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Introduction

This guide outlines the key features and actions available to Administrators using the
Business Cash Card portal. To access these functions, you must be logged in with an
Administrator profile.
As an Administrator, you can:

Create and manage users and cards for your company, including assigning roles.

Assign card withdrawal limits in real time to reflect changing business needs.

Search and filter card transactions (both deposits and withdrawals) across any time period. You
can also export this data to a spreadsheet for reporting or analysis.

View and maintain logs of both approved and rejected card transactions to ensure smooth
processing and oversight.

Report lost or stolen cards immediately or take action to suspend them.
View multiple sites or departments card activity

Run detailed reports to support financial tracking and spend.
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Registration for the Business Cash Card portal

When you log in for the first time, you’ll need to set up Multi-Factor Authentication (MFA).
This helps keep your account secure.

To get started, go to the portal page below, then follow the steps to register and verify your

\dentity: Login Register
For existing users For new users
Please enter your Password. Please select your role:
Follow the below steps to register yourselff: Select v

1. Go to the Business Cash Card Portal login screen.
www.rbs.co.uk/business/cards/cash-card.html

Forgotten Password?

2. Enter username, password, and last four digits of the phone number Faggten one (xermaat

you provided on the application form and click Login. .
=

3. You'll have the option to change your temporary password provided by
the Bank at this stage.

4. Click Accept in the Notice dialogue box.
Notice

You are required to register for Multi Factor Authentication in order to continue using this Online Card Management application. If you have any
questions, please contact your Administrator.

Accept Decline
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Registration for the Business Cash Card portal (Cont.)

5. You will be prompted with a welcome message and your registered email
ID. Click Login to proceed. If your email ID is incorrect, you need to Login Register
contact the Business Cash Card team through:

o Welcome 1o the MFA enroliment process. If your E-Mail For new users
BUSIneSSCGShCO rd@rbs'com address below Is Incorrect, please do not proceed and
contact your Administrator Please select your role:
6. If the email ID is correct, you need to set up five security questions. Please noreply@rbs.co.uk S ¥
make sure each answer is different for each security question as this helps
keep your profile more secure. Cancel Login e ——
\
7. Once you’ve set up your security questions, you’ll be logged into the
application automatically Login
Piease SEec! the sourly quesion and anawer
Choose Socurnty Qoests ! o Arswer Caonfom Answer
Arcwer Caonfrm Answer
hoose Secunly Queslior o Arswer Confrm Answer
Choose Securty Duestion 5 v Arswer Contrm Answer
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First time log in to the portal

Follow the below steps after you have successfully registered on to the portal:

1. Go to the Business Cash Card Portal login screen. Login Register
www.rbs.co.uk/business/cards/cash-card.html Por exising uaers B weiiGen
OTP sent to your Emall Address: Flaase sied your role

[ o ikfiserv.com
et e

2. Enter your username and password. Sele

Enter e OTP you receied

3. Enter the OTP (One Time Passcode) that was sent to your email address from Fiease enter valld OTF
norep|v@rbs.co.uk Did not recelve an E-Mall? Resend in 41 secands
. Cancal
4. After you've logged in successfully, you’ll use your username and password each - m
time you log in from now on. Your session wil tims cutin 14:41

5. An OTP is requested in addition to your username and password if you

a) do not log on for 30 days or more b) log on from a new device c) or amend browser. NatWest OTP <noreply@NatWest com> a

Tor Wed 20-Sep-23 2:06 PM

Wi

Your passcode is:

= Reply ~* Forward
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Forgotten password

Note: Do not use Forgot Password? link if you are logging in for the first time.
Login Register

For existing users For new users

1. Click ‘Forgotten Password?’ link on the log on screen.
www.rbs.co.uk/business/cards/cash-card.html

Eorgotten Pas:

Forgotten you

2. Enter your Username and Email Address, then click Continue

Forgot Password?

Please fill out your details below.

Please enter your Username Please enter your Email Address.

Please enter your Card Number.

3. Answer any two security questions out of the five that were set up during the
registration and then click Continue s s
Forgot Password?

Please fill out your details below.

What was the first live concert you attended?

What was the name of your first pet?

4. Enter the OTP received on your registered Email Address. e &
Note: if you have forgotten the answers to your security questions contact your

Administrator or Business Cash Card team.
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User preferences

The User Preferences window allows the Administrator to modify their own profile settings.
To access the User Preferences window, click the username on the Menu bar.
1. Click the username on the right of the Menu Bar.

2. Select the settings you wish to update. Settings that can be updated include Time Zone,
Passwords, Username and E-Mail Notifications.

3. Click Update to save your changes.

Document classification: Public

User Preferences

Sty Mall

Role: Company Administrator
Company: STY MALL NW
Structure: STY MALL

Timezone - GMT. Greenwich Mean Time
Email notifications for Card Request changes
Change Username

Change Password

X

- No email

Change Password

Password Rules: Currant Passwaord

1. Tha user name and password cannot be the same

2 The password mist be & minimum af 12 charachers long

3. Tha password must contain the tallowing New Password
a Spedal Charactar( Characters allowad IE#5%44" )
b Uppercase later
© Lowercase Lether Confirm Password
d Mumber

4 The password cannol contain any spaces

5. You cannat use any of your previous 14 passwords.

Cancel

10




Company preferences
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Company preferences

The Company Preferences window allows a Super Administrator to modify some of
the common profile settings for all the users in a company.

It can only be accessed by Super Administrators.

To access the Company Preferences screen, click Administration > Company
Preferences
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Modify company preference settings

The Company Preferences window allows Super Administrators to modify some of

the common profile settings for all the users in a company. EpE e

. . . . Hagasn W Trnatong
To access the Company Preferences screen, click Administration > Company
Preferences S . g S —
. CaniRequests w
To update settings of your company on the portal, follow these steps: - =
1. Select the settings you wish to update for all the users in your company. For S T — e :
example, time zone or session timeout period. P fac o e s i '
2. Click Update to save your changes. Securty v
. . Password History Conbol Polcy J ¥
Note: You may not have access to change some of the profile settings (Example: _ , ,
o o o o AR USETS 1D NeqLIeST Qenerabion of [ s L
Password Change Limitation Policy).
Saasion Temeout B ¥
Fertipriiled Fiddietrd Expery Fosdy *
Padtwond Change Limaption Polcy L ¥
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Setup Dual Administration

Dual Administration is a setting on portal that requires an Administrator to approve the below actions before they take effect on the portal.

Business Cash Card ah [0}

Add New Cardholders
Add Card to Existing users

P Company Preferences

Add Administrator

am management

Change Cardholder Contact Details

Change Withdrawal Limits
Change Card Statuses

BA2842;

Order Replacement for Cards

Another Administrator must review and approve them before they take effect.

Notes: for Dual Administration to work there must be at least 2 Administrators on
portal.

Dual Administration also does not cover changing Administrator contact details.

Only Super Administrators can activate Dual Administration. The first Administrator set up on the portal is a Super Administrator by default and can grant Super
Administrator status to others. See the Add Administrator section for details.

To activate Dual Administration, go to Company Preferences screen, by clicking Administration > Company Preferences.

On this screen where it says Number of approval levels for program management select Company approver needed to turn on. Likewise, Dual Administration can be
switched off by clicking No Approver Needed.

Under Email Notifications for Card Request Changes choose whether you want notification emails sent to Administrators who can approve requests. You can also
decide if they should receive one email per request or a single summary email that includes all pending requests.

Then click Update to save setting selected.
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Setup Dual Administration

Once Dual Administration is switched on any actions which require another approver to approve will appear on the Card Request Tracking screen for the
Administrator to review.

To access the Card Request Tracking screen, click Administration > Card Request Tracking

You can then use the filter to select For Approval and all the requests to approve will appear in the table:

Business Cash Cord aA  losusert lostest (D

Card Request Tracking [ Approval Wordiow  For Approval - § W Filtars Jukck & x

v e |

REQUEST TYPE 2 STATUS & EMBOSSED NAME 2 CARD NUMBER ¢ REQUESTED BY £ DATE REQUESTED & APPROVER £ DATE APPROVED ¢

Add Now Candholdes For final appeoval MR STYBIFN STYB1MN STYRILN . ] Superuser on behalf of Raj1ano Bbbb 181224 Supariser on behall of Rajt 2nov Bbb b3
Add Nerw Candholier For final appeoval MR STYBIFN STYB1MN STYRILN e ] Superusar on bahalf of rj2Snovkkk W24 Supamiser on behall of raj2Smovikk >
A Now Cardholder For final approval MR STYBIFN STYBIMN STYBILN ~ weeeseemme=s BTG Suparusar on behalf of Faj12noy Bbbh 1812724 Suparuser on behall of Rajt 2nov Bobb >
Card Status For final appeusal MRTESTOBTEST T FEHIE Suparusaer on behalf of Apgrover 1 824 Supansar on behall of Approver 1 >
Spsend Limits For final appeusal MR RANGDECEBBBEBREE 000 T 1938 Suparusaer on behalf of testlil testli 1824 Supenisar on behall of e sl »
Card Status For final approwal MR TANU FFD ssssssssteTTTT Superuser on behalf of raj25novaaa 182 Supenuser on behall of raj2Gnovaaa >
Contact Details For final appeoval MR EMAILVALIDY TEST1 Superuser on behall of Raji2noy Bbbb 1812724 Suparuser on behall of Faji 2nov Bbbb b
Card Siadus For final approswal MR RAJ12ZJUNGGE EEEE Superuser on behalf of Raj1Znov Bbbb 18224 Supenuser on behall of FajlZmov Bbbl: »
Card Siatus Faor final appeowal MR SPEVI VISPG Superuses on behallf of Raji2nov Bbbb 181272 Supenuser on behall of FajlZmov Bbbl: »
Gpend Limits For final appeosal MRS GOO GODASE4E 00 T 4345 Superuser on behalf of raj2Snovkkk 12z Supenuser on behall of raj2 Smovidd »
Shew 10 - Feowrs 1 - 10 of 252 i 2 3 4 5 8 e Outpat

Contact Us Privacy Terms & Conditions Priviows Version

0 2024 Fiseav, Inc. of its afiliales

Once a request is approved, it takes effect on the portal. If a request is rejected its returned to the user who submitted it, along with the reason for the
rejection.
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Users & Cards

-
The Users & Cards screen is the main screen under the Administration button that displays — ~ — . s | —— -
all the users and cards within a company. It provides information about the users and e
cards and allows you to add a new cardholder, add a card to an existing user and add an aves
Administrator user. riosy
This screen allows you to perform maintenance tasks for cards and users such as updating S
withdrawal limits, changing the status of a card, editing contact details, managing user sves
access, resetting passwords and other management functions. G =
You can also export the user and card details to a spreadsheet from this screen.
To access the Users & Cards screen, point your mouse to E, click on the arrow and
select Users and Cards.
You can view the below information on this screen: =
K Name of the user
K Card number of the user Note: Hover the mouse pointer on a status icon to view the description of the status.
¥ Profile of the user & Branch account number
K Withdrawal Limit set on the card. 7 Name embossed on the card
K Date on which, the card was last updated % Email address of the user
7K Status of the user, account and card can be: Note: Hover the mouse pointer on any of the column label, and click to display

~4&= User Active the options to:

:—-‘P-» Uk Tessive ¥ Format the table
%, Account Locked

2 Include or exclude fields, as required
— % Account Unlocked

~—% Card Active

~%5 Card Inactive

~—%= Card Closed
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Profiles and Viewpoint

When adding or amending user records on the portal it will ask what profile you want them to have and which part of the company hierarchy you want that
user to see. This last part is called their User Viewpoint.

The profiles a user can have in descending order are:
Associated User Details

* Super Administrator

Profile * Company Administrator bl
* Company Administrator User Viewpeint* NWE SENTRY UAT 1 s
o o NWE SEMNTRY UAT 1
* Branch Administrator - '
dl
* Cardholder
View Transactions ® Yes () No
Viewpoint: allows an Administrator to set the section of the company hierarchy that a user View Card Requests ® Yes O No

can view on portal.

Note: Viewpoint refers to section of company hierarchy on portal
that a user can view and make amendments to. For example:
K For a company administrator their viewpoint is whole
5K company.
For a branch administrator their viewpoint is their own
branch.
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Add new cardholder (Part 1)

To add a new cardholder, follow these steps:
1.

Click +#w on the upper-right corner of the Users & Cards screen and select Add
New Cardholder. The Add New Cardholder page displays.

Click the Select Company Name drop-down box and select the company name.

Click the Select Branch Account drop-down box and select the Branch Account the
cardholder needs to be added.

Click Next. The Add New Cardholder page displays that has two sections: Card and
User.

Note: The Card section is the active default view at this stage. The Branch Account
that you have selected in the previous step displays on the top-right corner.

In the Account Details panel, enter account details in all the mandatory fields,
marked with an asterisk.

In the Shipping Address panel you can set the address the card will be delivered to by
selecting a shipping address type. The options are:

K Alternate Card Shipping Address

K Registered Business Address

K Business Site Address

If you select the Alternate Card Shipping Address option, you need to enter details in
the below additional fields:

K Address Line 1

% Address Line 2

3K City

3K County

>k Postal Code

3K Country
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Add new cardholder (Part 2)

7. In the Contact Details panel, enter the residential address of the cardholder in all
the mandatory fields.

8. In the Limit Details panel, enter the cash withdrawal limit (GBP) for the cardholder
in the Cash Withdrawal Limit field. This limit will refresh daily for the cardholder.

9. Click Next. The User section displays.

10. In the User Details panel, click the Profile drop-down box and select a profile that
you want to assign to the user.
Note: When adding a new cardholder, you should always select the Cardholder
profile.

11. In the Viewpoint on the portal, click - . The User Viewpoint dialog-box displays.

12. Select the viewpoint you want to set for the user on the portal. You can also search
for the appropriate viewpoint from the Search box within the User Viewpoint
dialogue box.

Note: For companies with only one branch account, the User Viewpoint should
always be the company name.

13. Click Select to return to the Add New Cardholder page.
14. Click Submit.
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Add card to existing user

Note: New cards can only be added to existing Administrator users.

To add a card to an existing user, follow these steps:

1. Click *** on the upper-right corner of the Users & Cards screen and select Add
Card to Existing User. The Add Card To Existing User page displays.

=

Click the Select Company Name drop-down box and select the company name.

=

Click the Select Branch Account drop-down box and select the branch account the
card needs to be added.

In the Select User field, click - . The Select User dialog-box displays.
Search for a user using the Search box or select from the list below.
Click Apply to return to the Add Card to Existing User page.

Click Next. The Add Card to Existing User page displays that has a section to add
the Card details.

8. In the Account Details panel, enter account details in all the mandatory fields,
marked with an asterisk.

SO G

9. In the Shipping Address panel, select a shipping address type. The options are:
2K Alternate Card Shipping Address
7 Registered Business Address
K Business Site Address

If you select the Alternate Card Shipping Address option, you need to enter details
in the below additional fields:

¥ Address Line 1
K Address Line 2
> City

* County

K Postal Code
¥ Country
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10. In the Contact Details panel, enter the Residential address of the
cardholder in all the mandatory fields.

11. In the Limit Details panel, enter the cash withdrawal limit (GBP) for the
cardholder in the Cash Withdrawal Limit field. This cash withdrawal limit
will refresh daily.

12. Click Submit.




Administrator Roles

Super Administrator

Company Administrator

Branch Administrator

The Super Administrator is always the first Administrator set
up on the portal when the company is onboarded and holds
a key role. While they have the same permissions as a
Company Administrator, they also have access to the
Company Preferences screen, allowing them to perform
additional actions that other Administrators cannot. The
business can add further Super Administrators once they are
onboarded if they wish to do so.

They can:

e Switch Dual Administration on and off. This functionality
requires some actions to be approved by another
Administrator before they become live (more details on
pages 14 and 15.

*  Only a Super Administrator can add or update another
Super Administrator. This means that only a user with the
Super Administrator role can create a new Super
Administrator or change an existing user's role to Super
Administrator.

Company Administrators operate at company level and can execute
actions that impact all branches and Cardholders within an
organisation.

They can:
* Add a new Cardholder to any branch within the company.

e Add a Company Administrator at company level. They can also
add Branch Administrators to any branches.

* Add a new card to any user record within the company regardless
of which branch the user is attached to.

* Change card status of any Cardholder within the company across
all branches i.e. close, suspend, block etc.

* Update the Company Withdrawal Limit as well as any branch or
Cardholder Limits within the company.

* View and download a report of any transactions that have taken
place at company, branch or cardholder level.

* View details of all branches and users within the company. This
includes login, user, card and contact details.

Branch Administrators are assigned to a specific branch and can view
and edit records relating to users that fall under that specific branch.

They can:

e Add a new Cardholder but only to the branch they are assigned
to.

e Add cards to existing user records if those records are attached to
their branch.

e Add another branch Administrator to their branch.

* Update Cash Withdrawal limits for Cardholders attached to their
specific branch.

e Update status of cards for users in their branch, this includes
suspending, blocking and closing cards.

* View and download a report of any transactions that have taken
place within their specific branch at branch and cardholder level.

e Alter the login, user, card and contact details of the users
assigned to their specific branch.

* Please note, if Dual Administration approvals is activated then each of these actions will require a 2"d Administrator to approve them.
This would not apply to card blocking or Super Administrator switching Dual Administration approvals on and off though.
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Add / Amend Administrator

The Add Non-Cardholder User page allows you to add a non-card User. This can be a Company or Branch 0.
Administrator. -

To add a non-card User, follow these steps: o
1. Click on the upper-right corner of the Users & Cards screen and select Add Non-Cardholder User. -
The Add Non-Cardholder User page displays.
2. In the User Details panel, enter the User details in all the mandatory fields, marked with an asterisk. .
3. In the Associated User Details panel, click the Profile drop-down box and select a User profile from s
the below options:
¥ Super Administrator :
¥ Company Administrator
K Branch Administrator
3K Cardholder —

10. Enter a password for the User in the Password field by following the

Note: You should only select an Administrator type profile in this field. TS ahven el g fe

Important: Super Administrators can alter Company Preferences and turn Dual Administration on and ~ 11. Confirm the password in the Confirm Password field. You must

off. Only other Super Administrators can see this option. follow the requirements given below the field.
4. In the User Viewpoint field, click. The Edit User Viewpoint dialogue-box displays. Note: This is a first-time password only and the User is required to
5. Select the viewpoint you want to set for the user on the portal. You can also search for the Slitergre I s et s sy g
appropriate viewpoint from the Search box within the Edit User Viewpoint dialogue-box. 12. In the Contact Details panel, enter the contact details of the User in
Note: When choosing a User’s viewpoint ensure you choose correct section of the company all the mandatory fields.
hierarchy that matches the User’s role i.e. branch, company, etc. 13. Click Submit.
6. Click Select to return to the Add Non-Cardholder User page. 14. Please note the original Administrator cannot be removed from the
7. In the View Transactions field, select the Yes so that the User is allowed to view the transactions of portal without contacting the Bank.
the cardholders in the company or branch. Please raise a query via Businesscashcard@rbs.com

8. In the View Card Requests field, select Yes for an Administrator type User. This allows them to see
the requests of the cardholders in the company or branch.

9. In the Login Details panel, enter a Username in the Your Username field. Follow the requirements
given below the field.

Document classification: Public


mailto:Businesscashcard@rbs.com

User & Card details window

The User & Card Details window allows you to view and manage the cards and the users.
You can use the Useful Links section on the window to perform various tasks related to the
user and card administration.

Nate:' Click Submit after you make any changes in the User & Card Details window to I — -
confirm your changes. e G S
. h . . . o e e - . Bartars Brwnch s~k A A PP N _
You can click E in the top-right of the window to trace the user activities and E to view = s — — -
the full details of a user and cards. . ses= 2
e Campany Ad NATWEST A Laos ” - -
To access the User & Card Details window, select a user profile in the Users & Cards screen. . j e -
a La% o
45 > dom
LeEsm °
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User Details, Card Details, Login Details, Contact
Details, Spend Limits and Useful Links

The User & Card Details window is divided into six sections:

% User Details User & Card Details BE
* Card Details styrcins1

¥ Login Details & User details =
¥ Contact Details - B

5K Spend Limits FullName Sty Mal Adrin

* Useful LlnkS User Status Active

Profile* Company Administrator M

Note: To view the detailed step-by-step procedures on the tasks you can perform in the
above sections, guidance below.

User Viewpoint: STY MALL

User Last Updated

29/06/23 08:04
Date

User Details

The User Details section allows you to view and manage the user details.
You can view the below details on this section:

You can update the User Status and User Viewpoint by clicking on and following
the steps on the dialog boxes that appear.

¥ Full Name Note: You cannot change the user status to expire if the user has an active card.

_ ) You can change the user profile by clicking on the Profile drop-down box and
Note: The first name and last name cannot be updated through the Business Cash selecting a new profile. The profile can be:

Card Portal and the user must contact the bank to update them.
xK Super Administrator

K User Status K Company Administrator
¥ Profile 3K Branch Administrator
2K User Viewpoint >k Cardholder

¥ User Last Updated Date
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User Details, Card Details, Login Details, Contact
Details, Spend Limits and Useful Links - Continued

User Details

The Card Details section allows you to view and manage the card details of the User. & Card details =
You can view the below details on this section: :'::”*d
~$= Embossed Name
~—%¥ Card Number el
— Cycle Number Cycle Number
~%= Card Status Card Status Actty -
— ¥ Card Viewpoint wavipent. [Fra .
~—%= Card Product N
—¥= Card Last Update Date
~—%# Branch Account 3:::‘::::“:»«
—% Expiry Date :;:r:‘:t
You can update the Card Status and Card Viewpoint by clicking on - and following the Expiry Date

steps on the dialogue boxes that appear.

From the Card Status dialogue box, you can close a card, suspend a card either
permanently or temporarily or mark a card as lost or stolen.
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User Details, Card Details, Login Details, Contact
Details, Spend Limits and Useful Links - Continued

Login Details

The Login Details section allows you to view and manage the login details of the User.

User Last Updated Date 02/10/24 08:37

=) Login Details -

You can view the below details on this section:

Your Username*

. _'R"’ Username nwb5alcompadmin2 [
o U
ser Account Status
@ Be at least 3 characters long
= —'ﬁ’" Password © Username not already in use
~%=  Next Password Date Check Username

Last Successful Login

User Account Status Locked

Password*

You can update the password by entering a new password in the Password fieldand ™7 e
confirming it in the Confirm Password field.

@ Be at least 12 characters long
@ Have at least one number

You can change the User Account Status on the Business Cash Card portal by clicking on - 4 sl i e scniliona kvl
and following the steps on the dialogue box that appears. The user account status can be: ° e el Characters allowed
Locked, Unlocked and Generate New Password. The last option sends an email to the user O Vot i

with a one-time only password that the user can use to login and later create a new © Not be the same as Username

pClSSWOFd. Confirm Password*

If a user locks themselves out due to inactivity or due to entering incorrect login details three © Be the same as password

times, they can be unlocked from the dialogue box.

Next Password Date 16/09/24

Reset Password At Login [

You can select the Reset Password At Login check box to enable the user to change the
password the next time they log in. Last Successful Login 12/04724

Note: login details can be changed by a single Administrator even when Dual Administration
is switched on.
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User Details, Card Details, Login Details, Contact
Details, Spend Limits and Useful Links - Continued

Contact Details

The Contact Details section allows you to view and manage the residential address of the User.

You can view the below details on this section:
~4= Contact Address
~=%=  Email Address
—%=  Work Phone

You can update the contact address by clicking on - and following the steps on the dialogue box
that appears.

Note: contact details can be changed by a single Administrator even when Dual Administration is
switched on.

Spend Limits
The Spends Limits section allows you to view and manage the cash withdrawal limits for the card.

You can view the below details on this section:
~—%=  Cash Withdrawal Limit
—¥ Cash Withdrawal Limit Refresh Period

If there is a temporary cash withdrawal limit on a card, you can also see it in this section, along with the
expiry date of the temporary limit.

You can update the cash withdrawal limit by clicking on = and following the steps on the dialogue box
that appears.
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User Details, Card Details, Login Details, Contact
Details, Spend Limits and Useful Links - Continued

Useful Links

The Useful Links section allows you to perform various tasks related to the user and card
administration. You can click on the links in this section that opens a new window where you
can perform various tasks related to the user and card administration.

& Useful Links =

The tasks that you can perform from these links have been explained in detail in the sections
below.
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Users & Cards — full details screen

The Users & Card - Full Details screen allows you to view and manage the cards and the
users. It is divided into two sections with user and card information such as user details, et e e e
login details, card details and limit details. 0.

User Details Login Dutas

The Card Summary panel on the right allows you to view the shipping address, check the - || m
status of approved/declined authorization records, order a replacement card, manage the
spend limits, and unblock an active PIN number.

oo

To access the Users & Cards - Full Details screen, click E in the User & Card Details
window.

; eoo000

The Users & Cards - Full Details screen has two sections: st s o
~%= User

These two sections are explained below in detail.
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User section

The User section allows you to view and manage the user details, associated user

details and login details through the below panels: Update User VIeWPOInt

~—4=  User Details

. ] . Viewpoint refers to the section of company hierarchy on the portal that a user can
~—¥=  Associated User Details P pany U P

view and make amendments to. For example, a Super Administrator their viewpoint
— %= Login Details would be whole company, but for a Branch Administrator their viewpoint would be
their own branch. Company Administrators viewpoint is whole company except the
Company Preferences screen.

Update User Status

To update the user viewpoint in the Associated User Details panel, follow these steps:

To update the user status in the User Details panel, follow these steps: 1. In the User Viewpoint field, click ~ . The Edlit User Viewpoint dialogue box
1. In the User Status field, click = . The User Status dialog-box displays. displays.
2. In the Current User Status field, the current status of the user is 2. Select the viewpoint you want to set for the user on the portal. You can also
displayed. search for the appropriate viewpoint from the Search box within the Edit
3. Click the Update User Status drop-down box and select the status you User Viewpoint dialogue-box.
want to assign to the user. Note: When updating a Branch Administrator, ensure that the user's

viewpoint is at the correct branch.

Note: You cannot change the user status to expire if the user has an active Note: By default all cardholders will have a viewpoint of Card Only. This

ca.r d ) means that they will only have access to view their own card.

4. Click Update to return to the Users & Cards - Full Details screen. 3. Click Select to return to the Users & Cards - Full Details screen.

5. Click Next once you have completed all the tasks in the User section. 4. Click Next once you have completed all the tasks in the User section. 7he
The Card Section displays. Card Section displays.
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User section - Continued

Update Login Details

To update the user’s login details in the Login Details panel, follow these steps:

1. In the Your Username field, enter a username if you want to change the
username. Follow the requirements given below the field.

2. In the User Account Status field, click ~ if you want to change the user
account status on the portal. 7he User Account Status dialogue-box
displays.

3. In the Current Status field, the current status of the user account is
displayed.

4. Click the Update Status drop-down box and select the status you want to
assign to the user account.

5. Click Update to return to the Users & Cards - Full Details screen.

6. In the Password field, enter a new password for the user if you want to
change the password.
Follow the requirements given below the field.

7. Confirm the new password in the Confirm Password field. You must follow
the requirements given below the field.

8. Select the Reset Password at Login check box if you want the user to reset
the password they next time they login.

9. Click Next once you have completed all the tasks in the User section. The
Card section displays.

10. Click Submit.
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Card section

The Card sections allows you to view and manage the card details, contact details
and limit details through the below panels:

~—4 Card Details
~%5& Contact Details
~~% Limit Details

Update Card Status

To update the card status in the Card Details panel, follow these steps:

1.
2.

In the Card Status field, click -~ . The Card Status dialogue-box displays.

In the Account Change panel, click the Change To drop-down box and select
the status you want to assign to the account.

The account status can be:
—%e Closed

~—%¥= Suspended

~—3= Lost/Stolen

Click the Reason drop-down box and select the reason for change. The
reason that displays in the Reason drop-down box depends upon the account
status selected in the Change To drop-down box.

Note: When changing the status to Lost/Stolen, if you select a reason that
includes PIN Compromised, a new PIN is created for the replacement card.
The Cardholder can view this PIN for the new card the next time they log in.

In the Reset After filed, select the time after which you want the account to
reset to active status.

Note: This field is only relevant when suspending a card.

In the Comment panel, enter a comment in the Comment field if you want to
add a comment.

Click Submit to return to the Users & Cards - Full Details screen.
Click Submit.
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Update Card Viewpoint

To update the Card viewpoint in the Card Details panel, follow these steps:
1. In the Card Viewpoint field, click ~ The Edit Card Viewpoint dialogue-
box displays.
2. Select the viewpoint you want to set for the card on in the portal. You
can also search for the appropriate viewpoint from the Search box
within the Edit Card Viewpoint dialogue-box.

Note: The card'’s viewpoint should always be the same as its branch.
3. Click Update to return to the Users & Cards - Full Details screen.
4. Click Submit.




Card section - continued

Update Contact Details

To update the user’s contact details in the Contact Details panel, follow these steps:

1. In the Contact Address field, click ™ . The Change Contact Details dialogue-
box displays.

2. In the Contact Information panel, you can change the email address, work
phone and mobile phone details. You can only update the residential address
of the cardholder. All other addresses can be viewed only.

Note: The email address must be unique within a company.

3. In the Contact Details panel, select an address type you want to view or
update from the Please select an Address to View or Update drop-down box
and update the details in the below fields:

—# Address Line 1
¥ Address Line 2
—® City

- 4"‘” County

~ " Postal Code
—® Country

4. Click Submit to return to the Users & Cards - Full Details screen.

5. Click Submit.
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Card summary panel

The Card Summary panel on the right of the Users & Cards - Full Details screen is
divided into three sections:

-~ Card Details
¥ Card Maintenance
%= Pin Management

Card Details

This section allows you to view the plastic shipping address and the authorisations
and decline details.

Card Maintenance

This section allows you to update the contact details, order a replacement card for
the user, update the spend limits and the card status.

Pin Management

This section allows you to unblock a PIN number for a user.
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View plastic shipping address

Click View Plastic Shipping Address link from the Card Details section on the Card
Summary panel to view a plastic card’s shipping address on the portal. The View Plastic
Shipping Address page displays.

Account Details

This section displays the masked card number and the name embossed on the card.

Contact Details

This section displays the contact information such as company name and address details.

Plastic Shipping Address

This section displays the alternate shipping address details.

Document classification: Public



View authorisations and declines

The View Auths and Declines function allows you to view the authorisation status. To
view an approved or declined authorisation on the portal, follow this step:

1. Click the View Auths and Declines link from the Card Details section on the
Card Summary panel. 7he View Auths and Declines page displays.

#  Pin Column "

Optional: Click * on any of the field label to sort the authorisations.

C % Column Transaction Date
Optional: Hover the mouse pointer on any of the field label, and click to A Al Celamne Merchant Locatio
display the following options to: A
~4= Format the table Reset Colurnns Res
—% Include or exclude fields on the View Auths and Declines as required. Auth/Declined Code

Decline Reason
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Contact details

The Contact Details function allows you to view and update the contact details for a
card.

Click the Contact Details link from the Card Maintenance section on the Card Summary
panel. The Change Contact Details page displays.

Note: To view the detailed step-by-step procedures on the tasks you can perform in the

Change Contact Details page, refer to the Update Contact Details section under Users &
Cards — Full Details Screen.
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Order a replacement card

The portal allows you to order replacement cards.

Business Cash Card

i Card Summary = mycae v
To do this follows these steps:
LEONARDO Card Summary
= Business Site Address Contact Details

Vi i hi Addre
Address Line 1 Emai Address ev/ Plastic Shipping Address

View Auths and Decéines
_ARD MAINTENANCE
Order a Repiacement Gard

Report Card Lost/Stolen

2. On the far right click Order a Replacement Card ©rer a Replacement Card

Postal Code Unblock PIN

1. Navigate to the Card Summary pageF] .

Address Line 2 Work Phone

city Mobile Phone

(see figure 1 for example) ] View Pit

Figure 1
3. A screen will then appear where you can order a new business card.

(see figure 2 for example)

4. Check the details for the new card you are going to order on the screen.

5. Then select shipping address using the drop down box then .. . = I

ils Card summary

6. Click Submit Bl .

The replacement card will then be delivered to the shipping address that you selected within
5 - 7 working days.

Optional:

* There’s a comments box where you can explain why the new card is needed. Figure 2
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Withdrawal limits

The Withdrawal Limits function allows you to view and update the cash withdrawal limits
for a card.

Click the Withdrawal Limits link from the Card Maintenance section on the Card
Summary panel. The Update Withdrawal Limits page displays.

Note: To view the detailed step-by-step procedures on the tasks you can perform in the

Update Withdrawal Limits page, refer to the Update Limit Details section under Users &
Cards — Full Details Screen.
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Card status

The Card Status function allows you to view and update the status for a card.

Click the Card Status link from the Card Maintenace section on the Card Summary
panel. The Change Card Status page displays.

Note: To view the detailed step-by-step procedures on the tasks you can perform in the

Change Card Status page, refer to the Update Card Status section under Users & Cards
— Full Details Screen.
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Unblock PIN

The Unblock PIN function allows you to unblock the PIN number of a card if it has been "
blocked at an ATM or Post Office. UnblockPIN

To unblock a PIN number of a card on the portal, follow these steps:

If you have entered your PIN incorrectly three times in one of our NatWest Group branches, then please take your card to an

ATM, select PIN Services and follow the on-screen guidance to unlock the PIN.

1. Click the Unblock PIN link from the PIN Management section on the Card
Summary panel. 7The Unblock PIN window displays.

2- Enter the 1 6'd|g|t ca rd number in the CG rd Number ﬂeld As a reminder, cardholders can view their PIN within the Business Cash Card Portal, by selecting the View PIN from the main

3. Enter the expiry month and year details available on the card in the Expiry Date menu.
field.

4. Click OK to unlock the PIN number.

If you have entered your PIN incorrectly three times in either an ATM machine or at a Post Office counter, then you can unblock

your PIN on this screen, by selecting Unblock PIN and clicking confirm.

Card Number*

Expiry Date (MM/YY)* MM/YY

Cancel
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Transactions
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Transactions

Dusiress Cosh Cord

The Transactions screen enables Administrators to view all deposit and withdrawal activities
carried out by active cardholders within the company. It also allows them to add comments, .
reconcile transactions by reviewing the related branch references, and export the entire | eone——

transaction list to a Microsoft Excel spreadsheet. FRANUACTORDATE 5 POSTONTY 5 CARD WDTR : onowmon o TAEACIONAM

To access the Transactions screen, click this icon .
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View transactions using filters or quick search

The Transactions screen allows you to view card transactions (deposits and withdrawals)
for all the cardholders in the company and view specific transaction or multiple cardholder
transactions using the filter/search option and export it to a spreadsheet.

To view a specific transaction, follow these steps:

Bamsinmss Cosh Card

1. Enter a keyword on the quick search text box or click Filters and select either a
pre- saved filter option or select a combination of fields such as cardholder name or M Transactions ¥ 5t x
transaction type (withdrawals, deposits, or both) from the Add New Filter drop-
down.

Note: You can save the filter options selected in case you want to use the same
options in the future. You can select and apply the filter name from the Saved
Filters drop-down box once you save the filter.

2. Click Apply to search for the required transaction record(s). The transaction 2 Pin Column » | |contain v
record(s) displays. R

Optional: Click < on any of the field to sort the transactions.

Optional: Hover the mouse pointer on any of the field, and click = to display the ¢
following options to: Blank

Sl dE o

2K Format the table
3K Apply filter
3K Include or exclude fields on the Transactions screen, as required
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View or add comments to a transaction

The Transaction Details window allows you to view and add new comments for a
selected transaction.

Business Cash Cord

Tt

nsachons ¥ oy

W Tonacton O S1E10020 - 15062003 n n Transs ta B

H

To view/add comments to a specific transaction, follow these steps:

il B

1. Select the checkbox of a specific transaction record. 7he Transaction Details pop- O L N D N RTINS  vescso tou

up window displays on the right. : , e ; oo e
2. Enter any required comments under the Comments section. ; . . o i g
3. Click Add Comment. The comments are added successfully. : N .
4. Click Eto exit or hide the Transaction Details window. coraiiaise : [ N

Note: You can view an existing comment including the username and the date when the
comment is added for a specific transaction. When there are no comments available, s
they appear as inactive. You can also click € on the TRANSACTION COMMENTS e ey T et 0010

column to add comments.

Note: You can select multiple transaction records to display on the Transaction Details
pop-up window and add a common comment. When multiple records with different
cardholders are selected, only the common information is displayed under the
Transaction Details.

Note: You can use the Trace Transaction & on the Transaction Details pop-up window
to view a log of all actions performed for a transaction
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Export transaction details to a spreadsheet

The Transactions screen allows you to export transaction details of multiple
cardholders in a company.

To export transaction records that are displayed on the Transactions screen to a
Microsoft Excel spreadsheet, follow these steps:

1. Enter a keyword on the quick search text box or click Filters and select either a
pre- saved filter option or select a combination of fields such as billing amount
(minimum, maximum, or specific amount) or transaction type (withdrawals,
deposits, or both).

Note: You can save the filter options selected in case you want to use the same 2k &

options in the future. Once saved, you can select the filter name from the Saved T —

Filters drop-down box to apply. & Visible Colmis
2. Click Apply to search for the required transaction record(s). The transaction AN Columns
record(s) displays
3. Click Output. The Output Settings window displays. Qupw FieFormet | Bicel () v

4. Select either the visible rows/columns or all the available rows/columns options to

include in the output. g -:J
5. Click Output File. A spreadsheet with the transaction details is downloaded.
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Card request tracking
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Card request tracking

To access the Card Request Tracking screen, click Administration > Card Request
Tracking

The following request types display on the Card Request Tracking screen:

—% Withdrawal limits
Contact details
Account status

— Card replacement
— Create new card

Create new card and user

To view a specific account change on the NatWest portal, follow these steps:

1. Enter a keyword on the quick search text box or click Filters and select
either a pre- saved filter option or select a combination of fields such as
change requester name or approver name from the Add New Filter drop-

down.

Note: You can save the filter options selected in case you want to use the
same options in the future. You can select and apply the filter name from
the Saved Filters drop-down box once you save the filter.

2. Click Apply to search for the required change details. The change details

displays.
Optional: Click “ on any of the field label to sort the transactions

Document classification: Public

wd Request Tracking

VW Avoeovss Waiston Apptoved *

WO Py

EATTITY

Sprst Typw A2

1AL RAN

AR RAGMATED

.,[E Vram

Arrecnee

A

arraovn




Export request details to a spreadsheet

The Card Request Tracking screen allows you to export the change request details
of all the users in a company.

To export change request details that are displayed on the Card Request Tracking
screen to a Microsoft Excel spreadsheet on the Business Cash Card portal, follow
these steps:

Output Settings X

1. Search for a specific change detail using the Filters option or quick search
text box on the top-right.

Which columns would you like to cutput

& Visible Columns

2. Click Apply to search for the required change details. The change details AN Columng
display.
3. Click Output. The Output Settings window displays. OQutput File Format | Excel (ds) v

4. Select either the visible rows/columns or all the available rows/columns
options to include in the output.

Cancel Output File
5. Click Output File. A spreadsheet with the change details is downloaded. -

The Card Request Tracking screen allows you to view the changes in detail for
a specific change request of a user in the company.

Click on the Card Request Tracking screen grid. The card request details page
displays a log with the before and after change details recorded.
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Branch accounts

Document classification: Public



Branch accounts

Branch Accounts are sites cardholders can be grouped under. They can be used to

. o . Business Cosh Cord
represent different business locations on the portal.

. ) ) . Branch Accounts Branch Account Status
Each branch account has its own branch withdrawal limit that is lower than the company
withdrawal limit, but higher than the individual cardholder limits for cardholders assigned BB Temsackions A AT RSN ; . AR
to it. © coquy

-0 Administz ation

A customer can have multiple branch accounts on their portal.

Users & Cards

To access the Branch Accounts screen, click E Administration > Branch Accounts. Card Request Tracking
Branch Accoent

The Branch Accounts screen displays all active branch accounts. It allows you to manage Compasy Pretesences

branch details and export it to a Microsoft Excel spreadsheet.

Help Castact Us Privacy Terms & Condilions

© 2023 Fisery, Inc @
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View/manage Branch Accounts

The Branch Accounts screen allows you to view the list of branch accounts in a
company using the search option and export it to a spreadsheet.

Business Cash Card

Branch Accounts Branch Account Status | Actve v x
To view or manage a branch account on the portal, follow these steps:

- Z ~ SO : n Branch Account Detads
b BRANCH NAME © ACCOUNTNO = COYQE < PRODUCT 2
1. Select the checkbox of a specific branch account. The Branch Account Details STYBRANCH! PRMARY CARD =291 2:Monthly Uk ButinessCuRGBPCE OGEP & User detads A
pop-up window displays on the right.
X . A oA [ & Account Details +
2. Click * to update the branch account details such as, account status and T T TS
branch account-hierarchy, contact address, and the cash withdrawal limit set, as B Contact Details t
required in their respective sections. € Limit Detasls .

Note: Contact the Business Cash Card team for any account status changes. gRkiocidt | phe

1. Click Submit. The branch account details are updated successfully.

FAQ

2. Click mto exit or hide the Branch Account Details pop-up window. Coatest Us' | ®vmey. | Yorms 3 Condiions

© 2023 Feery, Inc of 83 afbates

Note: You can view the authorisation status of a selected branch account
(approved and declined authorisation) under the Useful Links section in the Branch
Account Details pop-up window on the right.
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Branch details

The Branch Details window is divided into five sections:

% Account Details

Contact Details
Limit Details

— Useful Links

Account Details

The Account Details section allows you to view the branch account details. You can
view the Account Status and update Account Viewpoint by clicking on

Contact Details

The Contact Details section allows you to view and manage the business site address
of the branch account. You can update the contact address by clicking on -

Document classification: Public



Dashboard
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Dashboard

When you log on the Dashboard screen is displayed by default. The Dashboard screen
provides the Administrator with information that includes the summary of all transactions
completed by the company, the total number of withdrawals made each month, and
notifications of account-level activity for each active user in the company.

To access the Dashboard screen, click E

The Dashboard is divided into three sections:
¥ Company Summary

K Total Withdrawals per Month

7 Messages

Dashboard

Company Summary Total Withdrawals Per Month Messages

Company Summary e o

TYBIADOCIFN STYD1ADOCILNY sccourt fas bews ochnd

This section displays the company information such as:

K Cash withdrawal limit and the refresh period

9K Total deposits and withdrawals made by the company
%K Accumulated withdrawals and deposits.

STYBICIFN STYEICILN S 3ccoere be b
ncooard leactney o

K Total number of cards available for a company.
Total Withdrawals per Month

This section displays a bar chart with six months data that illustrates the total amount of
withdrawals made by the company per month.

Messages

This section displays the account-level activity information (account locked or inactive)
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View all messages

Messages
The View All Messages function displays the system-generated messages for user accounts :

within the company. @ View All Messag

Uisa Test's account has been jockad
Sty Mall Admin's account has baen locked
) M

STYB1ADDC2FN STYB1ADDCZUNS accourt has been locked

STYB3CILN's account has been locked due to account inactvity exceedng the
maximum period

»-2 564

To view all the account-level activity messages for your company on the Business Cash Card
Portal, follow these steps:

1. Click { on the Messages section on your Dashboard i Messages o ' v
2. Select View All Messages. The Messages page will be displayed.

3. Click the Check Boxes to read messages.

VW Dote and Time: 00002025 - 10082023 Type: Al m

Message Action Date and Time ©

& Outpat W O
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Export messages to a spreadsheet

The Messages page allows you to export all the notification messages to a Microsoft Excel
spreadsheet.

To export all the account-level activity messages for your company, follow these steps:

1. Enter a keyword on the quick search text box or click Filter and select either a pre
-saved filter option or select a combination of fields such as date and time of the
notification or notification type (fatal, severe, warning, or information).

Note: You can save the filter options selected in case you want to use the same
options in the future. You can select and apply the filter name from the Saved
Filters drop-down box once you save the filter.

2. Click Apply to search for the required notification message(s). The notification
message(s) displays.

3. Select the messages that you want to export.

4. Click Output. The Output Settings window displays.

5. Select either the visible rows/columns or all the available rows/columns options to
include in the output.

6. Click Output File. A spreadsheet with the message details is downloaded.
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Delete messages

The Messages page allows you to delete multiple notification messages at once.

To delete one or more account-level activity messages for your company, follow these steps:

1. Select the messages that you want to delete.
2. Click Delete. The notification messages are deleted.
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Disclaimer

Fees and charges apply, please speak to your Relationship Manager for more details. This document has been prepared by Royal Bank of Scotland Plc or an affiliated entity (“RBS”)
exclusively for internal consideration by the recipient (the “Recipient” or “you”) for information purposes only. This document is incomplete without reference to, and should be viewed solely
in conjunction with, any oral briefing provided by RBS. RBS and its affiliates, connected companies, employees or clients may have an interest in financial instruments of the type described
in this document and/or in related financial instruments. Such interests may include dealing in, trading, holding or acting as market-maker in such instruments and may include providing
banking, credit and other financial services to any company or issuer of securities or financial instruments referred to herein. RBS is not and shall not be obliged to update or correct any
information contained in this document. This document is provided for discussion purposes only and its content should not be treated as advice of any kind. This document does not
constitute an offer or invitation to enter into any engagement or transaction or an offer or invitation for the sale, purchase, exchange or transfer of any securities or a recommendation to
enter into any transaction, and is not intended to form the basis of any investment decision. This material does not take into account the particular investment objectives, financial
conditions, or needs of individual clients. RBS will not act and has not acted as your legal, tax, regulatory, accounting or investment adviser; nor does RBS owe any fiduciary duties to you in
connection with this, and/or any related transaction and no reliance may be placed on RBS for investment advice or recommendations of any sort. Neither this document nor our analyses
are, nor purport to be, appraisals or valuations of the assets, securities or business(es) of the Recipient or any transaction counterparty. RBS makes no representation, warranty,
undertaking or assurance of any kind (express or implied) with respect to the adequacy, accuracy, completeness or reasonableness of this document, and disclaims all liability for any use
you, your dffiliates, connected companies, employees, or your advisers make of it. Any views expressed in this document (including statements or forecasts) constitute the judgment of RBS
as of the date given and are subject to change without notice. RBS does not undertake to update this document or determine the accuracy or reasonableness of information or assumptions
contained herein. RBS accepts no liability whatsoever for any direct, indirect or consequential losses (in contract, tort or otherwise) arising from the use of this material or reliance on the
information contained herein. However, this shall not restrict, exclude or limit any duty or liability to any person under any applicable laws or regulations of any jurisdiction which may not
be lawfully disclaimed. The information in this document is confidential and proprietary to RBS and is intended for use only by you and should not be reproduced, distributed or disclosed (in
whole or in part) to any other person without our prior written consent.

The Royal Bank of Scotland plc. Registered in Scotland No. SC083026. Registered Office: 36 St. Andrew Square, Edinburgh, EH2 2YB. Financial Services Firm Reference Number 114724.
Authorised by the Prudential Regulation Authority and regulated by the Financial Conduct Authority and the Prudential Regulation Authority.
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