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1. Solution Overview

The NBF Corporate Credit Card Self-Service Portal (SSP) is a secure online platform that enables
corporate Managers 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 guide is intended for NBF Corporate Credit Card customers assigned the Manager 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 an operational reference. Each section outlines the purpose of the function,
when it should be used and the key steps or system behaviour that Manager users can 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, Managers can perform functions across two broad
areas:

Expense Management System (EMS)

e Maintain user information, expense information and data export settings
« Allocate transaction costs to self-maintained cost centres and expense categories

e Monitor transactions, cardholder spend and allocations via reports

e Download interim statements

Self Service Portal (SSP)

« Create new cardholder requests for submission to Issuer Admins for review and approval
« Enable or disable the Manager approval workflow
« Notify users of updates via the notice board, such as changes to the spend policy

e 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)

e Check available balance and outstanding transactions

Manager User Manual 4 0f 73
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1.1 Functional Areas

Use the table below to identify the main menu options, related secondary menus and functions
available to Manager users.

Main Menu Secondary Menu Function
Dashboard My Dashboard Select a card to update the Dashboard view
Claim Statistics View chart reflecting claim status statistics
Notice Board View company messages
Transaction History | View cardholder transactions for the latest billing period
Monthly Spend View chart reflecting monthly cardholder spend
Self-Service Icons Quick access to Manage Existing Cards self-service
functions
Spend Categories View chart reflecting cardholder MCC category spend
Claims Maintain and approve claims
Manage Manage New Cards | Approve new card orders
Cards — .
Manage Existing Activate Card
Cards Report Lost or Stolen
Close
MCC Blocking (block/unblock within allowed MCGSs)
Order Replacement
Unbilled Transactions (view)
*Block/Unblock
*Location Controls (allow all or specific countries)
Set Credit Limit (within overall account limit)
Set Spend Limits (spend amount limiters)
Set Spend Types (online and card machine)
Reports Detailed Search, view and download transactions across
Transactions statement periods
Cardholder Spend View and download cardholder spend totals
Claims View and download claim submission details

Interim Statement

Download to compare to Issuer statement

Data Export

Download preconfigured exports for linked cards

*Cannot be changed by the Cardholder when set by the Manager.

Manager User Manual
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*Applies when the Manager New Card Order Approval workflow is enabled.

2. How to get started

The solution is supported on the following web browsers. Older browser versions may not display
the portal correctly.

. Google Chrome

. Firefox

. Internet Explorer Version 10 and higher
. Microsoft Edge

2.1How to activate your profile

The Manager receives the User Profile Created email notification. To complete activation, the
user selects the activation link and is directed to the system to create a password.

User Profile Created

< Repl & Reply All F d H
Corporate Card No-Reply <noreply-preprod-cc@network.global = @ ) nery ) TeRy 7 Forwar b
To NI Support Tue 2025/10/28 13:25

Dear Manager,
Administrator Account Admin29 accountadmin29@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

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

e Capital letter

e Special character, e.g. # or @

e Number
e For example: SecureP@sswordl

Users are required to update their password every 45 days, as passwords automatically expire
after this period.

Manager User Manual 6 of 73
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Complete Activation

Password*
Confirm Password*
Name* Manager 22

Surname* User

' 4 ™

information

YOUr 3oCount Was secoesstuly activamea

If the user selects the activation link after the token has expired, the following pop-up will display.
The Account Admin will be able to resend the user activation email.

Error

This verification link has expired. Please request a new one

Manager User Manual
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2.2How to sign in

Go to https://businesscards.nbf.ae to access the portal.

Commercial
Card
Solution

Forgot Pasuword?

After entering their login credentials, users are directed to the reCAPTCHA page to verify
authenticity and confirm that they are not a robot.

Manager User Manual 8 of 73
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Select all Images with

bicycles

Password

The system will generate a two-factor authentication (2FA) OTP via email.

Commercial
Card
Solution

Enter the authentication code recieved via your emad

1f you are unable to retrieve the code or believe you have reached this
step in eqrar, you may Iry iegging in again of contact your administratar,

Authentication code will expira in 03:37

Authantication Coda

Return 1o Sign in

Manager User Manual 90of 73
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[P -

Two-faction Autherttication

R . y "
Capocate Card No-Raphy < -sty fvmtmod o ol 4 —
LT e 2t

Dear Manager 1,

You have requested your cade for two-factor authentication.
Your authentication cede is 131169

This code expires at 12:14 UTC today.

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

Regards,
Commercial Card Solution Team

2.3How to reset a forgotten password

Select the Forgot password link on the login page and enter your email address.

Commercial
Card
Solution

Foegot your password?

Enter your email address bolow and we will send you
instructions on how to change your password

The information pop-up below will display.

Information

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

If the user is linked to more than one account within the Company Profile during login, the Access
Individual Account screen will display, allowing the user to select the account they wish to

Manager User Manual 10 of 73
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access. Otherwise, the user will be routed directly to the Dashboard page once successfully
authenticated.

Access Individual Account

Company Card Scheme User Access EMS Enabled SSP Enabled

00038010000001 - Company 1A Visa Manager Yes Yes

00038010000003 - Company 18 Visa Manager Yes Yes

3. How to use the main menu options

3.1How to access Help

When the user selects the Help icon, the following submenus will be available:

|
nbf 88 Owtrtoss © Morye corm B cum % Jr— 03 owsrpest @ Maraze ! ® we

Trvaw Adchens tataded (e gernatas L "e

Teteghame Murter w27 13000 11T 0ON4 Doca| | 42T MIU1T 45 9UTS (eeminterad |

e User Guides
e Help Desk

Users can download the following guides for internal reference and to understand the roles and
functionality available within the system.

e Manager User Guide

e Cardholder User Guide

3.2How to use the user icon

The user can select the User icon to access the following submenu options.

Manager User Manual 11 of 73
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%) Mezeger | ® [Ty

S|
nbf ES Destoowo 5 Mragn Cam ﬁ Clarms @ Nepan ’_L.' Do Expont

My Dashbourd

== 1 0000000006

3.3How to view My Profile

You can view your personal information by selecting the drop-down menu next to your name.

My Profile

Email Address* manageri@intecoms.co.za
Name* Manager 1

Surname* User

( Close )

3.4How to change your password

To update the password, the user must enter their current password. Once completed, they must
enter and confirm their new password.

Change My Password

Current Password*
New Password*

Confirm Password*

For security reasons, the session will expire if no action is performed in the system for a defined
period. Before the session expires, a warning pop-up will display.

Session Expiry

Your session is about to expire in 48 seconds. Do you want to

continue?
s ™
{ Mo 1 Yes
p -

Manager User Manual 12 of 73
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3.5How to switch user access

If the user has been linked to more than one account within the Company Profile, selecting Switch
User Access will route the user to the Access Individual Account screen to select an account to
log into the system.

nbf . 82 Dashboard @ Manage Cards @ Claims @ Reports D Data Export @ Manager 1 @ Help

My Profile
Change Password

My Dashboard
= | 000000000 O *
e a

Access Individual Account

: Company Card Scheme User Access ‘ EMS Enabled SSP Enabled

00038010000001 - Company 1A | Visa Manager | Yes | Yes

00038010000003 - Company 18 Visa Manager Yes Yes

3.6How to sign out

When the user selects Sign out, they will be routed to the login page and will need to enter their
email address and password to log back into the system.

4. How to use the dashboard

After successful login, the user will be routed directly to the Dashboard page.
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4.1How to use My Dashboard

The My Dashboard section displays all cards linked to the user, with the signed-in account

preselected.

My Dashboard

Cardholder 1 User

VISA 409688XXxXXXX3111

EXP 03/76

Cardholder 2 User
VISA 409688XXXXXX3569
EXP 03/76
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On first login, the preselected account’s statistics and information will appear in the following areas
on the Dashboard:

e Claim Statistics

e Transaction History
¢ Notification Board
o Category Statistics

If the user is linked to more than one card, they can select another card under My Dashboard.
The Dashboard will then update to reflect the statistics and information for the selected account.

4.2How to view claims statistics

On initial login, the claim statistics for This Month (current billing period start and end date) will
display.

Claims Statistics Claims Statistics

] ,-1 ‘”»'.','.. <Ny [ ,, ] . L X = Pl L =
01/03/2026 - 31/03/2026 SN ey i

5 .
Number of Transactions  Billec Amount Numper of Transactions Billed Amount

e Amount

AED 3 070.00

o
Stanm R " Status Billed Amount %
@ unasocaeo 4 4L4% @ vnasccaen 2.93000 0L3%
@ Ponang 3 133 ® vencing 2000 22%
® roproved ] ns @ rooroved 10.00 0.1%
Deciees ! s Oecunea 20000 £.2%
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The information is further separated into the Total Number and Total Billed Amount of
transactions by claim status:

e Unallocated — No action taken
e Pending — Claim submitted for approval
e Declined — Claim declined for reallocation

e Approved — Approved claims

The user can further filter the results by selecting a custom From and To Date, or a Billing
Period, with the option to present the statistics in pie chart or bar chart format.

01/03/2026 - 31/03/2028 Omni International

Filter Options

@ From 01/03/2026 To 31/03/2026
I ) Billing Period Select
Chart Type Pie © ( Filter )

4.3How to use Manage Existing Card icons

The Manage Existing Cards icons provide quick access to the required card functions for the
cardholder’s card.

Manager User Manual 16 of 73
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If the user is linked to more than one card, they can navigate to Manage Cards | Manage
Existing Cards to perform the required card functions for all linked cardholder cards in one view.

Marage Camts | Manage Existng Cards
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4.4How to view transaction history

Once the user selects the Transaction History tab, the transactions for This Month (current
billing period start and end date) will display for the selected card in My Dashboard.

Transaction History  Notice Board

12 March

Omni International
#3592 Omni international

Retail Purchase
#5411 Grocery
Stores, Supermarkets

Book Stores
#5942 Book Stores

21 March 2026

Computer Software Stores
#5734 Computer Software Stores

Other Retailers
#5999 Miscellaneous & Specialty R

Grand Wailea Resort
#3571 Grand Wailea Resort

31 March 2026

Sonesta Int'l Hotels
#3591 Sonesta Int’l Hotels

Retail Purchase
#5422 Freezer And Locker Meat

Maonthly Spend

USD 2.70 AED 10.00
GBP -23.00 AED -100.00
UsD 2.70 AED 10.00
USD 8.10 AED 30.00
GBP -69.00 AED -300.00
GBP 690.00 AED 3,000.00
AED 200.00
USD 54.00 AED 200.00

The user can further filter the results by selecting a custom From and To Date.

Transaction History  Notice Board

01/03/2026 - 31/03/2026 )
Filter Options
From 0170372026 To

Monthly Spend

N\

{

(%Y,
-

31/03/2026

( Filter )

Manager User Manual
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4 5How to view the notice board
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On initial login, the Notice Board reflects all notifications posted for This Month by the Account
Admin.

Transaction History  Notice Board Monthly Spend

Last 30 Days ()

Claim Approvals Due

Dear Management Please Approve outstanding claims by 30th March 26 Regards HR 2026-05-08

New Policy Alert

Good day Employees Kindly see the new Credit Card policy alert email for your 2026-05-07

attention Kind Regards Management

If the user is linked to more than
one account, different messages
will be displayed to the user of
the selected card
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The user can also search for past messages by selecting the The Last 30 Days drop-down and
entering the From and To Date.

Transaction History Notice Board Monthily Spend

Last 30 Days (%)

Filter Options @

From 141042026 To 14/05/2026

NEW FUNCY AL

4.6How to view monthly spend

Once the user selects Monthly Spend, a bar graph will display for the Last 12 Months,
representing the total transactions for each month for the selected card in the My Dashboard
section.

Trancacton ety  Netice Boara  Menthily Spend

AD 2 e
SR a0
#LU ) e in
AED e MY L 13004
I By I I

The user can further filter the results by selecting a custom From and To Date.
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4.7How to view expense categories

Transaction History  Notice Board Monthly Spend
Last 12 Months _
Filter Options ( ’f/
From 01/05/2025 To 30/04/2026 ( Filter
FR—;

On initial login, Expense Categories will display a pie chart and statistics or information for the
selected card in the My Dashboard section. These expenses are calculated and categorised by

the transaction’s Merchant Category Code.

Expense Categories

Expense

. 5998 Miscellaneous & Specialty R
@ s5an Grocery Stores Supermarkets
. 3592 Omni International

5942 Book Stores
@ 5948 Luggage And Leather Goods §
‘ 5734 Computer Software Stores
@ 5422 Freezer And Locker Meat Pra
@ 3591 Sonesta Int'l Hotels

@ 3571 Grand Walea Resaort

01/03/2026 - 3Y03/2
AED 3,070.00

~

2026

Value (AED) %
-300.00 7.8%
-100.00 2.6%

10.00 0.3

10.00 0.3

20.00 0.5
30.00 0.8%

200.00 5.2%

200.00 5.2%
3,000.00 7759
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5. How to manage new cards

The Administrator creates a new card order and determines whether Manager approval is required
during the ordering process. If the Manager approval workflow is enabled, the Manager can
review, refer, approve or decline the card order.

5.1How to review an order
The Manager will receive the Review Cardholder Onboarding Details email notification once the
Administrator has created the new card order.

|Ordhera 20260500000 5] Review Cardholder Ovtaoacding Defails

' Sere Lt 42 ey - e o p® setwo gres

Dear Manager Manager 1 User,
Account Administrator Account Admin 1 User for 00038010000001 Company 1A has initiated a new card order request for Cardhelder Cardholder 63
User [Order#202605000003],

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

Regards,
Commercial Card Solution Team

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

e |
nbf , -[OVIVOUONE: . (RS  (JNPURIE: - | OROIS - PUUPu @ smegert D 1ot

Oegwt Shuntoes V' Narwe V. Sumaow Y Ges Y NebieMormer V' CosmmnLost V' Date Cmatae Y Cramad By o Compmy Apseoes Vs Agpreaer V' Stene
LSS IDIEAIE sitzertazee iy stesmm o 2 mage PaTEEseT 22 1 Pwrvang Corpwry Apprrvel

The following order statuses may display when the Manager workflow is Enabled.

Status Status Description

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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Declined by Manager Order declined by Manager

The Manager cannot update any details; however, they can refer the order back to the

Administrator for changes.

[ |
“nbf B cwmrcors ) wepecom O o D e -

Adttianal Detats

5.2How to refer an order
Select the Refer button and enter the reason for the referral to the Administrator.

Manager User Manual
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03

v

Confirmation

Are you sure you want to refer this request to the Account

Administrator?

Flease increase the Credit Limit to AED 6000

Once referred, the order will no longer be available to the Manager on the Manage Cards |
Manage New Cards screen until it is resubmitted by the Administrator for approval.

S
nbr .- —— = [T B cem |\ J— | ST —

Orter Surter 7 Marm 7 Surraes 7 Bresd § Werstat 7 CrateLiwet U De Crewant 7 Orewssd By 7 Cormpuaryy Spgrewnr 7 Mo Apperwer 7 Sots 7

The Administrator will receive the Cardholder Onboarding Referred by Company email
notification with the reason for the referral.

[Otder ¥ 2026050000023 Cardholder Orboarding Referred by Company

orpoarts G WO Sepdy w0 1egdy@vstmonk gobor
1 L St

Dear Account Administrator Acoount Admin 1 User,

Manager Manager 1 User for 00038010000001 Company 1A has reviewed the cardholder onboarding detalls [Order#202605000003] and indicated that
the information is incomplete with reason: "Please increase the Credit Limit to AED 6000"

Please click here to login and update the details.

Regards,
Commercial Card Solution Team
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When the order has been updated and submitted by the Administrator, the Manager will again
receive the Review Cardholder Onboarding Details email notification.

5.3How to approve an order

After successful verification of the order, the Manager can Approve the order. This will trigger the
Provide Cardholder Onboarding Details email notification to be sent to the new cardholder.

[Orderd NRGOS000007] Provicke Cardholder Onboarding Dotails
o Sepa 42

ML pper

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

5.4How to decline an order
If the Manager declines the order, they can select the Decline button and enter the reason for
decline for the Company Administrator.

Confirmation

Are you sure you want to decline this request?

Order raised against incorrect Corporate Account. Please
submit new order

=

W

Once declined:
The order will no longer be available to the Manager on the Manage Cards | Manage New
Cards screen.
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The Company Administrator will receive the Cardholder Onboarding Declined by

[ )
Company email notification, which reflects the reason for the decline.

|Order® 202605000003] Cardholder Onboarding Dedined by Compary
P Powiy M

Dear Account Administrator Account Admin 1 User,

Manager Manager 1 User for 00038010000001 Company 1A has reviewed the cardholder onboarding details [Order#202605000003] and has declined
the request with reason: "Order raised against incorrect Corporate Account, Please submit new order”

Regards,
Commercial Card Solution Team

6. How to manage existing cards

The user can maintain and perform actions on existing cards by selecting Manage Cards |
Manage Existing Cards, or by using the Manage Existing Cards quick access option on the

Dashboard for the selected cardholder’s card in My Dashboard.
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Select Manage Cards

My D

Cardhotdar 1 User

VISA cossseooxxxam

EXP 03/76

Carahoider 2 User
VISA 403688:000XXX3569
EXP 03/76

Claims Statistics
01/03/2028 - 31/03/2025 (5)

Number of Transactions  Biled Amount

Tutat Nusreae
of Tranaactions

Status %
@ vnasscated 4 asan
@ cerang 3 3338
@ Approves Yo
D Oecioed T

Regort

se

Transaction History Notice Board  Monthly Spend

12 March 2026

Omni international
#3592 Omni Inteenational

Retail Purchase
#5411 Grocery Stores, Supermarkets

Book Stores
#5942 Book Stores

21 March 2028

Computer Software Stores
85734 Computer Software Stores

Other Retailers
#5999 Miscolaneous & Specialty R

Grand Wailea Resort
#3571 Grana Wallea Resort

31 March 2026
Sonesta int'l Hotels
#3591 Sonesta Int'l Hotels

Rotail Purchase
#5422 Freozor And Locker Meat
Pro

Crest
Uy

LS
nbf 88 Daswosrd B mansgecarss @ cuims B repons (3 poaexpont

Boc Regace
Cod  lowySiolen  Ca

©00

ncc

Location  Usbiies

Bocking Controly Trassactions
usD 2.70 AED 10.00
GBP -23.00 AED -100.00
Usb 270 AED 10.00
usD 830 AED 30.00
GBP -69.00 AED -300.00
G8P 620,00 AED 3,000.00
AED 20000
USD 54.00 AED 200.00

Spen

Types

@ nep

@ Manager 1

Expense Categories
oVoy/202€ -3 026
AED 3,070.00

Expense Value (AED) %
@ 5999 Miscetanaous & 5 -300.00 7%
@ 241 Grocery Steet Sup. 0000 26%
@ 2592 O weernational 0o oxn
© 5542 Book Swtes .00 o
@ 5945 Luggage And Leat 000 05%
@ 5734 Camputer Softwae_ 20.00 osn
@ 5222 Frweser And Locke. 20000 san
© 3591 Soness et Hots 20000 5%
@ 3571 Granc Wades Resoct 3,000.00 5%

%)
nbf 88 Dwntrbuaats (] Marage Cartts G Charzs @ Naparts

Mansge Camds J Manage Exiating Taos
e @ of ]

. e e 0
- Pt el 13me. Crem
ot e - Ca -

Y 6 e e e
s -~y oo n - .
> M B Lma (o &

Q@

fi

i
i

§
|

T
Ureme i o
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ot ew
-
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When multiple cards are linked to the user, the user can select the filter option to narrow the
displayed cards by card number, name, surname or status.
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Filter Options )
Sort by Card Number Q)
Search by

S
nbf Sg Dosnbosnd 5 Maroge Cande G Caemy B Neporn ﬁ O o

e @ e @ @ @ @ @ '
— — . S o -t
Cant [ ¥ S D Vo naisens '

) Mermp=1 @ MHag

6.1How to activate a card

To activate a newly issued cardholder card, the user can select the Activate icon on behalf of the

cardholder. This will change the card status from New to Open.

LS
nbf 82 Dashboara @ Manage Carun G Clama @ Repocts b Data Expon & Marager 1 @ Help
Fie @ ¢,
rnon @
@ —| Select Activate Card
The following confirmation pop-up message will display.
Confirmation
Are you sufe you want to activate the selected cord?
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Once confirmation is successful, the success pop-up will display, confirming that the card has

been activated.

The cardholder will be able to set the card PIN by authenticating with an OTP sent via SMS. The
following PIN Set pop-up will display.

PIN Set

Cardholder 1 User
409688XXXXXX31M1

Enter PIN+

Confirm PIN+

The user must then enter the code received via SMS and select the Verify button.

“bf

Once completed, the success pop-up below will display, confirming that the PIN has been

successfully set.

Manager User Manual
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Success

Card PIN successtully set on card 409688XXXXXX7068

The Activate Card function will then be replaced by all SSP functions available for an open
cardholder card.

6.2How to block or unblock a card

The user can temporarily block or unblock a cardholder’s card. Once blocked, the cardholder will
not be able to unblock their card.

nbr BY bastest O msnsgeconts B cues D sesorts 03 tesrenen ® weowt O wew

At @

_— ;
Select Block Cw:—]

@00
‘900

The following confirmation pop-up will display.

Confirmation

Are you sure you want to block the selected card?

w

Once confirmation is successful, the success pop-up below will display, confirming that the card
has been blocked.
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Success

Card has successfully been blocked.

The status of the card will change to Blocked in the status column.

LS
nbf Sg Cashboord @ Manage Carss G Caims @ Regorts D Dota Cxport ".‘:—..' Masagur 1 @ Hoy
Manaag rd NMar Eust rel
Fizer @
Bc:wc.e
acte @
0000 =
[ 50 Feport Rezes (== Creet wee Locetey Unemed lgers Spes
Cart i Cond Coacd L Lectng Corenss Trerantams Lves Tivas
The user can unblock a cardholder’s card once it has been blocked.
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|
nbf 89. Oastemoas =] Manage Carets @ Cisnra G oo C3 cesespen & Manager t @ =t

"

/-’
Select Unblock Card
" 0000000060066
— -t — e o - — —

The following confirmation pop-up will display.

Confirmation
Are you sure you want to unblock the selected card?

- ) GECED

Once confirmation is successful, the success pop-up above will display, confirming that the card
has been unblocked.

Success

Card has successfully been unblocked.

6.3How to report a card as lost or stolen

The user can report a card that has been lost or stolen.
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Report Lost/Stolen

Report card as Lost or Stolen?

@ Lost “’—’)—l Select Lost/ Stolen radio button |

The success pop-up will display, confirming that the card has been successfully reported as lost or
stolen.

Success

Card has been successfully reported as Lost or Sm:en

The status of the card will change to Lost/Stolen in the status column.

Once the status is updated to Lost/Stolen, the user can then choose to either close the card or
replace it.
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Finer @ “

i e @
Clone oghse
Curs =

LS
nbf 82 Oashboard =] Manage Cards @ Clakers @ Buparts C.‘ Dats Export @ System Sutsngs

@ Manager 1 @ Holp

If the user selects Replace or Close for the lost or stolen card, the card will no longer be available

under Manage Existing Cards.

6.4How to order areplacement card

The user can replace a damaged card.

s
nbf 82 Uastbreerty 8 Marage Came G Crammes {3 egewtsy D Cots Logart &) Marager 1 @ etz
(= -.
" 00000000006
— — t——— s - s e f——— — —
G = — Zwe - [ (e —en — L— -
=
Select Reploce Card
" 000000000
— —~ - e ~ e s rome -
oo | sartne e tut - iy toom meazen ey
The following confirmation pop-up will display.
Confirmation
Are you sure you want to order a replacement for
409888XXXXXX3111 - Cardhoider 1 User?
34 of 73
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Once confirmed, the success pop-up will display, confirming that the replacement card has been
successfully ordered. Thereafter, the card will no longer be available under Manage Existing
Cards.

Success

Replacement card has successfully been ordered

6.5How to close a card

The user can close the cardholder’s card at any time by selecting the Close Card icon.

Select Close Card

miililll

wocx
= ==

tead o
L Tt

The following confirmation pop-up will display.

Confirmation

Afe you sure you want to close the selected card?

- QEEED

Once the card closure is confirmed, the card will no longer be available under Manage Existing
Cards.
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6.6How to set a credit limit

The user can update the cardholder’s credit limit based on the cardholder’s requirements.

LS
nbf oy -
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The following side-by-side Credit Limit pop-up will display, including the cardholder details.

Cardholder
Sarah Wilson

Card Number
409688XXXXXX3405

Card Expiry
09/45

Status

Active @

Credit Limit

Current Credit Limit

New Credit Limit*

Reason*

The user can update the cardholder’s credit limit by entering the required value in the New Credit
Limit field. A reason must be provided for the new limit.

Manager User Manual
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Cardholder
Sarah Wilson

Card Number
A098BEXXXXXX3405

Card Expiry
09/45

Status
Active ©

Select Amount and
Reason

Credit Limit

Current Credit Limit 46,000
New Credit Limit* 50000

Reason*

The success pop-up will display, confirming that the card limit has been successfully set.

Success

The card limit has been successfully sot

If the user enters a credit limit that exceeds the overall credit limit, the above Error pop-up will

display.

6.7How to manage MCC blocking

Information

Tho credit limit requested exceeds the available imit, please

request a reduced cradit imi amount, of contact the bank for e

limit increase.

The user can allow or block purchases related to specific Merchant Category Codes.
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The user will be able to select a Merchant Category Group from the drop-down.

LS
nbf 2y Jre— - P —— ¢ Je— | JE— C3 Duta tageee - . [ — D Ganegw ) D
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SN | et gy Grow s e
be available for selection

Once the user has selected the required Merchant Category Group from the drop-down, the
related Merchant Category Codes will display above.

Once a Merchant Category Code is blocked, the user can select Unblock to restore regular use of
the card.
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S
nbf B9 Dssnbosrs ) Monsgecards (D ciaims B Reports (3 DotaExport &3 System Settings @ wmanager @ hew
Manage Cards | Manage Existing Cards | MCC Biocking
Merchant Category Group CAR_HIRE - Car Hire
Unblock Al siock A1 (@
Code ¥ Description V' Blocked
3381 3351 Attiliated Auto Rontal Falso ° m Select Unblock to block an
3352 3352 American International True ®  uablock individual Merchant
3353 3353 Brooks Rent A Car True ®  Unblock
3354 3354 Action Auto Rental False @ m
3385 3355 SIXT CAR RENTAL True @  unblock
3357 3357 Hortz Corporation True ®  unblock
3359 3359 Payless Car Rental True ®  unblock
3360 3360 Snappy Caf Rental Truo ®  unblock
3361 3361 Alrways Rent-A-Car True ®  unblock
3382 3362 Altra Auto Rental Falso @
3384 3364 Agency Rent-A-Car Truo ®  unblock
3366 3366 Budget Ront-A-Car False ]
1368 3368 Holiday Rent-A-Car True ®  undiock
3370 3370 Rant A Wrack True ®  undlock
a3 3374 Accent Rent-A-Car True ®  unbiock
3376 3378 Ajax Rent-A-Car True ®  undlock
3380 3380 Triangie Rent-A-Car True @ unblock
3381 3381 Europ Car Trua ®  unblock
3385 3385 Tropical Rent-A-Car True ®  unbiock
3386 3386 Showcase Rental Cars True ®  unblock
OOO® surse izl

The success pop-up below will display, confirming that the MCC codes have been updated
successfully.

Success

The MCC codes have been updated successfully

6.8How to manage location controls

The user can limit cardholder spend by selecting either All Countries or Specific Countries.
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To allow spend in all countries, select the Allow All Countries radio button.

Locstion Contrls select Allow All Countries

radio button

Location Control Options

O Disabled /
@ Allow All Countries
() Allow Specific Countries

The following success confirmation pop-up will display.

Success

Card Location Controls have been saved :ucco::iuny.

To allow spend in specific countries, select Allow Specific Countries. The Manager can then
select multiple countries by adding them to the list.
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Location Controls

Select Allow Specific
Lobation Gootiol Ontice Countries radio button

() Disabied
() Aliow All Countries

(@ Allow Specific Countries

Select the Country dropdown
to select a Country

Country /

Select a Country Code
" Select Add

Selected Countries

AE - United Arab Emirates

AL - Albania 0
Select Save

Cancel ) Save

Once the specific countries have been selected, the Manager can select the Save button and the
success confirmation pop-up above will display.

Success

Card Location Controls have been saved successiully

The user can remove specific countries when restrictions no longer apply by selecting the delete
icon.
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Location Controls

Location Control Options
() Disabied
) Aliow Al Countries

@ Allow Specific Countries

Selected Countries

Country
Select a Country Code
AE - Unitad Arab Emirates

Al - Albania

Select Delete
Select Save

Cancel

Once selected, the user can select the Save button, and the success confirmation pop-up above

will display.

Success

Card Location Controls have been saved successiully.

When Disable is selected, the cardholder’s card spend will be limited to local spend only.

Location Controls

Location Control Options

(® Disabled

button

Select the Disabled radio

Allow All Countries

) Allow Specific Countries

Cancel

Once selected, the user can select the Save button, and the success confirmation pop-up below

will display.
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Success
Card Location Controls have been saved =ucco=:(ully.

6.9How to view unbilled transactions

The user will be able to view transactions that have been authorised on cards and not yet billed.

|
nbf & Dasttowd =] Marmge Cads @ Clsns @ Becorty @ Oats Expart _ Maroger | @ e

e @

The following page will display all unbilled transactions.
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If there are no unbilled transactions, the following information pop-up will appear.

Information

There are currently no unbilled transactions.

6.10 How to set spend limits

The user can set spend limits for cardholders based on daily, monthly and per-transaction limits.
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Cardholder
Sarah Wilson

Card Number
409688XXXXXX3406
Card Expiry

09/45

Status
Active @

Spend Limit Select Change

Overall Spend Limit

Daily:
Monthly

Transaction Spend Limit

Per Transaction

Insert the amount for Daily
Overall Spend Limit and Monthly Limit

Daily Limit 10000 /
Monthly Limit 50000
Select Save

( Cancel Save

The daily limit and monthly limit will adjust to the new limit entered.

Cardholder
Sarah Wilson

Card Number
A09688XXXXXX3406

Card Expiry
09/45

Status
Active ©

Spend Limit

Overall Spena Limit

Daily: 10,000
Monthly: 50,000

Transaction Spend Limit

Per Transaction

Select Change
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Transaction Spend Limit

Transaction Limit f1000

Insert Transaction Limit
Select Save

[ Cancel

The transaction spend limit will adjust to the new limit entered.

Cardholder
Sarah Wilson

Card Number
409688XXXXXX3406

Card Expiry
09/45

Status
Active @

Spend Limit

Overall Spend Limit

Daily: 10,000
Monthly: 50,000

Transaction Spend Limit

Per Transaction: 1,000

6.11 How to set spend types

The user can set spend types for cardholders for online spend and card machine transactions.
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To set spend types for ATM, select Change.

Cardholder
Cardholder 1 User

Spend Types

Card Number ATM

A0968BXXXXXXIM On until 30/12/2089
-/ (&l >
Card Ex
i 2 piry Online Spend
03776

On until 30/12/2099
s U <
Active © Card Machine

On untll 3012{2008

Within the On Until drop-down, the calendar will display and the spend type can be set until a
specific date.

r

ATM [ Salect On in the Dropdown |

Status

on
PR SR The ATM type can be set
Un Uned w1220 il 4 spacific date
- »

December 2008

U Mo T We Th Fr S8

0 8 9 0 1
1 . 5 11 ’ a %
] 22 |23 | 24 28 ]
27 B 2% n N

To turn off online spend transactions, select Off from the drop-down. No additional options will be
available when Off is selected.
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| Select Off in the dropdown menu |

Online Spend ‘/
Status Off (
Select Save

C;vncel ;

To set spend types for Online Spend, select Change.

Crrholdac Select Change
Sarah Wilson

Card Number ATM
409688XXXXXX3408

Card Expiry
09/45

On untll 30/12/2099

Online Spena

12/2006
i On untll 30/12/2009

Active @ Card Machine

On until 30/12/2000

Within the On Until drop-down, the calendar will display and the spend type can be set until a
specific date.

Select On in the dropdown menu

Online Spend The Online
Spend type
can be set till a
On Until 30/12/2026 specific date

Status On

December 2026
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To turn off online spend transactions, select Off from the drop-down. No additional options will be
available when Off is selected.

| Select Off in the dropdown menu |

Online Spend !/
Status Off {
Select Save

Cancel

To set spend types for Card Machine, select Change.

Cardholder Spend Types
Sarah Wilson

Card Number ATM
40968aXXXXXX3408

Card Expiry
09/45

On until 30/12/2099

Online Spena

Status On until 30/12/2009
Active @ Card Machine

On until 30/12/2099

Select Change

Within the On Until drop-down, the calendar will display and the spend type can be set until a
specific date.

Select On in the dropdown menu [r———

The Card
Machine type
can be ser till
a specific date

Card Machine
Status On
On Until 30/122026{

December 2026

Tu We
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To turn off card machine transactions, select Off from the drop-down. No additional options will be
available when Off is selected.

Card Machine

Status

Select Off in the dropdown |

B aEa
J
J e

L_Se\lect Save

~d

7. How to manage claims

In this section, users can allocate and complete card transactions for cardholder cards linked to

their profile.

The claims allocated in this section will display in the Claims Statistics chart located in the
Dashboard section, making it easier to track cardholder claims.

e Allocate Claims

e Upload Receipts to Claims

e Approve/Decline Claims
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"fbf

My Dashboard

Cardhotger 1 User
409688XXXXXX3TM
EXP 03/76

VISA

Carghoider 2 User
40988BXXXXXX3569
EXP 03776

VISA

Claims Statistics

3163/2028 (=)

Number of Transactions  Billed Amount

Status %
@ unasccates a ssa%
@ senang 3 3
@ Approves 1o
Decimer s

o
Dg Dashboard 8 Manage Cards

B ot

12 March 2026
Omni International
#3592 Omni International

Retail Purchase
®5411 Grocery Stores, Supermarkets

Book Stores
#5942 Book Stores

21 March

Computer Software Stores
85734 Computer Software Stores

Other Retailers
25999 Miscollancous & Specialty R

Grand Wailea Resort
#3571 Grand Wailea Resort

31 Marc

Sonesta Int’l Hotels
#3591 Sonesta Int'l Hotels

Rotail Purchase
#5422 Froezer And Locker Meat
Pro

@ Reports

CJ Data Export

Monthly Spend

UsD 2.70
GBP -23.00

usD2.70

usD 8o

GBP -69.00

GBP §90.00

USD 54,00

AED 10.00

AED -100.00

AED 10.00

AED 30.00

AED -300.00

AED 3,00000

AED 20000

AED 200.00

@ Manager 1

Umes Types
Expense Categories

OUDI/2026 - 3V03,

AED 3,070.00
Expense Value (AED)
@ 5999 Micemacnous b 5 30000
@ 541 Goocery Smces Sep W00
@ 2562 o iernational 0w
5242 Book Sofes 000
@ 5048 Luggage Ana Leat 2000
@ 5734 Computer Sottwar. 1000
@ 5222 Fremzer And Locks 20000
@ 3501 Sonasma mr) Hots 20000
@ 357 Ocana Walea Reson 3,000.00

@ e

On the Claims page, there are two transaction filter options or tabs:

e Date Filter — Select a From and To Date.
e Billing Period Filter — Select a specific billing period from the drop-down menu.
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T
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After selecting the transaction period, users can further refine the results by filtering by cardholder
cards linked to the user’s profile or by claim status.

Managet | @ o

s
nbf as Dashboard @ Manage Carda @ Chaims Q Repaorts @ Data Export

Claims

Oata Filter  Ding Period Fitter

Fram Date LRI A To Dute oA

Clalms Status Al ® Card AN Cands ) “

Card Number Cardholider Aprsvied wwation Datw  Postng Date  Marchant Name Amaunt Witling Amaent — Dilling Curreney | &

ADRGAROO O Cardholder Declined 032026 12/03/2020 Nook Gtores 270 uso 10.00 ALD Py
ADDBROXXXXXXIN | Cardholder hending 03/2020 12/032020 Omni international 270 uso 10.00 ALD A
A00688XXXX XX Cardholder 0372028 1200372021 Rotal Purchune ~23.00 Gor “100.00 ALD ™
SOVEBAXXXXXXINO0 | COONOII0 o ... “.mf 'f. SR (0372020 131082026 LUQUage And Leathar Goods § 5,40 uso 2000 ALD |
A0DOUNXXXXXXAG68 | Caranotder 3 User  OVOX2020 - I1/0N/2026 | WO 2028 1TV0A2028 Hotwil Purchiase 20000 ALD 200,00 ALD | D
AODGARXXXXXXIH69  Caranolder X Usar | 01/0X/2024 + 31OX2026  11/03/20260 TW0R/2026 Austrian Air Service 2000 ALD 2000 ARD P
AOPONBXXXXXXISGO Cardholder I User  0V/02/2020 + 31/03/2076 | 18/03/3030 20/03/2030 Fiorlst/Nutsery Stock/Flower 10.00 ALD 10.00 ALD U
A00000XXXXXXISG0  Cardholdor 2 User | 01/03/2024 © 31/03/2024  18/03/202G 20/03/2020 Rotwl Purchase *27.00 uso “100.00 ALD U
AOBINRXXXXXXIGOH  Carhomor 2 Usar | OUONI020 « JUON/2020 1K/03/2020 20/00/2026 Lan Alrsnes Lan Alr 100000 ALD 1.000.00 ALD | P
A0D0RRXXXXXXINT | Cardholdor | Usar | 01/02/202G + 31/03/2024G  10/03/2026 210372020 Other Retasers 4000 app 30000 AED U
A000B8XXXXXXIM | Cardhottor Y Used | 0V/03/2024 - 310X2020  10/02/2010 2032020 Computer Sofwale 51016 "0 uso 20.00 AED (™
AOBARAXXXXXXIN | Caranoider Y isar | 0Y/OW/2024 - 2VOR/2020  1W0A/2026 20N2020 Orana Wailes Roson 09000 aap 3,000 00 ARD |
40D083XXXXXXI909 Candhoider 2 User  0V/0X/2026 - 31/03/2020 | 2X03/3020 25/03/2026 Computet Software Stoten LA uso 000 ALD L
AODBBEXXXXXXINON  Cardhotder 2 User | 01/03/2020 - 31/03/2028  23/03/2026 IN/031028 Other Netavers .00 uso “300.00 ALD | A
40D000XXXXXXIT00 | Cardholder 2 User | 0V0I/2026 - 31/03/2020 | 23/03/3020 25/03/2026 Waidor! 69.00 cop 20000 ACD | A
AOBORINOONX XN Cardholder \ Uger | 01/02/2026 < 21/03/2026 1 20/03/2026 032020 Rotail Purenase 54.00 uso 20000 ARD U
A0S0UOXXXXXXINT | Caraholder | User | 01/03/2020 + 31/03/2030 | 29/03/2020 21/02/2026 Sonouta Inl'l Hotets 20000 ALD 20000 ALD | Py
A0PEBMOOOCOOITTT | Cardholder Y User | 01/01/2026 - 31/03/2020  20/02/20206 3032020 Luggage And Loathar Goods % 460 Gop 20.00 AED ™
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The following claim statuses are available for selection:

Status Description

All All claims, irrespective of status

Approved Approved and finalised

Declined Declined and requires attention or reallocation
Pending Allocated and requires approval

Unallocated Not yet allocated

7.1How to allocate claims

This feature allows users to allocate transactions to preconfigured cost codes and expense
categories. Users can also split a transaction between multiple cost codes.

Feports

L3
nbf 8 oo O e D e B G ot B it 7 oy

Boteg Pt | over

Ca Wowster Camiphachony Ierny It Tassactom Date Pornegy Do M S art Mpe Thamaec o Arvaarn Fruraed doe Qopreniy Dlevy Avvnant By Ot reny Teven

Jur 16 - T70I00  GAVLININ M0, 2006 Mascoar | 5000 AL

! M
v
1 e A
P oE
W M ' ool
pe M VG3(2038 Marceant | 220.00 Select a card transaction AL Umatzcates
o M MEI/2028 Mwr=samt A e ta open the Expandable MO isgéccates
e TIT0GN Marcaget 7 4000 fields c

——

£E E F EE B
R 'B-E B-%

Once the user selects a cardholder’s claim, the Claim pop-up will display the financial data for the
claim and the following two expandable tabs and Create New button.

e Claims — The Claims drop-down will display a summary of the claim details once a claim
has been allocated.

¢ Receipts — The receipt section will display the upload icon when no receipts are attached.
When receipts are attached, the attachment file name will display with the delete and
download icons.
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Card Number : 400688XXXXXX0252
Cardholder : David Martin

Billing Period 3 31/01/2028 - 27/02/2026
Transaction Date : 04/02/2026

Posting Date 3 06/02/2026

Merchant Name : Merchant 6

Transaction Amount *135.00

Transaction Currency

Billing Amount

Billing Currency 3 Select the Create New button
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T NBF Corporate Credit Card Self-Service Portal (SSP)

Card Number 409688XXXXXX0252

Caranolder $ David Martin

Billing Period 31/01/2026 - 27/02/2026

Transaction Date 04/02/2026
Posting Date : 06/02/2026

Merchant Name Merchant 6

Transaction Amount ~135.00

Fianamctiod Okznay usD 2. Should the company have one-level
cost code structure, the cost codes
that have been preconfigured will be
Bifling Currency made available to select under the

1. Select the relevant Claim Parent Code expandable tab.
Details by selecting the Ciaims

dropdown items

Billing Amount

4. User can also insert additional

(variable) references in the Notes field
Salect C i.e, project number, and this can be
added to the preconfigured Export by
the Account Admin

Select
3. No cost codes will be
present in the Cost Code
expandable tab Soloct

Receipts (©)

Once the user selects the Create New button, the preconfigured cost codes and expense
categories will be available for selection.

Success
Select Ok

Claim details tod
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Please note: The Account Administrator or Manager user can change the claim details if they are
incorrect or decline the claim for reallocation by the cardholder. Once a claim has been approved,
the cardholder can no longer make changes.

The user can split a claim by selecting the Create New button after selecting and saving the
current claim.
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NBF Corporate Credit Card Self-Service Portal (SSP)

Card Number
Cardholder

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

Billing Currency

Claims

Ciaim1

Parent Code

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

Cost Code 100-014-01 - Finance
Expense 500-014 - Staff Expense
Amount 10.00
Notes Additional Reference
Claim 2 £
Parent Code 100-014 - Head Office
Cost Code 100-014-02 - Marketing
Expense 500-014 - Staff Expense
Amount 20.00
Notes Additional Reference
Receipts (D)
(Coecine ) ()
Success

Claim details updated

5=

Please note: The claim will not save if the total allocation amount does not equal the total Billing
Amount of the actual transaction.
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7.2How to upload receipts

Users can upload multiple documents related to a transaction by selecting the Receipts drop-
down and clicking Upload File. Browse to the required document and select Open to upload it.
Supported file formats are PNG, JPEG, BMP, DOCX, PDF, XLSX, CSV and TXT, with a

maximum file size of 2 MB per document.

card Numibor A0DEBENXXXNNO252
Cargholder Darvid Martn
Biling Period 310112028 - 27/02/2028
anzaction Do
Peating Oate
Merchant Name
30
ALD
) O
AED
Cams G Open X
o i
: ' 1 Desktop Receipts v O ¢ i »p
---------------------------------------- ’
R e e m e e E e - ?
: ' Organize = New folder % . o
________________________________________ ‘
-~
Raceipts = This PC
B 30 Ovjects & Claim Formpd!
{ - 0 Deskrop 9| Claim Slipypg
& i Documents
piosc F
# Downloads v ¢
File name: | All Fides (**)
Ficture jpg
e ) D

After a user has uploaded a receipt, they can delete it if it is incorrect or download it for record

purposes.

Claims
Receipts
Py

{ 7‘\)

Dol

Upload File

Claim Slip.jpg
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NBF Corporate Credit Card Self-Service Portal (SSP)

7.3How to approve or decline claims

Once the claim is completed, the Account Admin or Manager user can review it. If all details are
correct, the claim can be approved or declined.

Transaction Date
Posting Date
Marchant Name
Transaction Amount
Transaction Currency

Bilfing Amount

Billing Currency

04/02/2026

08/02/2026

Merchant 6

=135.00

Select Approve or Decline

S\

D
nbf 8 Dashboard @ Manage Cards @ Claims @ Reparts C: Data Export @ System Settings (.7 Manager 1 @ Help
Claims

Date Filtor  Billing Poriod Fiter
From Date 31012026 To Date 270212026
Claims Status Ponaing Card A09BBEXXXXXX0252 - Davia Mastin n
Card Number Cardhoider Billing Period Date 9 Name Amount Currency Biung Amount Biling Currency Status
409688XXXXXX0252 | David Martn | 31012026 - 27/02/2026  04/02/2026 06/02/2026 Marchant 6 -135.00 uso +500.00 AED Ponding
A09688XXXXXX0252 | David Martin | 31/0/2026 - 27/02/2026  09/02/2026 10272026 Meorchant 5 3000 AED 30.00 AED Pending
409688XXXXXX0252 David Martin | 31/0%/2026 - 27/02/2026 | 20/02/2026 2210272028 Merchant § 10.00 ALD 10.00 AED Pending
409688XXXXXX0252 ' David Martin | 31/01/2026 - 27)02/2026 24(02/2026 26/02/2026 Merchant 4 460 GepP 2000 AED Pending
Card Numbes 409688XXXXXX0252
Caranoider David Mastin
Billing Pefiod 3V/0V2026 - 27/02/2026
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The following confirmation pop-ups will display, depending on whether the user selects to approve
or decline the cost allocation.

Confirmation

Are you sure you want to approve this cost aliocation?

No Yes

Confirmation

Are you sure you want 10 decline this cost allocation?
Y e - Select Yes
No Yes

When all transactions are allocated within a billing period, the Account Administrator can lock the
period under the Export menu option, which will prevent all users from making any further
changes.
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NBF Corporate Credit Card Self-Service Portal (SSP)

8. How to use reports

The Reports section provides access to predefined reports. Various report parameters are
available when searching for specific transactions.

Select the Reports Menu
option and the following
carane| Various reports will be

My Dashboard

VISA

s00eeq available to select

EXP 03775

Claims
@ ‘ Intorim Statemant
Mok Heport Repucy
Cord Lostimomn Cowa

Cardholder 2 User
409888XXXXXX3569
EXP 03/76

VISA

Ciaims Statistics
01/23/2026 - 31/03/2026 (©

Number of Transactions  Bifled Amount

Status %
@ unstocates 3 125
® renoieg 3 3%
® ropoves

Dacinea tony

Detailed Transactions
Cardholder Spend

. Close
Cardd

Transaction History  Notice Board  Monthly Spend

01/03/2026 - 31/03/2026 (

13 March 2026
Austrian Air Service
#3243 Austrian Air Service

Retail Purchase
#5422 Froezor And Locker Meat
Pro

Luggage And Leather Goods S

#5948 Luggage And Leather
Goods S
20 March 2026

FloristNursery Stock/Flower
25193 Florist/Nursery Stock/Flawe

Retail Purchase
£541 Grocary
Stores, Supermarkets

Lan Alrines Lan Al
#3052 Lan Airfines Lan Air

25 March 2026

Waldort
3831 Waldor!

o
nbf 89 Dashboard @ Manage Cards @ Claims @ Reports D Data Export

' @
Crean mee Lecation
(e Bockng Contron

usoD 5.40

USD -27.00

GBP 69.00

Untitiee
Trankacsions

AED 20.00

AED -200.00

AED 20.00

AED 10.00
AED -100.00

AED 1,000.00

AED 300.00

Uty Types

Expense Categories

Expense

@ 5690 Wacetanecus &

@ 5322 freezer Anc Lock. 20000 AR
@ 5271 Grocery Siores Su. 100.00 (338

4193 PlonsyNursery St 10.00 08%
@ 3243 Austrian Ax Service 2000 10%
@ 5248 Luggage AnaLea 000 1o
@ 5733 Compoter Softwa. 30.00 1
© 555 waloor! 0000 15

@ 2052 Lan Kirwnes Lan A

@ e

® Manager 1

Value (AED) %

300.00 N
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Card Number Y Cardholder %/ Billing Period
409688XXXXXX
Type:
409688XXXXXX
Equals
409688XXXXXX
Value:
409688XXXXXX |
409688XXXXXX
Apply
409688XXXXXX
Card Number Y Cardholder %/ Billing Period
409688 XXXXXX
Type:
40968BXXXXXX >
Equals
40968BXXXXXX -3
409688XXXXXX Contains
4096BBXXXXXX Startswith
409688 XXXXXX02! ) ¥
EndsWith
Card Number ¥ Cardholder % Billing Period
40968BXXXXXX
Type:
409688XXXXXX
EndsWith
409688XXXXXX
Value:
409688XXXXXX
0252
409688XXXXXX
Apply
40968BXXXXXX

Limit the results via the Filter option that displays

next to the column headers.

Equals — Display data that has the exact value
Contains — Display data that contains the value
Starts With — Display data that starts with the value

Ends With — Display data that ends with the value

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 button to

Once the user has selected the Filter button, they can begin by specifying the type of filter they
would like to apply and the Value to be filtered.

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

Reports ‘ Format
Detailed Transaction XLSX
Cardholder Spend XLSX
Allocations XLSX
Interim Statement PDF
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8.1How to use detailed transaction reports

The user can search for a specific transaction across billing periods.

%abf.

0

=]
Oc Dashboara

Reports | Detailed Transactions

@ Manage Cards

G Claims

Insert a specific Date Range

B roponts

b Data Export @ System Settings

| [0/0/0/0/0/0/0/0/0 O

@ Manager 1

@Nab

Billing Amount ¥ | Billing Currenc

50000/
50,00
50,00
=300.00
3000
3000
4000
-400,00
40,00
100.00
~100.00
10.00
2000
~200.00
20,00
2000

Once the period of transactions

able to scroll to the right at the

Filter Options.
From Dato 311012026 To Date 270272028 (
Transactions

CardNumber ¥ Cardholder 7 Billing Period 7 Transaction Date  Posting Date Number 7 Name ¥ Amount ¥ Currency V
409888XXXXXX0252 | David Martin | 31012026 - 27/02/2028 | 041022026 08/02/2026 | 7492211000001492495 | Merchant6 | 13500 usD
409688XXXXXX0252 | Dawid Martin 31/01/2028 - 27/02/2026 04/02/2026  08/02/2026 | 7492211000001492425 Merchant 3 50.00 AED
409688XXXXXX0252 | David Martin  31/01/2026 - 27/02/2026 04/02/2026  06/02/2026 | 74922135045004280392495 Marchant 6 50.00 AED
409688XXXXXX0252 | David Martin  31/01/20286 - 27/02/2026 74922 Merchant 1 +300.00 AED
409683XXXXXX0252 | David Martin ~ 31/01/2026 - 27/02/2026 08/02/2026 11/02/2026 | 7492211000001482483 Merchant & 810 uso
409688XXXXXX0252 | David Martin  31/01/2026 - 27/02/2026 1 749221 3 Merchant 3000 AED
409888XXXXXX0252 | David Martin  31/01/2026 - 27/02/2026 17/02/2026 19/02/2026 | 7492211000001492494 Merchant 2 4000 AED
409888XXXXXX0252 | Dawid Martin  * 31/01/2028 - 27/02/2026 17/02/2026 19/02/2026 | 7492211000001492494 Merchant 2 ~108.00 uso
409688XXXXXX0252 | David Martin  31/01/2026 - 27/02/2026 12/02/12026 19/02/2026 | 74922135045004280392494 Merchant § 9.20 GaP
409688XXXXXX0252 | David Martin -2 74922 Merchant 1 2300 GaP
409688XXXXXX0252 | David Martin ~ 31/01/2026 - 27/02/2026 20/02/2026  22/02/2026 | 7492211000001482481 Merchant 3 -23.00 Gap
409688XXXXXX0252 | David Martin  31/01/2026 - 27/02/2026 20/02/2026 74922% Merchant 10.00 AED
409888XXXXXX0252 | David Martin  31/01/2026 - 27/02/2026 24/02/2026  26/02/2026 | 74922135045004280392492 Merchant & 460 GeP
409688XXXXXX0252 | David Martin  * 31/01/2028 - 27/02/2026 24/02/2026  28/02/2026 | 7492211000001492492 Merchant 1 -200.00 AED
409688XXXXXX0252 | David Martin  31/01/2026 - 27/02/2026 24/02/2026  26/02/2026 | 7492211000001492492 Merchant & 5.40 uso
409688XXXXXX1224 | Sarah Wilson -2 02/02/2026 | 74922135045004280392492 Merchant & 2000 AED
409688XXXXXX1224 | Sarah Wilson  31/01/2026 - 27/02/2026 749 Merchant 2 5.40

409688XXXXXX1224 | Sarah Wilson  31/01/2026 - 27/02/2026 31012026 02/02/2026 | 7492211000001492492 Merchant 1 -46.00 has been s
409888XXXXXX1224 | Sarah Wilson  31/01/2026 - 27/02/2026 06/02/2026  0B/02/2026 | 7432211000001492495 Merchant § 5,000.00

409883XXXXXX1224 | Sarah Wilson  31/01/2028 - 27/02/2026 06/02/2026  08/02/2026 74922135045004280392494 Merchant 2 10.80 bottom of

view all the columns available

elected, the user will be

the results screen to

e
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8.2How to view cardholder spend

The user will be able to monitor and view a summary of total spend by selecting a specific period
and downloading the information for all cardholders or a specific cardholder.

A
|
nbf B il 0 i e

MCawmrt Eiter |
; —————— Sekact Filter
Fiter Optisod Insert a specific Date Range ] LRI J
@IZED SelectDownload |

Trarsa.
Corrgarry Narme Corn Mumber Carncioer U Vo Spand

oy W 007X b

o O b

8.3How to monitor claims reports

The user will be able to monitor the status of claims.

Manager User Manual

66 of 73

Classified as: NBF External



“bF

e e e
[P -

NBF Corporate Credit Card Self-Service Portal (SSP)

|
nbf 83&-'0-- aw—m ch—- Q-’-u

Select either the Date Filter
TIPS || — or Billing Period Filter

Date filae  Bowg Peroet e

| _0,0/0/0/0,0,0,0/0/0 N

Froon Dae Mmen T D IMR00N
Insert a spacific From and

Tumeosiiens Yo date range

Cutihumbe 7 Cotwie 7 Moy fered R

AODIENOOOOIITE  Lawrs Cies JUONI03S - 2008 | MOV0 f nousoe Muzhan &
AMMRCXOA0Y  Sewr Marwy  SLONION - 2922008 MOV Moo et §
AOMMOUOCM00 Teewh Wetsen  JVONTOIS - 2YOLITON | JNONI0 nouoe Merchew 3
AUMSBRAXXXNRATS  Saat Mawy  SLONIO - L0008 MEYe movios W N &
AOMIGRLVOERICOS Saesh Whieee  JUONIOJS - 29022900 | 20mMVR20 nuviods Ll
AUMBLOOOOLIIY  Lawa Cs NOWMM - IINLIN eV WOVIoN W e )
SOMBDOOOONIESS  Dacah Mt JLONI0 - IO - DIV NN Marthes 3
ADMBLOOOEE XL St W - TR ]
SAOSEESTOOOXYEIY L Cley SLONIOM - D200 DIVAI0 nUuods WMarehen &
ADBBUOOCUU M Lara L 7 S\wouan e ]
AMEDXXOIREET L L TVOLI00 - D000 | X 0VIIe nulole Marenes |
AOMBUOOOOUOAM  Lara L JVONIUIS - RGN A0 swoujare Mt ¢
ACSEEROCONNIE  Baesh Winen  JUONZOMN - 2D022008  NSVNe BRoNN0N Marcnew 3
AOPBUCOCCIX TS  Saat Beown  TVONJOIE - JTRGUI0IN  JUONJUIG o0 Mz ¢
AOMESLOOONIE  Baveh Wi JVONZ00E - 2002000 NEvIAle B0 Merengm #
AUMBUOOCCEXTSSE  Seat Beown VOIS - ITORITIG | JUSNICIN Wwoa0e Morchant ©
COMIRILOUCATIRA  Sarnr Reame  JUONZ0M - 22023006 31092038 2ONINE Mercrigm
AUPEBLOOCENXTITE | Seeah Wiaoe  JVOWJ0E - ITORS0N | JUOVIOIG 02023038 Mt |
AORER OO SEA | s Ty VONIOM - TUO2006 | DUSI/ NN 2NN et |
AOMBICCEERXIS4  Seat Beown JVONI0IS - ITMLIIWE  CUIIIAIN TIc207e Morchant &

O Duts Export @ Sgrem detrga

—

T Trwimscson Avvre 7 Tansactan Cumtey ¥ Oiey Aneusd 7 g Catarey V Skt 7 Fawee Coul Con

108000
00
3000
s

oo
4000
"0o0
~oo0

ERREEERREEEN S

»
°

RERN

@ anoger ) D vew

400020 ALD Unafecsted
[--r ) ALD Useb s
3000 AlD Unebezatet
°©0 % ALD Usabu o
0000 ALD Unabecated
s KD Bwrwing | 00V bt O
0000 ALD Usebucoted
0 MDD et ey
000 AD Usedecaed
30000 MDD Ut Fed
3000 AL Urebecame
00 AT ke el
000 AL Unebeiame
W AID  Unaberod
000 UL UsahecIme
Once the period of transactions
has been selected, the user will be
able to scroll to the right at the
bottom of the results screen to
wiew #ll the columns available

N

The user can filter the status of allocated claims by selecting the filter icon in the Claims Status

column.
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S
nbf 89 Dashboard 6 mansge cacss @ Claims @ Reports G Data Export @ System Seftings @ Manager 1 @ hew

Reports | Claims

Date Filter  Biing Period Filter

From Date 01122025 To Date 271022026 m ®

Transactions
CardNumber ¥ Cardholder 5/ Billing Pariod ¥ TransactionDate | Posting Date Name ¥ ion Amount 57 Currency ¥ Billing Amount ¥/ Billing Currency 7 Status 7 Parent Cost Cant
40868BXXXXXXSBSO0 | John Taylor | 0112/2025 - 30/12/2025 | 291112025 0112/2025 Morchant 4 18.40 cae ' Type:
409688X00XXX2554 | Alex Taylor | 0112/2025 - 30/12/2025 | 20/11/2025 01122025 merchad «  Select the Filter icon next to the Claim Status —_—
ADBBBEXXXXXX5850 | John Taylor | OV12/2025 - 30/12/2025 | 20/11/2025 0112/2025 mercnad * Select Contains in the Type dropdown s
4006BBXXXXXX2554 | Alox Taylor | 0/12/2025 - 30/12/2025 | 291142025 0112/2025 mercnad *  Insert Pending in the Value input field and select Apply s
409B8XXXXXXSB50 | John Taylor | DV12/2025 - 30/12/2025 | 29/1/2025 01242025 Morchant 3 21600 UsD “800.00
40868BXXXXXX2554 | Alex Taylor | OV12/2025 - 30/12/2025 | 28/11/2025 0112/2025 Merchant 1 46.00 asp 200.00 o
40BGBEXXXXXX7SS54 | Sarah Brown | D112/2025 - 30/12/2025 | 30/11/2025 02/12/2025 | Merchant 4 162.00 usp 600,00 AED Unaliocated
409BBXXXXXX3379 | Laura Clark | D12/2025 - 30/12/2025 | 30/11/2025 02M12/2025 | Merchant's 220 Gap 4000 AED | Unafiocated
4D9BBBXXXXXXT554 | Sarah Brown | 0112/2025 - 30/12/2025 | 30/11/2025 021212025 | Merchant 2 60.00 AED 6000 AED | Unaliocated
409BBEXXXXXX3379 | Lowra Clark | D112/2025 - 30/12/2025 | 30/1/2025 02122025 | Merchant S -92.00 e8P -400.00 AED | Unaliocated
409688 XXXXXXE503 | Sarah Martin 0112/2025 - 30/12/2025 | 30/1V/2025 0212/2025 Merchant 4 50.00 ALD 50.00 AED ' Unallocated
409688X)XXXXX3379 | Laura Clark | 01/12/2025 - 30/12/2025 | 30/11/2025 0201212025 | Merchant 2 920.00 cep 00000 AED | Unaliocated
409B88X)XXXXXES03 | Sarsh Martin | DU12/2025 - 30/12/2025 | 301112025 021212025 | Marchant 3 -135.00 uso “500.00 AED | Unaliocated
409688XXXXXXES03 | Sarah Martin | 01/12/2025 - 30/12/2025 | 30/11/2025 0212/2025 | Merchant 4 .50 c8p 50.00 AED | Unaliocated
409888XXXXXX7554 | Sarah Brown | DV12/2025 - 30/12/2025 | 30/1/2025 0212/2025 | Merchant -162.00 uso -600.00 AED | Unaliocated
409B88XXO(XXX0252 | David Martin | D112/2025 - 30/12/2025 | 02112/2025 041212025 | Morchant 1 60.00 AED 6000 AED | Unaliocated
409688XXXXXX0252 | David Martin | 01/12/2025 - 30/12/2025 | 02112/2025 0412/2025 | Merchant 2 1380 o8P €0.00 AED | Unaliocated
40DBBEXXXXXXG408 | Lauralee | OV12/2025 - 30/12/2025 | 02112/2025 0411212025 | Merchant s -162.00 uso -500.00 AED | Unaliocated
4098B8XXXXXX0252 | David Martin 0112/2025S - 30/12/2025 02/12/2025 04/12/2025 Merchant 6 -138.00 GapP ~600.00 AED | Unaliocated
409688XXXXXX0252 ' David Martin  0112/2025 - 30/12/2025 02/12/2025 04012/2025  Morchant 4 70.00 AED 7000 AED | Unatiocated

| [0/0/0/0/00/0000000000000006O ORI IAE

Please note: When a transaction is split between multiple cost centres, it may display as a
duplicate transaction. However, when you scroll to the right-hand side of the screen, the claim
allocation split will be visible.
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S

nbf | SRV . EP——— 8 cum D span 03 psrwer B symem tessgs ) maragart @ wew
Heports | Clams
Dese Pler  Ding Pt P
From Den L LA To Dawe TN o
Transactors
Cart aasten V Camertn 'V ity Pios TODemar i Date  Pewnng Dte MRt e T Dianeaciion Atvinet T Tiammaeten Ouimny T g Assnat Dy Cunveny T e W Paeent Coml Gontre T
& EEo 358 - 3 r TAUATI0M Vet & R A So508 i T vat Ofves
OOSERVOCOODTES Dovid Marss  JDIVIGS - 22000/2008 4022036 0021300 Mersrant & LU s w0 ALD Batateg  \DO-OU Mast Ofun
RRAXEIANIOT Dawe Ve INDUSEIN - STUII008 OROSIION Toeireean Terre s %00 0 T WD Pwviiey 190U SaEs O
ADORBREXICONDIEE Devid Marss  JUUVAN00 - 2002008 SO0 Vo0 Mersrare 3 00 ~D ©no MDD Paocng  W0-OM Mead Dfce
AOBMAANEEXOIRL  Dawe Maw 0 A0 ININ L NS Merirane § e Vah 40509 ALD  Pesang 000N Mass D
ADOEBEEXXODIED  Deviet Mars  JUDVAII0 - I002/3038 | 100913200 0906 Marsrart 3 08 00 30 40000 MO Peecing 100N Mesz Oftcs
BMASEOCOMIS] Dawo Macss  INDVEISIS - 270200 JRUITUN TR0 Metrare v ASD o ALD  Peasng  W0-0M Mess Ofhce
ADOOMEIXCICNODIET Duwet Marse  JNDVALIG - ZAOII038 | 3402304 03008 Mercrart 4 0 o 720 D Patting 100014 Mast Ofcs
nw Borswt O rmepmcots Douim B s 5D omtior B syiensone S vwgert D
Awperty (T
Ousm Fitay Sy Pt Fines
o Dt MBIen % Gow Irazoae u 0
Transacsons
Mariast Masse 7 Tramsanton Ameset 5 Tianssrsen Oureney 7 By Avenmt 7 Bty Ourenwy V' Bavs W Porars Cont Contre 7 Cunt Comen T Fapemes Comgery V e V' Abossntion Armsaan T
Wanart s 0e wad O 0 ALD Peiving 00008 Head Ofge D0-DU-0) Mg S00-0 Bt Daperve AstTcne Netw ey -0 e0
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Macsant 7 0808 o 400 00 ACD Puncey  WO-UM Wt OBce 0D-UM-03 Operatons 300014 S rpary P L 20000
Macornant o V08 Ukd 400 AED Moey W00 Heat 0o 00O Fnaree 00013 Fus Eepemae L ] %0
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To view the original results, select the Clear filter button where the user filtered the information,
and all cost allocations will be visible in the grid.
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8.4How to use the interim statement
The Interim Statement helps reconcile card transactions to the card statement.

Please note that you must refer to the Card Monthly Statement to ascertain any balances due
and make payment.

T
nbf R b 3 i € D mwn O ourtwen B u

——

N Select Download
Curpary Taar g Femrn Neret Open Perms Lazean by
.

The Period Number serves as a unique identifier (Julian Date) 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 will determine whether the cycle date is
open or closed.
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S
nbr ?5 Dwihscand = JEve— Camtts Q cun D meports C3 ostepent 51 J— Settege S Mwnage | Q

To download all the Cardholder’s inténim

Rivng Parioa Date Range Custon Dete Hange Statements, the Super Admin can salect the Billing
1 Doee o 1 Perlod icon of insert 3 custom Start and End date

in the Custom Date Range fieids and seloct the

Custom Date icon.

' B ——
Coret Mo Cortrutror Marwm Cortharion Law ame
reres s Sarw - o
st X - n
1000014 0 To download Individual Carcholder’s Interim
. A n Statements, the user can select the Billing Period
o con or insert a custom Start and End date in the
q 2 Custom Date Range fields and select the Custom
. Y Lo} Date icon,
— " o
QMM OO0 S 830 ™ .
40x0a 4 A ‘
ssesa " - V4
1 » n

Cancel

When downloading All Cardholder Interim Statements, a zip folder will automatically be
generated containing the PDF Interim Statements for all cardholders linked to the Account
Administrator’s profile.

Save the zip folder in the appropriate location for review and printing.

1. Open the zip folder.
2. Select the required PDF Interim Statements.
3. Right-click and select Print.
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9. How to export data

Managers can download standard or preconfigured exports.

The Export Configuration settings are predefined by the company during onboarding.

NGy

—

S|
nbf & B 8 8 5 ot 8 oy D wen
This page desplays all the Billing
Periods for which the exports
are avaitable for extract Select the Export button
1o download the report
Cormary . Perest Loceun -_

If Yes, reflects in the Period Period Open 7 Period Locked e If No reflects in the Period
Open column, the Billing Locked column the users will
o Yes No .
Period is still Open. still be able to make changes
to their claims.
Period Open ¥ | Period Locked A4
If No, reflects in the Period No No If Yes, reflects in the Period
Open column, the Billing Locked column the users will
Period has Closed. Period Open 7 Period Locked V4 not be able make any
changes to their claims.
No Yes
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Please note: It is recommended that the Account Admin locks the period before exporting the
data to ensure that no further changes are made to claims, especially if the extract will be imported
into the company’s back-office system.

Data Export

Billing Perlod

Company Company 1A

Billing Period Start Date : 01/03/2026

Billing Period End Date : 31/03/2026

Billing Period Open * Yes Select a Preconfigured
- Extract to download.

Billing Period Locked : No

Export Filename Standard Extract ,/

Select a Custom Custom Date Range
Date Range Select the Download
Custom Start Date 01/03/2026 butt_on to continue and
retrieve the Export.
Custom End Date 31/0312026 F

Although the user can customise the data content of the export by using the Filter options, the
table below indicates the export layout and available file formats.

Reports Format
Export CSV, XLSX and TXT
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