22 Uset oanme Yeu Yes
NANMYEr Z3E ateCoom C0 2 WManaget 23 Lam WI0N2028 Yes Yeu

WP SETENPO: OME $0.73 Bupor Acmen 1 Uset V32079 WONIOIG  Veu Veu

SLE AT G ecoma co I Super Aormn 18 User 410412026 Yes Yes
SPOIOTESEMECHMS 20 I8 Suger Agrn 18 User WD52020 Yes Yes

Confirmation

Are you sure you want to disable the selected user?

| Seect¥oa:

| No Yes
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socounadmeifpmecena co.za  Accoust Adewn | Uker  MUDS2026 BIDSUTE Yes Yau i Select Enable
OCOWMAAr I BOWASCOmS Co.I8  Azcount Adrwn 18 User 140412026 L] e Z
Betounisten 20QIecontis £O 24 Acoount Advn J0 Uaer  14/0502028 Yuu Y
POCOMTAGmNAIGNTIecomE oo I8 - ASTRunt AdTin jLourme Yooy o
D T R A Carcholzer | U 032030 WOII0E Y Yes
TGO 2 GATCamTs oo 7a Carahoditer 7 User nwmame TSNS ey Yeu
LA OO Iimecons £0.34 Carehodder 3 User ONI0HE | Yes Yes
R e L T T ) Carcholsiar 4 User wWoyIme ONICH | e You
carthtder PO@IMeC ML CC 28 Caraboiont YU Use WMOAEN ou L
Marege WOecoma co 7a Morager 1 User o0 MUWICHE  Yw Yoo
meneger G Oumecons Lo IR Monager 10 User oUo4IXo2s DACSI2020  Yes Yeu
Mraneger 22 (etiecime £o. 48 Mansger 22 User /0412000 Yues Yo
merayer S iESaneama Lo Muneger 23 User 14053026 s Te
PO e teC Ome £0 19 Super Adrn T D o0 W00 e Yoo
SO I IR QATIRC TS OO 2D Super Admn '8 User 141042026 Y Yas
A0 AT BERINPCITI 0O 18 Super A 8 User ORI Yos You
Confirmation

Are you sure you want 10 enable the selected user?

Yes

5.1.11 How to resend a verification email

1. Go to System Settings | User Profiles.

Search for and open the user profile that has not yet been activated.
Select the option to resend the verification email.
Review the confirmation message.
Confirm the action.
Confirm that the user receives the email containing the activation link.

o gk wn
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CHENCitie NrRcome. Co. 29 Caranhobon Y User VONINe nowvIe Yee Yo
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Confirmation

Are you sure you want 10 resend the Activation emalil? B RS

Y | Select Yes
Information
Verification email sent successfully
Select Ok

5.2 How to configure exports

The Account Administrator can create multiple preconfigured reports with the fields required by the
company or for upload into its back-office systems. The report configuration can include card
transaction fields received from issuer data files and claim fields where Cardholders have
allocated their transactions.

1. Goto System Settings | Export.

Select New to create a new export.

Select the checkbox next to each field required in the export.
Rename selected fields using the caption option, where required.
Save the export configuration.

Return to System Settings | Export to edit or delete the export later, if required.

o0k wnN
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5.3 Default Export Fields

The Default Export Fields contain up to eight customised default fields related to a card number for
selection as part of the export, such as the Cardholder’s cost centre or personnel number.

Account Administrator User Guide

54 of 98

Classified as: NBF External



S
nbf

NBF Corporate Credit Card Self-Service Portal (SSP)

LS
nbf @ Clakmy @ Buports R Oata Expert

88 Dastecare @ Marnagu Cards

Maskad Cant Mumbiar MNarw T G

40068000000 Cartthaskion 1 M

A0DERNXXXXXXT30Y Carnthocter 2 I

@ System Saetlings

Lastvane T Fald1 T Fas T Feda V Fledd T e T Feds T Feat? T Pees ©

@ wp

S/ Adcmers Ao |

Select Edit next to the
specific cardholder to
add a custom reference

Default Export Field

Masked Card Number 409688 XXXXXX3111

Cardholder Name Cardholder 1
Cardholder Last Name User

Field 1

Field 2

Field 3

Field 4

Field 5

Field 6

Field 7

Field 8

./—\.

Capture the required
references and select
Save

Once the required fields have been updated with the details related to a Cardholder, the details

will be saved and can be updated when required.
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5.4 Expense Codes

The Account Administrator can preconfigure and maintain Expense Codes. A two-level allocation
is available in the Claims process for users to select from a dropdown list.

When the Account Administrator creates Expense Codes, the Code and Description fields are
mandatory and must be unique. Linking a cost code to a Parent Code is optional.

o
nbf 82 Dawrooant @ Maraye Cooma

3 o B sepoem £3 s espon @ System Senngs @) acowrammnt @ we
Select New
Parem Catle V Parart Navvw ¥ Cont Cote T Cost Narrm v
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! O 4 ot X Tirgw

¥ Heaa Offce e Marseneg
' ood Ot o t
200-004 Maks Sranch NO-001-0) L

If a two-level claim allocation is required, create the parent code first so it is available for selection
in the dropdown list. You can then create the related cost codes.
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Expense Codes
Code* 100-015
Doscription® Infrastructure

Parent Cost Centre 100-014 : Head Office

Select Save

Once the cost code has been created, the user can only Edit or Delete a cost code that has not
yet been linked to an allocated Claim.

Information

Unable to edit Code, as it has been used under Claims. To
complete this action, reallocate the affected Claims to a different

Code. w

Information

Unable to delete Code, as it has been used under Claims. To
complete this action, reallocate the affected Claims to a different

5.5 Expense Categories

The Account Administrator can preconfigure and maintain the Expense Categories that will be
available during the Claims process.
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After selecting the New button, the Expense Categories pop-up will display.

Expense Categories

Code* 100-015

Description® Marketing & Advertising

Select Save

o) QD

Once an Expense Category has been created, the user can only Edit or Delete an expense
category that has not yet been linked to an allocated claim.
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An information pop-up will display if the user attempts to edit or delete an Expense Code that has
already been selected under claims.
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5.6 Notice Board

Information
Unable to edit Code, as it has been used under Claims. To
complete this action, reallocate the affected Claims to a different

Code.

Ok

=

Information
Unable to delete Code, as it has been used under Claims. To
complete this action, reallocate the affected Claims to a different

Code.

Ok

£

The Account Administrator can provide users with company updates using the Notice Board.

If the Account Administrator is linked to more than one account, messages can be posted to users
across linked accounts by selecting All Accounts. To post only to users within the account
currently accessed by the Account Administrator, leave All Accounts unselected.
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6. Manage New Cards

6.1 Approval Workflow

The Account Administrator can determine whether Manager approval is required before a new
card order progresses to the cardholder. To configure this setting, go to System Settings |
Workflow Approval and select the required approval workflow preference.

When disabled, the new card order created by the Administrator is submitted directly to the new
Cardholder. When enabled, the new card order must first be approved by a manager before it is
sent to the new Cardholder for completion.

6.2 How to order a new card when Manager approval is disabled
6.2.1 How to create the order

Once the approval workflow is confirmed as Disabled, the Administrator goes to Manage Cards |
Manage New Cards to create a new card order request. The grid displays all new card order
details and their respective statuses.
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Ower Number S Name ' Surnese 5 Emad ' Mabile Number V' CredeLimit 7 Date Cremed V' Ouated By ' Sasver Approver & Status

The following order statuses can display when the workflow is Disabled.

Pending Cardholder Completed and submitted by Administrator to Cardholder
Details
Pending Company Review | Completed and submitted by Cardholder to Administrator
Referred to Cardholder Referred back to the Cardholder by Administrator
Pending Issuer Review Submitted by Administrator to Issuing Bank
Referred to Company Referred back to the Administrator by the Issuing Bank
Approval in Progress Issuing Bank approval in progress
Approved by Issuer Order approved by Issuing Bank
Declined by Issuer Order declined by Issuing Bank
Error View error message and take the appropriate action

1. Goto Manage Cards | Manage New Cards.

2. Select New.

3. Complete the required fields on the Cardholder Onboarding Details page.

4. Select Submit.

5. Confirm that the order status updates in the Manage New Cards grid.

6. Confirm that the new Cardholder receives the Provide Cardholder Onboarding Details

email notification.
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Manage Cards | Manage New Cards | Cardholder Onboarding Details

Personal Details

Informs part of the

Name*
Somame’ user's credentials to
Evail Addrens® access the system.

Card Delivery Address

Corporate Account* 0003880852374059618 - Corporate 1

Address Line 1+ 16 Some Street

Address Line 2 Somewhere t
Ciy* Crty

Emirate

Zp

Country* AE - United Arab Emirates

Additional Details

Cerntain fields are prepopulated with the company details

already retrieved by the system and are made editable
should the details need to change.

Indicates the available limit that
can be assigned to the card ©)
related to the Corporate Account

selected.

Avadable Limit: 396,000

Credit Limit*

A zero limit amount
can be inserted.

Direct Debit Entolment*® @® Yes
Employee Designation
Employee Number*
Preferred Cardholder Name on Card®
Preferred Company Name on Carg* Company 14
Card Design® o O
S - T
¢ Cancel ) { Submit )
Wans arM fAarage ew C
Ovowr vk ¥ Mare T Borreeve UV trand T Mk Nurkel T Crmdt Uset T Owte Omaiadt © Conainsl 8y T Goveprery Apgrivet T e Approver T St v
20000000000  Cargronger 20 Qe CHONpOe R e mecons 1 0.20 000 MORUMS MOV PPN DEOCNTE 08 T TN INTOCOTS 8 T Peramg Cammanw Detans
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PUTST PEVR =

|Order# 202505000002 Provide Cardholder Onboarding Details

Corporie Card No-Hagly ere- gl netmurk glatial s
T N LBE Sappon

Dear Cardholder 62 User,

@ | gl | W A | - tomee

Account Administrator Account Admin 1 User for 00038010000001 Company 1A has initiated a new card order request
[Order#202605000002].

Please click here to login and provide the required information for review and submission.

Regards,
Commercial Card Solution Team

6.2.2 How the Cardholder completes the order

1. The new Cardholder selects the link in the email notification.

The Cardholder creates a password to activate the temporary profile.

The Cardholder signs in to the portal.

The Cardholder completes the required details on the Cardholder Onboarding Details

screen.
5. The Cardholder selects Submit to submit the order, or Save to complete it later within 14

days.

B wn

Complete Activation

Fassword®
Confum Password*
Nomer Caranoides 52

Surname* Usel
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n Paasal @ Carchoktar 1) @ Mg
Manage Caras | Manage New Conts | Cardholder Onboar@ng Detads
Pursonal Dutails
Narme* Canthotses 01
Soename* Uy
Ll Acktrman® Cardhosdent | (Petecons o
Motido Numbe * Complete the
requirad tiekds,
Dute of Betn®
Gander* B Mue ) Femee
Courtry of Diettr*
10emty Tyge® ® Pusapon Valid \iermty Socuments are youuiod. (Pascport only for non-UAE resisents, Emsates D and Passport for UAE Resoones.)
ety Type Nembert Upload copy ot Passpon
1 document hare and adational
Sty Tyoe Qucmant d under the Supporting
ety Type Expiry Date* D section
Card Delivery Address
Address Linw 1 16 Some Syeer
Adoress Lne 2 AT e
Cay* cry
tmeate Card Dalivery Address is se1 5nd
cannot be changed by the new
e cardhoidor
Courmry* AZ - Lrited Anah Emaines
Additioral Details
Crmeht Lime* 1.000
Campany Appioves Masager 1 Unet [mansgeny Gintecoms co 2a)
Dyt Dwtit Evvciment™ Yos
Empioyoe Gespgnanan Additional Detadls aro sat
. and can be changed by the
Exelopor Mumber® 135664 | Administrator.
Pratermrod Cardhoider Nama on Gard® Canthaow
Prefered Company Name an Cara® Company 1A
Supporting Documents
e Select the Download
lcon 1o view the
attachment.
Documant Title Documan Mama Date Uptaacea
Thare sw 1o hema o dpisy
Orger Status
Otdder Mumbier Sratue
02005000008 Paniting Cacoholder Detais
Sawve Subma
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Natond ek & Fuwat

Are you sure you want 10 save the informanon fof later
wbmission? Please note that ol information will be lost f not

sbentiod sithin 14 Owys

Information

Login restricted until cant Is issued.

When the new cardholder selects to Submit the order, the Administrator that created the order will
receive the Review Cardholder Onboarding Details email notification advising that the order is
ready for review.
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[Order#202604000001] Review Cardholder Onboarding Details

@ | €3 Reply | % Reply All > Forward @i

Corporate Card No-Reply <no-reply@network.global> | | | .
To N! Support Tue 2026/04/14 1032

Dear Account Administrator Account Admin 3 User,
New cardholder Cardholder 67 User for 00038030000001 Company 3A has completed the onboarding details [Order#202604000001].
Please diick here to login and review to submit.

Regaras,
Commercial Card Solution Team

6.2.3 How to review an order

Go to Manage Cards | Manage New Cards.
Locate the order that requires review.
Select the View Order icon.

Review the Cardholder onboarding details.
Submit the order to the Issuing Bank or refer it back to the Cardholder if changes are

a bk ownhpeE

required.

nbf ol T— B masege Cards B cume [ Eee—— (3 ownrge [ S —

&) mccamront O rep

Aana ards | Manage New Card

Orger Bumtat T Nane T Bumname U Gewsd T Motie Nurses 7 Creett Limny 77 Oxie Crateit T Crewimd By T ey Approenr O

1000 WIDN6 SCCoUntanTIr I IIRCIITI C0. T8 Panang Carthokder Detan
10,000 | YIDR0D6 DOCOUBOTIN RTINS OMS. CO T0 Parang Carhaloer Gecas

SCCOUMSETINITINCITE.CH 23 SUstirin eroc IS £1 1a  AEIIVOS By laseer

IMNILD00002  Cardockomr 67 User cardrcbowe G2 @erecoms oG 18

2RGIHN0N0N Carmroboer 6T User CArOroboe S NGemacoms co 1

el Canthoionr B0 Use CanrolcorTUSeriacoma co 2 7002000000 1000 W o4202s
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Personal Details

Name*

Surname*

Email Address*

Mobile Number*

Date of Binh*

Gander*

Ceuntry of Birth*
identity Type*

Igentity Type Number*
Identity Type Dacument*

identity Type Expiry Date*

Card Delivery Address

Address Line 1
Address Line 2
Ciy*

Emirate

Zio

Country*

Additional Details

Credit Limit*

Direct Deb Envoiment*

Employes Designation

Preferred Cardholder Name on Card*

Preferred Company Name on Card*

Supporting Documents

Document Title

Document

Order Status

Order Numbes

=]
S

5000001

20264

Document Name

Document 1j1it

arding Details

Personal Details are no longer
editable by the Administrator.

@ Male (O Female
AE - Unitéd Asab Emlrates

® Passpont

10 jhif

2,

311212026

Valid identity decuments are required. (Passport om

Select the
“Download” icon to
view the

attachment.

Card Delivery Address is set and can be
changed by the Administrator.

AE - United Arab Emirzles

Additional Details are set and can
be changed by the Administrator.

Cardhoider

Camparny 1A

Date Uploaded

20/05/2026 04:49:54

Status

Pending Cardnolder Details

Select the

Download icon to

view the
attachment.

)
@ canorerer @ wewp

for UAE Rasidents.)

( save ) suomt )

6.2.4 How to refer an order to the new Cardholder

1. Open the order that requires changes.
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Submit the referral.

o0k wh

email notification.

Select Refer at the bottom of the screen.
Enter the reason for referring the order back to the Cardholder.

Confirmation

Are you sure you want to refer the request to the new

cardholder?

Please attached a clear copy of your passpord

Confirm that the order status updates in Manage Cards | Manage New Cards.
Confirm that the Cardholder receives the Outstanding Cardholder Onboarding Details

0605000001 | Cannoxier 81 User CASNONNRINIECONE 0058  ~2MI3ALEEN

bf 82 Dasnzawn a Marage Carin G Ciaren @ Ragarty

i‘: Dara Doy

Ovdhar Murvier W Nowre V Suruoe T Enel V' Mol st 7 Credt Uit 7 Dot Crosted ¥

V000 1ROSNOS

1 SR ——

Crastes By

FCCOUEIOMTIEMECOME 00

T seer Apgrover T Buna

=]

p
¥ ActOurt Asesin | @

Roforred To Caranakier

{0rder $ XREAB000001) Ouastanding Cargholcer Onbostding Details

Coaunats Card No-Reply «a0-Weph@rwnmonk gid
1 et

Dear Cardholder 61 User,

Please click here to login and complete the details.

Regards,
Commercial Card Solution Team

Account Administrator Account Admin 1 User for 00038010000001 Company 1A has reviewed your details [Order#202605000001] and indicated that
your information is incompiete with reason: *Please attached a clear copy of your passport”
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et # 22005000001 | Rerview Cardhadder Onboading Detsls

Dear Account Administrator Account Admin 1 User,

New cardholder Cardholder 61 User for 00038010000001 Company 1A has completed the onboarding detalls [Order#202605000001).

Please click here to login and review to submit

Regards,
Commercial Card Solution Team

6.2.5 How to submit an order to the Issuing Bank
1. Open the completed order in Manage Cards | Manage New Cards.
Verify that all required details are complete and correct.

Select Submit.
Confirm that the order status changes to Pending Issuer Review or the applicable next

status.

Hwn

&S
a0 ™ 0 0
']bf UB Dashsaar B sansgecues @ Clarra Q FEoorn 3 Deabepont @ Syetmm Settogs &Y Accoum Adnin Y (O™

¥ Motele Narrber 7 Credt Uit V' Deoe Croatet V' Comtant iy

23404789 1,000 13062070 POCOMIATYNIGHTICOMTE 00 13

6.2.6 How to handle an order referred by the Issuing Bank

Review the Cardholder Onboarding Referred to Company email notification.
Go to Manage Cards | Manage New Cards.

Open the referred order.

Review the reason for referral.

Update the required information.

Submit the order again for Issuing Bank review.

o gk whE
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[ ey ¥ 202005000007 | Cardhoider Cnboardmg Referred 1o Commpany

3w Conrl W Rty «n-mpdyBTwtatas gictnd

Dear Account Administrator Account Admin 1 User,

Issuer Administrator Issuer Admin1 reviewed the onboarding detalls for new cardholder Cardholder 61 User [Order#202605000001] for 00038010000001
Company 1A and indicated that the information is incomplete with reason: "Please upload Emirates 1D to the Supporting Documents section of the
cardholder onboarding request”

Please click here to login and complete the details

Regards,
Commercial Card Solution Team

of o~
rlbf 09 Cwstbioara @ Manags Carda @ Claans @ Bepoits C: Outs Lxpont @ Syutmm Settegs S accommt Aeminy @ Helo
1] M i
Orawt Numtet P Name D Gumame T bmat T Mutile Murmmer V' Crogt Lamet T Outw Cramed T Crmated By V' wawor Approens T St v
207003000001 okt §1 - User CANBONTPIeconeco 73 *3TRMTIR 000 THOH0:0 AOCOUABATIRETINCOMTE CO Z0 | Issonti TN @ntncon 00 28 Retermed Ta Company

6.2.7 Approved order by Issuing Bank

Once the order is verified as correct, the Issuing Bank will approve it. The order status first
updates to Approval in Progress in Manage Cards | Manage New Cards and then changes to
Approved by Issuer once the system has successfully processed the new card order request.

0
nbf B Grwarn sertnge B Managecam &) accountadmint @ e

V' Top Tumese: Mavtnr V. Company Accment V' Sine V Surien VDot V. Mot antser ' Ornstt st V' [Dete Owament ' Oomstod By V' Wy Apprewe vV e

SRRSO Camginy 44 Canmomer A1 | Ly O GrTRcan (% 18+ ITTISENY 0,500 | 1081030 BECUPLRTTW VTR OO T8 R O At aaTe C0 58 | AEeaen W Prigrn
S RO Cwnprsy th Cantnome #0 | aw CarthordedORiec o 00 48+ 2IUOSONO00 1560 | MBIOM

07 SOCMDNO00G00N Comprerry 3 Canmpssir 48 Uner R Ge e t2 50 TRNTIMSATY 0500 WGL000

SOOI 000 Comgoryy 34 Cantnonwr £ Usee Lrnote t precome co 2 ITTTZIEIE 0 OtS4I0M
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nbf BR cunis | B wonpiinn: ouas B mwen ' Cniseeic 1 wemevemns RSYPERNENT
1
Orthar Humtiar W Marw YV Savane T ol VMot Nurdwr U Cratt Uimnt T Daie Creewmdl 5 Creste By Y temune AgpTiresy V' ssann "2
SOOI WINMOCOMA 00 22 +TM23465720 10,000 33052026 LOCOUMDINANBANLCOIMS COTE  SSutrOOTINEGentocoms 0o 28 Appraves By 3

202508000000 | Coeanakaer 61 User

6.2.8 Declined order by Issuing Bank

Should the Issuing Bank decline the order, the Administrator will receive the Cardholder
Onboarding Declined by Issuer email notification that reflects the reason for the decline.

[Codery 202605000002 Cardholder Orboarding Declmed by sssuer

Dear Account Administrator Account Admin 1 User,

Issuer Administrator Issuer Admin1 reviewed the onboarding details for new cardholder Cardholder 62 User [Order#202605000002] for 00038010000001
Company 1A and has declined the request with reason: "Order raised against incorrect Corporate Account. Please submit new order”

Regards,
Commercial Card Solution Team

6.3 How to order a new card when Manager approval is enabled

To enable Manager approval, go to System Settings | Workflow Approval and activate the
Manage New Cards Manager Approval workflow by selecting the Enable icon.
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= e
nbf 02 Dasnbcara @ Manage Cartts 6 Clams @ Reports C:‘ Data Expon @ Symem Seaings &) Accoum Admin 1 @ Hop
W s 1 k
Woeekflow Name Weekfiow Enabled
Manege New Cards Manager Agproval No

6.3.1 How to create the order

Once the approval workflow has been set, the Administrator goes to Manage Cards | Manage
New Cards to order a new card. The grid displays all new card order details and their respective
statuses.

\anage Caras | Manage Now Catas

Ower Number ¥ Name ' Surnese S Emad § Mebile Mumber V' CredeLimit ' Date Created V' Ouated By ' tssver Approver ' Status

The following order statuses can display when the workflow is Enabled.

Pending Company Approval | Submitted by Administrator to Manager

Referred by Company Referred back to the Administrator by the Manager

Pending Cardholder Details Approved by Manager and submitted to Cardholder
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Pending Company Review Completed and submitted by Cardholder to Administrator
Referred to Cardholder Referred back to the Cardholder by Administrator
Pending Issuer Review Submitted by Administrator to Issuing Bank

Referred to Company Referred back to the Administrator by the Issuing Bank
Approval in Progress Issuing Bank approval in progress

Approved by Issuer Approved by Issuing Bank

Declined by Issuer Declined by Issuing Bank

Error Reference error message that will display

Select New to create a new card order. Because workflow approval is enabled, the Administrator
must also select the relevant Manager in the Company Approver field on the Cardholder
Onboarding Details page.

- =
nbf - ‘.A"_.’ Accoust Admin ) @ Ml

awnmry* AL © Unied Arab Emirates

Corparate Account® DOC3SI7E13Z7TAE0520 - Cosporata 1 Avsilatsie Limit: 250 00(

Company Apgrovm® Select

Employee Desgnation " -S4V O k
Employee Number
Freterred Carancider Name on Carg*
Proturrnd Company Name on Cardg® mpany 1A
Cwd Dasign*
Cancel Sutmn

On submission, the Manager selected will receive the Review Cardholder Onboarding Details
email notification.
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Qrcher @ 02605000003 ] Rarview Cardhwider Onbowding Detasle
Dear Manager Manager 1 User,

Account Administrator Account Admin 1 User for 00038010000001 Company 1A has initiated a new card order request for Cardholder Cardholder 63
User [Order#202605000003).

Please click here to login and review the details for approval.

Regards,
Commercial Card Sciution Team

The Manager will navigate to the Manage Cards | Manage New Cards menu option and select
the View Order icon next to the order that needs to be reviewed.

5 Azzzurt Asain | [ T

oy
nbf EE Dawvhesss B2 Matage Sty rj ST E\' Mgty 03 owstsom @ Tavier Jethege

Ode sty T Mave R TRl S T Mt taaaer T Crom Linet T Dete Craaied T Crawied iy V' Cavmeny Apgeowe TV twwey Appnew U Maten

030 oA Y ATREIITL C3 53 IRARIG PN RRCIIL T3 38

202000000L01 Caxanzamer &) Law

6.3.2 How to handle an order referred by the Manager

Should the Manager require changes, the order can be referred to the Administrator who will
receive the Cardholder Onboarding Referred by Company email notification with the reason for

the referral.

{Qrcer 202605000003] Cardhokier Onboarding Referred ty Company

Dear Account Administrator Account Admin 1 User,

Manager Manager 1 User for 00038010000001 Company 1A has reviewed the cardholder onboarding details [Order#202605000003] and indicated that
the information is incomplete with reason: "Please increase credit limit *

Please click here to login and update the details.

Regards,
Commercial Card Solution Team

The Administrator can go to Manage Cards | Manage New Cards and select the View Order icon

to update the order.
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The Administrator can update any of the fields in the order until it is Approved or Declined by the
Manager. Once submitted, the Manager will receive the Review Cardholder Onboarding Details
email notification.

so

b3
nbf 88 ouwen

Aaaneny Detan

Oroer 2aven

Casgm Satenr

After successful verification, the Manager can Approve the order. This generates the Provide
Cardholder Onboarding Details email notification to the new Cardholder, who can then complete
the order. Refer to section 6.2.2 for the required steps.
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|Order’ 202605000002] Provide Cardholder Cnboarding Details

Corpotine Card No-Hagly «no tupip@netmrk hatial
1 URE Supoon

Dear Cardholder 62 User,

Account Administrator Account Admin 1 User for 00038010000001 Company 1A has initiated a new card order request
[Order#202605000002].

Please click here to login and provide the required information for review and submission.

Regards,
Commercial Card Solution Team

7. Claims
The Claims module allows Account Administrators to allocate transactions, upload receipts, review
claim submissions and approve or decline claims based on the company’s expense management
process.

e Allocate Claims

e Upload Receipts to Claims
e Approve/Decline Claims

Allocated claim statuses are reflected in the Claims Statistics chart on the Dashboard, providing
an easy view of claim progress.
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On the Claims page, there are two transaction filter options:

e Date Filter — Select a From and To Date

o Billing Period Filter — Select a particular billing period from the dropdown menu
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Once the transaction period has been selected, users can further narrow the results by filtering by
cards linked to the user profile or by claim status.
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The following claim statuses are available for selection.

All

All, irrespective of the status

Approved

Approved and finalised
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Declined Declined, needs attention/reallocation
Pending Allocated, needs approval
Unallocated Not yet allocated

7.1 How to allocate claims

1. Open the Claims page.
2. Select the required date range or billing period.
3. Filter by card or claim status, if required.
4. Select the transaction to allocate.
5. Select the required cost code and expense category.
6. If the transaction must be split, select Create New and allocate the remaining amount.
7. Save the claim.
8. Confirm that the claim status changes from Unallocated to Pending.
o
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Success
Select Ok

Claim details updated
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Please note: The Account Administrator or Manager User can change the claim details if incorrect
or decline the claim for reallocation by the Cardholder. Once a claim has been approved, the

Cardholder can no longer make changes.
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Card Number
Cardholder

Billing Period
Transaction Date
Posting Date
Merchant Name
Transaction Amount
Transaction Currency
Billing Amount

Billing Currency

Claims

Claim1

Parent Code
Cost Code
Expense
Amount
Notes

Claim 2

Parent Code
Cost Code
Expense
Amount

Notes

Receipts

409688XXXXXX0252
David Martin

31/01/2026 - 27/02/2026
09/02/2026

11/02/2026

Merchant 5

30.00

AED

30.00

AED

100-014 - Head Office
100-014-01 - Finance
500-014 - Staff Expense
10.00

Additional Reference

100-014 - Head Office
100-014-02 - Marketing
500-014 - Staff Expense
20.00

Additional Reference

Success

Claim details updated

Please note: The claim will not save if the total amount of the allocation does not equal the total

Billing Amount of the actual transaction.

7.2 How to upload receipts

Open the relevant claim.

Expand the Receipts section.
Select Upload File.

Browse to the required document.
Select Open to upload it.

aprowbdhPRE
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6. Confirm that the file name appears in the Receipts section.

Supported file formats are PNG, JPEG, BMP, DOCX, PDF, XLSX, CSV and TXT, with a
maximum file size of 2 MB per document.

Card Number A0PEIMAXXAXX0252
Carcgholder Davia Marun
Bing Pericd 310112026 - 27/02/2028
Transaction Date 09/0212026
Peating Oate W02/2026
Marchant Name Marchant 5
Tranzaction Amount 3000
Tramzaction Currency ALD
Biling Amount 3000
Biing Currency AED
@ Open x
B O e ey
H ¢ ! .- v b ¢ Desktop » Receipts v & Search Recept y-)
o ? .
! Clan 3 20.0¢ ! Organize = New folder x * 0
~ . -1~
Raceipts ) % This PC Name
B 30 Ovjects & Claim Formpd!
(=) B Deskeop 8] Craim Slipjpg
% 5 Documents
Upioac File
& Downloads v <
ile name: | ~| Al Fies (2 v
Fictwre o i |
=
e D

After the Account Administrator has uploaded the receipt, the receipt can be deleted if incorrect or
downloaded for record-keeping purposes.

Claims

Receipts

®

Upload File

Claim Slip.jpg 1)
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7.3 How to approve or decline claims

Open the claim that requires review.

Review the claim details, allocation, supporting documents and receipts.

If the details are correct, select Approve.

If the details require correction, select Decline and provide the required reason, where
prompted.

Review the confirmation message.

6. Confirm the action to update the claim status.
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Card Number
Cardholder

Billing Pericd
Transaction Date
Posting Date
Merchant Name
Transaction Amount
Transaction Currency
Billing Amount

Billing Currency

Additional Data

409688XXXXXX3568
Cardhoider 2 User
01/03/2026 - 31/03/2026
11/03/2026

13/03/2026

Austrian Air Service
20.00

AED

20.00

AED

..................................................

..................................................

; Decline

' Select Approve or Decline |

Confirmation

Are you sure you want to approve this cost allocation?

( No

7

) Yes

Confirmation

Are you sure you want to decline this cost allocation?

( No

/',' Yes

[someves

When all transactions are allocated within a billing period, the Account Administrator can lock the
period under the Export Menu option, which will block all users from being able to effect any

further changes.
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8. Reports

The Reports section gives Account Administrators access to predefined reports that support
transaction monitoring, cardholder spend analysis, claim tracking and reconciliation. Report
parameters and filters can be used to refine the information before downloading.

S |
nbf 82 [T @ Maragw iy E- Cave ’3 g m Gwta Eaguent @ Fyehwe: Lofhgn Acoourm kdmn 1 <O
Detaned 11 aranchony
My Dashbomrst Rivesgsy  CMTTGAIw Soens Acceunt Lertts
e Cun
| VISA 0000 ... | Select Reports Menu option and e, St300mert
e TN TOVOWING VaITIOUS RODOITS Carchaser Asts Paganstan 1) Corprren Accomml
P will be svailabla to select Carmoem v Crmem i Uthsed Lins Anataore Ustt OOMONNONN Tim Cerma=
VisA R BEISO00CY TR XXX Commmatter | Cuen 7000 wanm mosoo §
Cwered Lone 1.000.0%
AU EER Y Cotvaner 1 Luw 28000 AN eom @ et Assignes L4000
Lt Auwhaow 0.0
Osers Statratcy
Matahar of Tiaeaactoms  Temal Acviasn
. Lace Arvanem
-
@ liniivoie
Matis LU
. ———
@ —
@ o
Card Number % Cardholder %/ Billing Period
Limit the results via the Filter option
409BBBXXXXXX o
409BBEXXXXXX that displays next to the column
Equals ®
409688XXXXXX Valoa: headers.
409688XXXXXX |
409688XXXXXX
409688XXXXXX
CardNumber 7 Cardholder ¥ Billing Period Equals — Display data that has the exact value
409688XXXXXX . . .
Type: Contains — Display data that contains the value
409688XXXXXX — -
quals ® Sl D :
PR StartsWith — Display data that starts with the value
409688XXXXXX m EndsWith — Display data that ends with the value
40968BXXXXXX Contains
4098BBXXXXXX StartsWith
409688XXXXXX02! i
EndsWith
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Card Number 7 | Cardholder % Billing Period

409688XXXXXX
Type:

409688XXXXXX
EndsWith

409688XXXXXX
Value:

409688XXXXXX
0252

409688 XXXXXX
Apply
4096BBXXXXXX

After you have specified the
TYPE of filtering that needs to
be applied, insert the VALUE
that the filter needs to
consider and select the Apply.

Users can customise the data content of the report by using the Filter options. The table below
shows the report layout and export format.

Detailed Transaction XLSX
Cardholder Spend XLSX
Allocations XLSX
Interim Statement PDF

8.1 How to download detailed transactions

Review the transaction results.

a bR

Go to Reports | Detailed Transactions.
Select the required billing period or date range.
Apply any available filters to narrow the results.

Download the report in the available format.
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8.2 How to download Cardholder spend

Go to Reports | Cardholder Spend.

Select the required period.

Choose all Cardholders or a specific Cardholder.
Review the spend summary.

. Download the report.
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8.3 How to monitor claim reports

Go to Reports | Claims.

Review the claim results.

o0k wnNE

Select the required period or filter criteria.
Use the filter icon in the Claims Status column to filter by status, if required.

Select Clear Filter to return to the original results.
Download the report, if required.

WS
nbf . — O o

B dwige s

D s

i Saelect eithar the Date Filter or
| Bllling Perlod Fitter

Deta Pl By Pasd "o Galects Range

Prmrae tewre
L d Wamane 9 v v [

03 s g

ATPAMNCCCEKRATINT | Casthiies TUver  TRTRTI0NN - TVRMIGIS WRTNDIIN
SDMOO00OTTT | Canttter Tk OTLI0NE - JVEMIOCO IMONBIIN

SOOI Eaitodter tlnee  ETLOCIE - IVEMOCIS IANKELE

ADOCO0OINN | Carthooter
SOOI | Cammotowr 11 TVROGEE WIS

200N | Cantnotow 11 M | IO
ATMAACCC T T Condrwter 1iher TS - VWG NUNES
AOMMMUUOOUNES  Cantmooser § il SESLI0OS - IVERUGIE

SOOI i

ERTAOAS - VNS

STDOMROOOINY  Camotow 1 WD

AN 00NN Cantuconer T Lnee OPTAS004

ETMARNCOCCE N | Cavtvitter T1Mee MBTLICNN - SVEMNIR  IMO0IDS
APROCOOUI | Contmootes | des  SRELOCNE - IVEMO000 Ietieddie
ATMNOCCOOUEITT | Camnotsd H il IYSATEON - FVRACRIE TRDNETIN
AT OO | Contottw’ | e EWELIEIE - MVOMGOTE TRONININ

AOOMMOCCOONN . | Congmotaed | Uner  0RO00008 - JVEALNIE MO

STMACCCCCULTI ot | (her SUELITON - FEAALG

Deuatm
ENEOCCCEA I | Cardwiier T e TETNI00N - TVE ENOLIO
AU | Commootes | tiiee ORONALAS - IADONN6 IO KW

SMOMEECOCIINT | Candhodtes U OWELIION - JVOSINY  RRNTIOALA

QYT

BYXMM

DOXILN
NIt
aESTEN
A
pamnsaie
N0NT™
NaxMM
nBaxIm
O
noakes
IVONTER
nuxN
FLE e
INGIPTTO
UM

ORI

e Taone
Co voaramre
e

33ege et Lo Goom L
i At Lnsrr Goode
LI
A b ey
T
PNy T —
St BT -
30 Arras Las Ar

24 r L e
Zow beaes

Cunese MiTewe Fam
Coa rw rtvws Jew
P e ]

RV -
S
Waaat

| p—

— ey
im N =2
im " n

e - wess
) s 22
" uso T

2080 " e
ns arv nn

nw -~ 382
nw e =1
%0 uro

19000 e
o080 2y 130590

“e wor e
o un aae
w usd K

900 2 008 3¢
o w =

“x " 3o

- - e

s usy ms

e L D -
Vo ¥ VGt Coven 5
MI Pesing D00 et Dfwe | 1500811 Pt

ND - Agrvad 00001 Homt O - | 100001 1) Fasney
ML ey 0000 et O | 13501 ) Pk
D feestg 00000 ems Ofe 50001 91 Pverse
D Pentry 00000 et Ofza 10001 00 Fnaone
MDD (el 000 e O 0911 St
T et Ew TG T1 P

OO U0 bt O¥e | 125201 3 Fenaman

W (0 Ve (%0 0 W Pmarse
WO 00" Ve %0 0 B0 ey
MND Ul
Nl hang TO-CD7 Mot [ 0029031 beatce

e ML NS . OSSN CTRA.. 0 IR\ 52 o vy
Once the pariod of transactions

has been selected, the user will

be able to scroll to tha right at tha
bottom of the results scraen to s
view all columns availabie

Account Administrator User Guide

91 of 98

Classified as: NBF External



;ﬁ
“nbf

Moy Ruek ¥ Fuawat

NBF Corporate Credit Card Self-Service Portal (SSP)

S
r_“ Do Duprss Bome O ownn 0 smiier @ vansoy S smmiont D s
Saporms | Sl
Base Femet B et b
bmve s woe s @SN - Seloct Downlosd |
Trensmcraaos
Ay iy \ '1 e o i = Vi St | Do Oud Cary ¥ Gt G '. a soeakaen o A ':‘ "“'
e QLoXNx Hons Soees N us L WD ey W0 000 b 0% 0 Q0| Rewnee T Lpene e
- tanete Lo rawranes ax e "o D Agrnrwl OO et Ofns BN S e 200 (1 Pt Capene L
. ORI R ne e e D Pewiy G OC vt PV W0 OO G1 emene A9 O eww w Wammny o0
- UL Lo A8 | s (e § - s i MU ey S OT Nt Lageine PAELis e e Lt )
"~ TANEITM Lraanes Aoa | aarwer O | e usr ne L ] S0 e OFe  O-OTT I Feaeae TC-OXT PRt Lepanen L i L
™ s atwt 3 . -0 -~ ELR ) D Decmet WA et 0% 000 3 Fewrce AL W) s Wermrees  AIone Ate e aae
e MOMINM At A Servee 200 - Ferey D Pesng  COOC It Ofue W0 1T A 300 (00 gy Kapeee Ad s At e 0o
- 120209 Aanries b Seren 000 - n»n MDD Pewiby O 00! et O%ha 10 O0TIT Femenn Wt Lpere 6o
i v e Lz " LD U
. IR PIN R o0 use L2 ] LU
™ L s s By Lan A 100 ar 13053 MD Fewiy TR 00! et O%ae T STV T Peerne Y Dgeeee -
us N M L hrmns Lo 1000 - 1sec e ML ety OO 551 et Ofie B0 A0V e 200 0 Fagt Lasase AT o At . s
e noamE Oww Swmary - o nie D -
= TWO0IM  Crmpae Srwens Seme "w r » ED Fwwtng 000N et O%cx WO 0TV Peweee | Y0001 Fu Cpemie e
- nhEIT. s se Mlase T - uss s U ey U Al D% B0 02197 My | ED-051 Sl hayeene n»
. aNn. D e R A2t i - AR ] AT ey T W e o e 1o
LR 2000 Lavase Lrtees bute " s M MDD Ul
. atzIm LR Swe "o uss R MU Agraved SO0 SET Mes ewer  JOU SIS e e e e
e [Sunor ] Wikt - . wn MU Appoved O TO et 0% ROON T3 »o o
. nukrm ot . g L et M
)
rbf 8% bewtcwt B mimpcon B own D awen 0 tmtne B speesens D anmnrint O ow
Dats Filter Sy Pascdd Fltae
Fromlieke PLORS o e o
Tiansctons
: ¥ wm—ge v sy v Arssusn Vg Arsie srem + ¥ cemtce
Conrastnr ! Uner 0 Puum et ) e woe pe 100-201-01h
Tier . =] icon next 1o Clalm Status ’ f 04001 6
Caetsen 3]
Cartason | Use Satat Purcras . nthe Type e 2OMOVOI N
Corshescer 3 Usar Lagage Ant Lastfier Gocds & ¥ - r wosm-mn
2 e S Legnags Aot Losthe Docode 3 « Insert Panding in the Value input flold WOA01-01 Fi
1w - Potad Prcreme and select Apply - | woamo
Carntatont 3 Usst . Astrin Av Servcs 200 M 20 AT Pandig 1007001 Maad CHiE 10O QO 01 1
20 - Aictirierr A Serves 2000 At nm ALD Pwwing G000 Hesd Ot 19060 1
> 2 s %00 g0 won AED | Unabecaint
2 v Mt Rastume 2100 o o D natesannt
Contascut 7 Uver . L Abbrws Lan A 100000 Ao 100808 AD Dundwy | 100°001 st Offn 100901011
5 2 et : L Ak Ly 109000 Ao {oos08 ALD Percing | 00-00) et Otk 1009010 1
Carmtaster | Unmr vi r e emaaty w800 ow 0008 AID Linatocamd
1 L Carpam etean lmve w um »e KD Pesiny | 00001 et Cffis  100.-001-01F
Conasent 1 Uner Corpas hutwas tars w wa 2200 AID Puiey | 100-001 Mesd Oftcs 10000100 &
1 v . Ovamt Wearme Seriet "o o 100808 AED Pondey  300-00T Mt femeen  350-001-01
o ' ? S (e ) v o AED Unebscawt
20w - O Fammwry 4100 s 30000 ATD Agpwowent 30000 Mk femon  290-001-04 ¢
Carstrascur 1 e . s 00 ot 20008 AD Agpriwest  00-001 bt Offew 19000100 €
1 v : hatot P re 4400 s 0000 ARD Usabccens
Account Administrator User Guide 92 of 98

Classified as: NBF External



“bF

PRV NBF Corporate Credit Card Self-Service Portal (SSP)

Mationsd Raek o Fuswab

Please note: When a transaction is split between multiple cost codes, it may display as a
duplicate transaction. However, when you scroll to the right-hand side of the screen, the cost
allocation split will be visible.
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8.4 How to download interim statements

The Interim Statement helps reconcile card transactions against the card statement.

Refer to the Card Monthly Statement to confirm any balances due and make payment.
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The Billing Period serves as the dates identifier that aligns with the cycle dates (Period Start and
End) provided in the issuer data file.

In the Period Open field, the Interim Statement status indicates whether the cycle date is open or
closed.

Yo
nbf . SR PR ] - - L R - p @
To downicad all the cardholders Interim
Statemaents the usar can zeloct the Billing
Paniod icon o download & Custom Start
i T et Gutom Dot R 110
Wart Oy ) "t Bom and zelecting Cu_:!o’n Date
[rrey—— Cuoer e [ »7:’ <
borci v - e o ppdcd ) o __I To download Inddual cardholders
OO Yer e n ":_\_ Interim Statements the user can select
SOMIEBCOCOCKITE0 * Catthutter 3 L [} ) the Billing Period icon or download &
oo N e n Custom Start end End Date by selectng
the dates in the selected Custom Dete
Range fialds and selecting Custom Date
1. Goto Reports | Interim Statement.
2. Select the required billing period.
3. Select the required Cardholder interim statement or choose all Cardholder interim
Statements.
4. Download the statement file.
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5. If downloading all Cardholder interim statements, save the automatically generated zip
folder.
6. Open the zip folder and select the required PDF interim statement.

8.5 How to monitor Cardholder auto-registration status

1. Goto Reports | Cardholder Auto-Registration Status.
2. Review Cardholders with outstanding auto-registration statuses.
3. For a New status, resend the verification email if the Cardholder has not activated their

profile.
4. For an Error status, open the backend error details and take the appropriate follow-up
action.
4
nbf o D -~ 1=

9. How to export data

The Data Export function allows Account Administrators to download standard or preconfigured
export files for accounts and cards linked to their profile. Export configuration settings are
predefined by the company during the onboarding process.

Go to Data Export.

Select the required predefined export configuration.

Select the required billing period or date range.

Lock the period before exporting, if all transactions have been allocated and approved and
the file will be used for back-office upload.

Download the export file in the available format.

6. If the period cannot be locked, review any unallocated or unapproved transactions before
retrying.

A

o
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If Yes, reflects in the Period
Open column, the Billing

Period is still Open.

If No, reflects in the Period
Open column, the Billing

Period has Closed.

If No reflects in the Period
Locked column the users will
still be able to make changes

to their claims.

Period Open ¥  Period Locked
Yes No

Period Open ¥ | Period Locked
No No

Period Open ¥  Period Locked
No Yes

If Yes, reflects in the Period
Locked column the users will
not be able make any

changes to their claims.
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Are you sure you want to jock the selected Billing Period from
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Billing Perlod cannot be locked as it contains claims that aren't
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[ select the
Custom
| Date Range

Data Export

Bifling Period

Company

Billing Pariod Start Date
Billing Perioa End Date
Biling Penod Open
Biiling Period Lockad

Export Flename

Custom Date Rango

Custom Stan Date

Custom End Cate

Company €
3VoV2026
27/0272026
Yes
No

Monthiy

JI0VIO26

270272026

=

Select a Preconfigured
Extract to download

Select the Download
button to continue and
retrieve the export

T

Although users can customise report data by using filter options, the table below shows the report

layout and export format.

Export CSV, XLSX and TXT
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