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1.Login

A detailed description of technical and safety issues, and of how to log into the CitiDirect EB system
has been described in another dedicated manual available at appropriate Network variant address:

CitiDirect:

http://www.citihandlowy.pl/poland/citidirect/english/manuals.htm

You will find the document at citidirect.pl in the Manuals section.

You can open the Citi Trade Portal from the level of the CitiDirect EB portal.
Once you are logged in the system, click Trade / eForms, and then Trade Financing / eForms. Please
see below:

atr CitiDirect BE®

Trade / Reports & Soif Sariice More Citi

Home CitiDirect Services Payments e Analytics Products

Client Logged in as: TEST 0 failed atter™ — — 439:27
1 Trade Financing / eForms & |

PLEASE NOTE:

The application will be activated in a new window or a new browser card. If you see a message about
pop-up windows being blocked, please click the message contents and give your consent to pop-up
windows.



http://www.citihandlowy.pl/poland/citidirect/english/manuals.htm
http://www.citihandlowy.pl/poland/citidirect/polish/index.htm

2.How to start work

2.1.

Home Page

The User’s Manual refers to the Trade Loan product on the Citi Trade Portal.

Access to individual items and sub-items of the Main Menu depends on the authorizations assigned to

the User - in line with appropriate documentation.

Once the application is activated, the User’s screen will display the following page:

citi handlowy”

Homepage

Letter of credit

Main Menu - drop down menu items:
Letter of credit, Guarantee, Collection, Invoices General
overview, Reports, Contracts, Trade Loan, Settings

Exposure
Overdued usage
Turnover

Delay

Credit terms

Guarantee Collection Invoices General overview Reports Contracts

Mo results meeting defined criteria.

Trade Loan

| My shortcuts
Factoring - Preview of invoices
Trade Loan - Impaort a file
Trade Loan - List of contracts
Trade Loan - Preview of invoices/orders

Trade Loan - Send invoicesforders

r
& Adjust

w Citi Trade Portal

“Messages” Section

=

Messages (82 new alerts)

[] Date

[ 15-05-2017 11:58
[]| 15-05-2017 11:58
[]| 15-05-2017 11:58
[]| 14-05-2017 17:00
[]| 12-05-2017 02:27
[]| 12-05-2017 02:27
[]| 12-05-2017 08:27
[]| 12-05-2017 08:27
[]| 11-05-2017 12:44
[]| 11-05-2017 13:44

Type

The application was accepted

Application rejected

The application has been retumed for corrections
Reminder about invoice payment date

The transaction has been opened

The application was accepted

The application has been reviewed

The application has been returned for comections
The application was accepted

The application has been retumed for corrections.

1§

show

show

show

show

show

show

T Address

SN—

“My shortcuts” Sectio

.

show KRS DODODO1538

NIP 526-030-02-01
SWIFT code CITIPLPX

InfoTrade
infotrade@oiti com

S 201 253 360

Help Desk CitiDirect

show helpdesk.ebs@citi.com

301 343 978 or +48 (22) 800 152169

)

The “My shortcuts” Section is made up of max. 5 shortcuts selected by the User. The “Adjust...”
button on the right is used to select visible buttons in accordance with the description in the “Shortcuts

Bar” below.

The “Messages” section contains information on unopened alerts sent to the User (alerts which
haven't been displayed in the message detail form). The max. number of alerts displayed in this
section is 10. Under the table, there is the “Mark as Read” button which you can use to mark alerts as
unread and delete them from the list (upon clicking, the confirmation message will be displayed). On
the right, there is the “go to the alerts list screen >>>" hyper-link causing a screen with all the alerts to

appear in the whole window.

navigate fo the Aleris page ===

Privacy Statement | Terms of Use | User manuwsl
Copyright ® 2018 Bank Handlowy w Warszawie 5.4,




2.2. Shortcuts Bar

The Shortcuts Bar is visible on the main screen of the system (splash screen), allowing you to go
directly to a tab you have selected. You can configure the Shortcuts Bar in the Settings / Shortcuts Bar
tab. By default, two shortcuts will be configured:

The configuration is saved individually for each user.

File templates
Motifications
Shortcuts
Globsl setfings

I Configuration of shortcuts

Set up you own shoricuts |Trade Loan - Approve invoices/orders W ‘ Monstandard applications
Trade Services - Banks
[Trade Loan - Import a file v Trade Services - Contractors
[Trade Loan - List of contracts v o Trade Services - Agrsements
Selectlon Of the Trade Services - Accounts
|Trade Loan - Send invoices/orders V‘ 3 h "
[Trade Loan - Submit new invoice/order W Shortcuts bar
citi Privacy Statement | Terms of Use | User manual
Gitl.com Copyright ® 2016 Bank Handlowy w \Warszawie S.A

2.3. Global Settings

In the Settings / Global Settings tab, you can format dates and numbers displayed in the portal (as
well as those available in the generated reports and alerts).

In the form, you can also set the number of items to be displayed by default in the lists (useful with
table paging).

The configuration is saved individually for each user.
The following formats are set by default in the system:
e Number of items in the lists: 20
e  Decimal separator: [comma],
e  Thousandth separator: [dot].
e Date separator: [dot].
e Date format: yyyy mm dd [yyyy — year in a 4-digit format, mm - month, dd — day]
e Scope of items presented in the lists: none, i.e. all data is presented, regardless of entry

date. Any change in this parameter will cause the display of transactions in the entire
system to be limited to items entered 7, 14, or 21 days before the current date.




Letter of credit Guarantee Collection
File templates
Motifications
Shortcuts

Global settings

Global seftings
Rows per page [20 v Monstandard applications
Trade Services - Banks
Decimal separator | [comma] ~ | Tragde Services - Contractors
Thousands separator [idot1 . v . Trade Se"’f“ﬁ - Agreements
Selectlon of the Trade Services - Accounts
Date separator [1dash) - v . GI b I . " b
Date format [dd mm yyyy v] obal settin g S ar
Range of the presented items| [none] v|
on lists
e
diti Privacy Statement | Terms of Use | User manual
citi.com Copyright @ 2016 Bank Handlowy w \Warszawie S.A_

The first configuration and all the subsequent ones must be completed by pressing the “Save” button,
which will be confirmed by the system:

Homepage Letter of credit Guarantee Collection Invoices General ove

Global settings

Settings have been successfully saved.

Rows per page [20 v
Decimal separator [[comma] v |
Thousands separator [ [dof] . v
Date separator | [dash] - ~ |
Date format [dd mm yyyy d
Range of the presented items|[14 days] v |
on lists

= =

2.4, Notifications

In the Settings/Notices tab, you can specify the scope of notices and the way they should be
delivered.

In the “Notices for Customer” section, you can indicate the notices you want to receive (only those
related to a service provided). The following notice delivery channels are available:
e alert - the notice will be in the form of an alert visible in the system main page (splash
page)
e sms — the notices will be sent to a mobile phone number indicated by the User (“phone
number” field)
The phone number should be put in the 9-digit format.




The Citi Trade Portal may be used only for sending notices in the SMS form to Polish mobile
phone numbers, i.e. beginning with (+48).

e email — the notices will be sent to an email address indicated by the User (“email address”
field)

In the case of notices sent by SMS, you can change the times at which you want to receive your
messages (by default: 8 am - 6 pm on business days). Once the limits are cancelled (upon marking
the “No Limits” flag), the SMS notices will be sent along with any other notices provided via other
channels (at the time a given event is taking place).

File templates

I Reminders configuration Notifications
Shortcuts
Phone +48[123456789 | i Trade Loan
B8MS hours from [08:00 | to|18:00 [] unlimited Reminder type Alert  SMS  E-mal o
E-mail |name@domain com | Bank made debits on Borrower's Account nts

Financed Invoices/Orders
|E E Information about paid Invoices/Crders
Information about rejected Inveices/Crders

Invoices/Crders to approve

Limit threshold was exceeded

Loans were partially settled

Overdue Invoices/Orders

Payment received from Contractor

Payment date is coming (3 days ahead) (modify)
Result of authorizing Inveices/Orders

Result of importing Invoices/Orders from a file
Result of sending Invoices/Orders

Result of sending Invoices/Orders from a file

RERARHRARERRRE
OoooOoOoooooogoooag
OoooOoOoooooogoooag

The first configuration and all the subsequent ones must be completed by pressing the “Save” button,
which will be confirmed by the system:

I Reminders configuration

Settings have been successfully saved

Phone +48[123456738 |
SMS hours from [08:00 | to[18:00 | [ |unlimited
E-mail [name@domain.com |

| save | Cancel |




3.Trade Loan

Invoice entry screen - basic info.

The drop down menus of Buyers are limited to 30 items. If the list of Buyers is made up of more
than 30 items, you can access the full list, clicking the icon on the right side of the drop down menu.

Section in which you can specify parameters of

entered or edited invoices / orders specified in the invoices/orders

Selection of the form to enter and edit

application.
w Collection Invoices
Add new L\\)
Invoi der submission Send
Approve
. Global invoiceforder list
Contract [URKHSPROBA/PROBA w] LIJ Kredyt handlowy Sprzedajacy Impart
— List of contracts
Borrower [POLAND TFE PVT v B3 Tax D: 5210324100  Address: Miguere—zu==Tou-vva
Contracter [select ~ 3
Invoice/Order [Invoice v]
Invoice no Invoice date Maturity date Amount Currency
| l l | BB — | [ [[select  w
o QTR
Preview of submitted invoicesforders  Page of 1 Number of results 0 Number of results per page (20 | & Adjust
D Contract Bomower Coniractor Orderno Invoice no  Invoice date  Maturity date  Amount Currency  Installment number  Amount number  Installment currency  Action
No records found
Delete

navigate to the "Invoice Send Page” ===

Section with a list of invoices/orders you have
entered from the day on which the form was

last opened.
\

If you use the hyper-link, you will be redirected

to the form featuring a list of applications
related to invoices/orders to send
¥




4.Manual entry of invoices/orders.

Selection of the form to enter
B M invoices/orders manually
Add new

Send

Approve

Global inveiceforder list

Import

List of contracts

4.1. Entering invoices

I Invoice/Order submission

Confract o|URKHSIPROBNPROEIA ol | Kredyt handiowy Sprzedsiacy

Bormrower |F'OLAND TFE PVT e | E‘ Tax 1D: 5210324100 Address: Mladzka 42 04-136 Warszawa

Contractor [DOSTAWGA TFE PVT ~1 TaxID: 12345677745  Address: Reeczna 10-500 Mokre

Invoice/Order [Invoice v

Invoice no o Invoice date e Maturity date o Amount e Currency e
Invaice 0572017 12-05-2017 i | 16-05-2017 E [foa0 [[Prn V]
Preview of submitted invoices/orders Page G of 1 E Mumber of results 0 Mumber of resulis per page B Adjust

|:| Confract Bomower Contractor Ordernc  Invoice no  Invoice date  Matwiity date  Amount Currency  Installment number  Amount number  Installment currency  Action

Mo records found

N

navigate to the "Invoice Send Page" =>>

Detailed steps you need to take in the “Invoice/Order Entry” form in order to enter your invoices in the
system:

e Selection of the agreement in the “Contract” field. 0
(This is an optional step, necessary only when you are authorized to more than one
agreements. Otherwise, the “Agreement” will be populated automatically).

e Selection of the borrower in the “Borrower” field. 9
(This is an optional step, necessary only when you represent more than one entity.
Otherwise, the “Borrower” field will be populated automatically).

e Selection of the counterparty in the “Contractor” field. 9

e Selection of the “Invoice/Order” option o (if only one invoice/order option is set forth in the
agreement, the field will be populated automatically)

e Entry of the invoice No. in the “Invoice No.” field 9 (this field label will change once you
have made your selection in the “Invoice/Order” field).

e Entry of the invoice issuance date in the “Invoice date” field. @
e Entry of the payment date in the “Maturity date” field. ﬂ

e Entry of the invoice amount in the “Amount” field. 9



e Selection of the invoice currency in the “Currency” field. &
(This is an optional step, necessary only when the agreement you have selected stipulates
the handling of more than one currency. Otherwise, the “Currency” field will be populated
automatically).

Once the parameters of the invoice have been entered, use the “Add” button @ to save the invoice
and make it automatically available on the “Invoice/Order Sending” screen with the “To Send” status.

The list of the newly entered invoices will also be visible in the “Preview of submitted invoices/orders”
section. In that section, you can edit the invoice, clicking “Modify” in the table featuring the
invoice/order items. The fields in the upper part of the form will be populated with the edited invoice
data. Once the changes are saved (upon clicking “Save”), the table item will be updated with the
values you have provided. If you mark a given item in the list of the entered invoices preview, and click
the “Delete” button, the entered invoices will be deleted.

The spot in which messages related to the

entered invoices are displayed.
I Invipice/Order submission

Invoice/erder Invoice 05/2017 has been sucessfully submitted
Contract [URKHS/PROBAIPROBA v| u Kredyt handlowy Sprzedsjacy
Borrower | POLAND TFE PVWT v| w Tax ID: 5210324100 Address: Migdzka 42 04-136 Warszawa
Contractor |DOSTAWCA TFE PVT v| w Tax ID: 12345677745 Address: Rzeczna 10-900 Mokre
Invoice/Order [select v
Preview of submitted invoices/orders Page G I:| of 1 E Mumber of results 1 Mumber of results per page = Adjust
|:| Contract Bomower Confractor g‘;der Invoice no Ln;:ce :";‘:ﬁw Amount  Cumency :_E::;;:e"t ﬁumn?tl;grl IQ":;Z:T:"‘ Action
PVT DOSTAWCA TFE Invoice 14-05- 31-05- .
D URKHS/PROBAPROBA POLAND VT 082017 2017 507 1.000,00 | PLN modi
The total number of submitied invoices 1 The total amount of submitted invoices  1.000,00 PLN

navigate to the "Invoice Send Page" ===

Section displaying entered invoices/orders



4.2, Entering orders

I Invoice/Order submission

Confract |EIDKJURKHK.'U-JDI391292;'-300?{18 V| h:ul Kredyt handlowy Kupujacy

Bormrower [select v] h:nd

Confractor [select v] h:ui

Invoice/Order |Order hd |

Order no e Amount o Currency o

Order 01-2017 [10000 select ~

Preview of submitted invoicesiorders  Page [L4) of1 [El]  Mumberofresults0  Number of results perpage (20 v| & Adjust

|:| Confract Borrower Contractor Ordernc  Invoice no  Invoice date  Maturity date  Amount  Currency  Instsliment number  Amount number  Installment currency  Action

Mo records found

navigate to the "Invoice Send Page" =>>
Detailed steps you need to take in the “Invoice/Order Entry” form in order to enter your orders in the
system:

e Selection of the agreement in the “Contract” field. 0
(This is an optional step, necessary only when you are authorized to more than one
agreements. Otherwise, the “Agreement” will be populated automatically).

e Selection of the borrower in the “Borrower” field. 9
(This is an optional step, necessary only when you represent more than one entity.
Otherwise, the “Borrower” field will be populated automatically).

e Selection of the counterparty in the “Contractor” field. 6

e Selection of the “Order” option 0 (if only one invoice/order option is set forth in the
agreement, the field will be populated automatically)

e Entry of the order No. in the “Order No.” field B (this field label will change once you have
made your selection in the “Invoice/Order” field.

e Entry of the order amount in the “Amount” field. G

e Selection of the order currency in the “Currency” field. 6
(This is an optional step, necessary only when the agreement you have selected stipulates
the handling of more than one currency. Otherwise, the “Currency” field will be populated
automatically).

Once the parameters of the order have been entered, use the “Add” button B to save the order and
make it automatically available on the “Invoice/Order Sending” screen with the “To Send” status.

The list of the newly entered orders will also be visible in the “Preview of submitted invoices/orders”
section. In that section, you can edit the order, clicking “Modify” in the table featuring the invoice/order
items. The fields in the upper part of the form will be populated with the edited order data. Once the
changes are saved (upon clicking “Save”), the table item will be updated with the values you have
provided. If you mark a given item in the list of the entered orders preview, and click the “Delete”
button, the entered orders will be deleted.




The spot in which messages related
to the entered orders are displayed.

I Invoice/Order submission

Invoiceforder 0172017 has been sucessfully submitted

[BOKIURKHK/DODDZ 1 v
Confract ﬁ Kredyt handlowy Kupujacy
[BTH v
Borrower ﬁ Tax ID: 6793 Address: CHRIS
[EveEr v| Tax ID: SUPIDOODOBS  Address: NO.S,
Contractor ﬁ
Invoice/Order [select v

E Save Cancel

Preview of submitted invoices/orders Page of 1 Mumber of results 1 Mumber of results per page E Adjust

Order Invoice  Inveice  Maturity Amount -
|:| Contract Bormower Contractor . o dale date Amount Currency e T e currency Action
BIURD
TECHNICZN MEH
D BOK/URKHK0009 HANDLOWE ozm7 50.000,00 (USD modify

Delete

Section displaying entered orders
The total amount of submitted orders  50.000,00 USD

navigate to the "Invoice Send Page” =»=



5.Entering invoices/orders via file import.

You may also enter invoices or orders, using the ‘import” function. Choose “Trade Loan” from
the main menu bar, then “Import”.

17 May 2017 n .
! Selection of form to import
i hd invoice/order data
Add new
Send F Adjust =
Approve
Global invoicelorder list Ve inwnisg
Inmport -
List of contracts Impaort a file

Trada | nam | ick af nondracte

The file import is carried out in two steps:

¢ Indication of the file to be imported, and selection of the file import mode from the templates
specified by the Bank or prepared by the User

e Review of read invoices, error correction, and data edition.

— S S S = Decision whether import will refer to ——
invoices or orders ﬁ
Inv?ice.*order submission from a file - step 1/2

R [eelect ~  Selection of the file with invoices to
File containing import.
P lada...
invoicesforders el TR
Ti lat lect v
e [scte Selection of the import mode defined in
e t(ge t|tr‘nport tlempI?t'(;,\/I cgnglguratlon
ile upload 8 ; P " ettings - Import Mode
Click the “File upload” button,

and the data import process

will commence.
citi Privacy Statement | Terms of Use | User manusl
Citi.com Copyright ® 2016 Bank Handlowy w Warszawie 5.4




Once the file has been loaded into the system, each row will be analyzed in line with the selected
import mode - the rows with appropriate structures will be marked with a ¥ symbol, while the
erroneous ones will be marked with a [X] cross.

I Invoice submission from a file - step 2/2

File name kh_prod_TFE - Kopia.txt
Total number of invoices 5 Total number of approved invoices 4 Total number of invoices being not loaded 1 Total number of records with detected

ermors 1

[[] Show only records with detected erors

It is possible to edit uploaded invoices by selecting appropriate option in the column "Action".

Invoice listfromafile  Page [LaJ [ 1]of1 (4]  Mumberofresulis5  Number of results per page [ Adjust
Invoice Invoice  Maturity Requested Installment  Amount  Installment .
[] Contract Borrower  Contractor = date i Amount Currency Type o || e T Eer Action
Trade
PVT DOSTAWCA 17-05- | 15-08- Loan
URKHS/PROBA/PROBA POLAND | TFE PVT TESTOO01 2017 2017 1.000,01 | PLN (after change
send)
Trade
PVT DOSTAWGCA 17-05- | 15-08- Loan
URKHS/PRCBA/PROBA POLAND | TFE PVT TESTD02 2017 2017 1.000,02 | PLN (after change
send)
Trade
PVT DOSTAWCA 17-05- | 15-08- Loan
URKHS/PROBA/PROBA POLAND | TFE PVT TESTO03 2017 2017 1.000,03 | PLN (after change
send)
Trace
PVT DOSTAWCA 17-05- | 15-08- Loan
URKHS/PROBA/PROBA POLAND | TFE PVT TESTD04 2017 2017 1.000,04  PLN (after change
send)
Trade
. PVT DOSTAWCA 17-05- | 15-08- Loan
3 | URKHS/PRCBA/PROBA POLAND | TFE PVT TESTO0S 2017 2017 1.000,05 (after change
send)

i B

\ The total number of submitted invoices 4 The total amount of submitted invoices  4.000,10 PLN

Loading invoices into the Citi Trade Sending an application to be executed Comrant e 308 Bank Handlow n Wareauie & A
Portal base with a possibility to send the Bank without having to go through
them later, using the Trade Loan / Send the Trade Loan / Send tab

The invoices or orders read from the file will be entered in the Citi Trade Portal base with a “To Send”
status only after you have pressed the “Save approved invoices” button. At this point, the validation of
selected items will be carried out. Using the “Send approved invoices” button, you can send the
invoices imported from the file (and omit the invoice entry step). The invoices referring do a given
invoice/order will be marked with a “Sent” status following successful validation of sent applications.



Invoice submission from a file - step 2/2

File name Kkh_prod_TFE - Kopia.txt
Total number of invoices 5 Total number of approved invoices 4 Total number of invoices being not loaded 1 Total number of records with detected

ermors 1

["] Show only records with detected erors

It is possible to edit uploaded invoices by selecting appropriate option in the column "Action”.

Invoice list from a file  Page [ of1 B3]  Mumberofresulis 5  Number of resulis per page [ Adjust
Invoice Invoice  Maturity Requested Installment  Amount  Installment .
[] contract Borrower  Contractor o date date Amount  Currency Type execution date  number T GETE, Action
g o o Trade
srciserosaprosa £ Marking of invoices/orders Py [Loan change
imported successfully send)
4 Trade
PVT CUuD T ATLA B Loan
URKHS/FROBA/PROBA POLAND | TFE PVT TESTO02 2017 2017 1.000,02 | PLN (after change
send)
Trade
PVT DOSTAWCA 17-05- | 15-08- Loan .
URKHS/PROBA/PROBA POLAND | TFE PVT TESTO03 2017 2017 1.000,03 | PLN (after change
send)
Trade
PVT DOSTAWCA 17-05- | 15-08- Loan
URKHSIPROBAIPROBA | LA\ o | DR Lo TEsToo4 | 1120|1205 100004 | PLN (ater change
" — . send)
m Icon signifying an error in the Trade
- . - Loan
B JURMSew han
x JURRS imported invoice/order (after Chance
. p send)
The total number of submitted invoices 4 The total amount of submitted invoices  4.000,10 PLN
citi Privacy Statement | Terms of Use | User manual
Citi com Copyright © 2016 Bank Handlowy w \Warszawie S.A.

If you want:

e to send applications relating to confirmed invoices/orders, the “Requested Execution
Date” will be set in the system, by default, as the current date. You can change the
Requested Execution Date, editing each invoice/order in the file import step 2, and using the
“Change” hyper-link;

e to enter confirmed invoices or orders and send them from the Trade Loan / Send tab,
select the Application Execution Date in a dedicated field (where it is possible to indicate it
for a group of invoices/orders). The sending of invoices/orders from the Trade Loan / Send
tab has been described in the “Sending” chapter below.

Notwithstanding the above, in the event that the agreement concluded with the Bank stipulates an
Application Execution Date set in advance (e.g. Due Date, always), the system will make the
transactions pursuant to the terms and conditions of the Trade Loans Framework Agreement. The
date in the “Requested Execution Date” field means the day the Borrower expects the Bank to accept
the Application. It is not Execution Date within the meaning of the Trade Loans Framework
Agreement.

What the system does once the “Send approved invoices” option has been selected

The system begins to process the import and sending of the Application/Applications to the Bank. The
process is asynchronous, i.e. it is taking place in the background, making it possible to use other
functions of the system, while the result/response of its activity is not shown immediately.

At the same time, you may perform other operations in the Citi Trade Portal.

You will information regarding the status of the Application/Applications, imported and sent to the
Bank, in the current status preview screen (“Trade Loan / Preview”) in line with the displayed
message:




mport and sending of invoices has begun. Status of invoices can be checked in the Global Invoice List screen.

In addition, in the “Background tasks” info panel at the bottom of the screen, you will see the
processing status of the imported file.

I Invoice submission from a file - step 2/2

Import and sending of invoices has begun. Status of invoices can be checked in the Global Invoice List screen

Filename Trade Loan.txt
Total number of invoices 5 Total number of approved invcices 4 Total number of invoices being not loaded 1 Total number of records with detected

ermors 1

[] Show only records with detected errors

Itis possible to edit uploaded invoices by selecting appropriate option in the column "Action”

Invoice list from a file ~ Page E of 1 E Number of results 1 Numnber of results per page B Adjust
Invoice Invoice  Maturity Requested Installment ~ Amount  Installment
[] Contract Borrower  Contractor g e e Amount  Currency Type e number  curency Action
Trade
PVT DOSTAWCA 17-05- | 15-08- Loan
¥ | URKHS/PROBA/PROBA POLAND | TFE PNT TEST005 2017 2017 1.000,05 (after change
send)
Cﬁ.\l Privacy Statement | Terms of Use | User manual

Citi.com Copyright @ 2016 Bank Handlowy w Warszawie S.A.

The info panel presenting
data concerning ongoing
and completed system

5-05-2017 1146 Invoices/orders from file dispatch completed
tasks. P

7

The correct loading of the file depends on whether the file has been prepared in line with an
appropriate import mode. The Bank may give you ready-made templates, or you can set the mode
yourself. Detailed info on import modes and their creation is available in the platform (Settings / File
template tab), and in the User’'s Manual (Chapter 12) — File Templates.



6.Sending Applications.

Applications are sent through a dedicated form available in the Trade Loan / Send menu.

- Settings Logout

—

=N -

o —

Add new Selection of the “Send” form

-

Approve
| Globalinvoice/order list  pove invoices/orders
Impaort
| Listof contracts - Import a file

Trade Loan - List of contracts

Trmela | e A i osmim sl medloes

The invoice sending form is made up of four parts: the filter, the main table, functional elements, and

the summary.

I Sending invoices/orders

Filter
Invoice/Order |a|| v‘ Contract |a\| W | E:‘
Borrower [l v Ej Contractor [an v] Ej
Creator |a|| V‘ Ej Status |a\| vl
Invoice/Order no [ ] Request type [al v
Submission date from [0405-2017 | [ 1o | B
[ L Thisis where you can select your invoices/orders to be
financed with a loan being applied for
Invoice/Order list Pageh‘]:n-' perpay of selected rows: 2
[ ] Contract Contractor :1: EEE E(;éer (I;w;::ueforder y;i:ﬁty Amount  Currency :‘p; L ;ate ?j:ad &I:IEate gft%tiﬁd S L"::I:I‘::
Trade
RKHS/PROBA/PROBA E\éTLAND .?EES;C‘.':.VCA TESTO05 17-05-2017 ;gﬁ?— 1.000,05  PLN ::f?er: 18-05-2017 :»:nd
send)
Trade
RKHS/PROBA/PROBA g\éTLAND _I??ESWCA TESTO03 17-05-2017 ;g’lnfﬁi 1.000,03  PLN (L;f?enr 18-05-2017 Is:md
send)

Requested execution date

il Simuiate costs |
Modiy [ Jamount []%loan  [SCCll [L (S—

Contract / Organization Available limit

without sent requests with sent requests
BDK/URKHK/000091292/0007/16 =7+ (17057 5740 84.919,14 PLN  -43.135.714.566,98 PLN
URKHS/MAP/14/2012 112750 484170 EUR 484170 EUR
URKHS/PROBAIPROBA ~00 400 TRE 20T 1,00 PLN 1.00 PLN

<

2

Number of items within the request  Sum of the request

2.000,08 PLN

Rem:
without sent requests

-1.999.08 P

>

The Summary section refers to the invoices/orders

you have selected by clicking the left column
(check box ticked)
¥




To send your Applications, you should:
e mark the check box in the main table by the invoice/order you have selected (the last column
on the left)
e choose the Requested Execution Date, i.e. the day on which the Borrower would like the
Bank to execute the Application
e press “Send”
You may mark for sending any item with the status: “To Send” or “Rejected”.

Once you have clicked the “Send” button, all the marked invoices will be validated.
If any irregularities are found, the sending process will fail, and you will receive an appropriate
message displayed in red, for instance:

Invoice/Order TESTO0S cannot be sent

Invoice/Order TESTO03 cannot be sent
Process aborted. No invoices/orders have been sent

In the case of a positive system verification, there will be a message in green, for instance:

Selected invoices/orders have been successfully sent

In addition, the system will display - in the info window - confirmation of your operation, showing the
Application status. What you can see on the screen below are the invoices/orders sent by a user
bound by the 1-one level Authorization Mode (please see the chapter titled “Authorization”).

I Sending invoices/orders

Selected invoices/orders have been successfully sent

& Filter
Invoice/Order [al v Contract [all v] k.l_j
Borrower |a\| v‘ UJ Contractor |aH v‘ Uj
Creator |a\| v‘ uJ Status |aH v‘
Invoice/Order no. [ ] Request type [al v
Submission date from [04-052017 ] [ tof | B
E E‘ List of sent invoices/orders
Number Status of authorization
TESTO02 to approve
Invoice/Order list  Page G [ 1]ef1 E TESTOO4 P
TEST001 to approve
I ission Send Execution Reque;led Install
D Contract Borrower Contractor execution  Status
date date date numbs¢
Trade
PVT DOSTAWCA 15-08- Loan 18-05- to
[[] URKHS/PROBA/PROBA POLAND | TFE PVT TEST002 % 17-05-2017 2017 1.000,02 | PLN (after 18-05-2017 2017 pEEE
send)
Trade
PVT DOSTAWCA 15-08- Loan 18-05- to
["] URKHS/PROBA/PROBA POLAND TFE PVT TESTOD4 17052017 5547 1.000,04 PLN (after 18-05-2017 2017 approve
send)
Trade
PVT DOSTAWCA 15-08- Loan 18-05- to
[] URKHS/PROBA/PROBA POLAND | TFE PVT TESTOO1 17-05-2017 2017 1.000,01 | PLN {after 18-05-2017 2017 cEEEE
send)
Requested execution date
18-05-2017 EH
Modify [ ]amount [ |% loan m|

From the level of this form, you may also edit your invoice, delete it or simulate the costs, by pressing
the appropriate buttons located under the invoice list. These buttons will be activated upon ticking the
check box by at least one invoice from the list.

Also, if you tick a check box by at least one of the invoices from the list, you will see - in the lower right
corner of the screen - the application amount, the number of invoices in the application, and the
available financing limit stemming from the Trade Loan Framework Agreement.




7.Authorization

Authorization may be carried out in the Trade Loan / Approve tab.

S ey ———

- — Logout Selection of the

Add new “Approve” form
Send —
Approve l:

Global invoiceforder list

Import
List of contracts ¥
V&)

The application authorization consists in marking the invoices/orders for authorization in the
appropriate check boxes and pressing the “Approve” button.

The application sent to the Bank via the Citi Trade Portal, duly authorized by the User, will be deemed
confirmed by the User, valid and commissioned to the Bank.

I Invoice%Order approval

&) Fitter
Invoice/Order ‘all v ‘ Contract | all v ‘ m
Borrower ‘all v ‘ G Contractor | all ~ ‘ m
Creator [al v m Submission date from [04-05-2017 | ﬁ to| | ﬁ
Inveice/Order no. [ | Maturity date from | | ﬁ to | ﬁ
=3 3
maceionTHIS is Where you should select your o perpege[0 ]  Number of selected rows: 2
applications for authorization S—
Total Request Submission ~o0ue=% |ncialiment Ar
Contract - e date = Amount Curency _ .= 4 User type dhe g;z:utlon e e o
I Trade
PVT DOSTAWCA 15-08- - Loan 18-05-
RKHS/PROBA/PROBA POLAND | TFE PVT TESTO005 17-05-2017 2017 1,00 | PLN 1,00 mlchall (after 18-05-2017 2017
send)
| Trade
RKHS/PROBA/PROBA ggll:AND -I[-)EES-FI;Q,?I-VCA TESTO003 17-05-2017 ;gﬁ.& 0,10 | PLN 0,10 | Michat ! t;f?; 18-05-2017 123;07&
w
send)

Pt o mecron (s cos [ amroe |

Available limit Number of items within the Sum of the Remain
without sent requests with sent requests request request without sent requests | |

Contract / Organization

BDK/URKHK/000091292/0007116 =~ ORT S 84.919,14 PLN -43.135.714.566,96 PLN
URKHS/MAP/M14/2012 112770 4.641,70 EUR 4.641,70 EUR
URKHS/IPROBA/PROBA =00 200 775 2L 1,00 PLN 1,00 PLN 1,10 PLN

\ Section with the Financing Limit and

the summary of applications marked

for authorization.
S —




The form is made up of four parts: the filter, the main table, functional elements, and the summary.
You can:

e return the invoice/order for corrections (the “Pass to modification” button);

e delete the invoice/order (the “Delete” button);

e make your authorization (the “Approve” button);

e simulate the costs (the “Simulate costs” button).

The authorization mode laid out in Section Il of the Configuration Form (CitiDirect / CitiDirect EB -
Activation/Configuration - Citi Trade Portal - Trade Finance) specifies the customer representation
type indicated in Section | of the Configuration Application, i.e.:

1) one-person representation - if you have marked the “By Sending” authorization or “1-one level”,
taking into account that:

The “By Sending” authorization means that you are authorized to contract liabilities as one person and
Create/Send Applications on your own;

The “1-one level” authorization means that you are authorized to make one-person representations on
behalf of the Customer (to authorize Applications) with the reservation that if a given User authorized
to Create/Send Applications has created the Application in the Network on their own, they cannot
authorize it;

2) two-person representation - if you have marked the “2-two levels” authorization.
The “2- two levels”
B o ot 5.4 CIGENIU authorization means that
= you are authorized to
make representations on

CitiDirect™/CitiDirect®EB - Activation/Configuration - Citi Trade Portal — Trade Finance * &= behalf of the Customer (to
authorize Applications)
along with another person

1. Account Holder's Data holding the same

Account Holder's Name 1 1 1
o it o authorizations, —with the
Address for reservation that if any User
r— =T authorized to Create/Send

Applications has created
ing / Up to the amount of | 1-one level / Limit 2—two levels [ Limit the Application in the
r B[ WL Network on their own, they
: L L cannot authorize it.

The Client's representation method has been specified in Section Il hereinabove. A detailed description of the terms of Lse and operation of the Netwark, slong with
diarification of the Authorization scheme, s referred to in Section Il hereinbelow, has been provided in the manual supplied by the Bank to the Client {the “User's Manual”). Therefore |t iS adVisable
The autharization scheme determines the method of the Client's representation and stands for:

2. Authorization scheme

1) one person representation —in case of selecting the “By sending” or “1— one level” Authorization option with consideration to the fact that: for the CUStomer to

Austhorization "By sening” means that the User is entitled to make ssstements on behalf of the Client [perform Autharization of the Forms) and is antitled to i i
Crestz / Send the Forms. Conﬁgure their

Authorization “1 — one level” means that the User is entitled to make statements on behaif of the Client (perform Authorization of the Forms] with the authoﬂzaﬂon 18] a Way
Following limitation: if a User wha is entitied to Create / Send the Forms has created a particular Form, this User will nat be able to perform the Autharization

sp fu this Form. making it necessary for at
two persons representation —in case of selecting the 2 - two levels™ Authorization option.
e : ” least two Users to act.

Authorization "2 — two level” means that the User is entitied to make statements on behalf of the Client (perform Authorization step of the Forms) in
cooperation with another User with same entitiements, with the following limitation: if a User who is entitled to Create / Send the Forms has created a
particular Form, this User will not be able to perform the Authorization step for this Form.

With regard to the sbave, it is for the Client to configure th ization in such a way that actions must be performed by at least two Users.

The Client hereby represents that it has read the User's Manual available on the Bank's website: wurw citidirect pl or wiw cifidirecteb pl in the Manuals section,
scoepted its content and that it shall ensure that the provisions set forth in the User's Manual have been presented to the Users. Ay changes to the User's Manual shall
be published by the Bank on the aforementioned website of the Bank, of which the Client shall be natified by the Bank posting = message in the Network or sending it
to the e-mail acdress speciied in Section | hereinabove.

3. User entitlements *

Full name

{
:

B
HE

irec) /Mobile [asticnal[ 7]

Remave
enttiements
Remne e
#rom the Systam
[
rap gt

*in case of creating new User anc choosing “Herswars
Token" please enter “New™

=

ojgjojo|o|o|om™
O|0|0|0|0|0|0
Q0|0 |C|0|0|0
O|0|0|0|0|0|0
OOig|io|igl0|0| cessisea
O(O(0|0|0|0]|0)] #mtsen
O(O(0|0|0|0]|0)] #mossen
O(O[O(O|0O|0O]|0)| s
o(ojojo|o|o|o




8.Trade Loan — invoices/orders status preview.

The Trade Loan / Global invoice/order list form is the basic system form from the level of which you
can preview the current situation with regard to the invoices, orders, applications, and granted loans
(and their current statuses).

w

Add new
Send
Approve

Global invoiceforder list

Import

List of contracis

Settings

- Import a file

Use the upper part of the screen (grey background) to specify your search/filtering criteria

I Overview

&) Filter
Invoice/Order
Borrower

Invoice/Order no

=0

ove Invoicesforders

ogo

Trade Loan - List of contracts

E

E

v] 63

Submission date from[04-052017 | 5] to] |
Loan maturity date from [ | @ to |
Maturity date from [ | @ to |
Invoice/Order list Page E of 3 Number of results 43
Invoice
[ ] Contract no. Qrder no. Borrawer
[[] URKHS/PROBA/PROBA TESTO02 PVT POLAND
["] URKHS/PROBA/PROBA TESTO04 PVT POLAND
["] URKHS/PROBA/PROBA TESTOOM PVT POLAND
[[] URKHS/PROBA/PROBA TESTO05 PVT POLAND

i
i
i

Selection of the Trade Loan
/ Global invoice/order list

form

Contract [all
Contractor [all
Request type ‘ all
Payment status ‘ all
Status ‘ all
Prolongation ‘ all

Number of results per page

Contractor

DOSTAWCA
TFE PVT

DOSTAWCA

DOSTAWCA
TFE PVT

DOSTAWCA

Invoice/Order  Maturity L=

date date

17052017 | 1508
1752017 | 150E
1752017 | 1205
ros2017 | 150E

maturity  Amount
date

1.000,02

1.000,04

1.000,01

1,00

c To
UTENCY advanced due

PLN

tal

1.000,02

1.000,04

1.000,01

1,00

Request
type

Trade
Loan

(after
send)

Trade
Loan

(after
send)
Trade
Loan

(after
send)
Trade
Loan

(after
send)

Paym

status

not pz

not pe

not pe

not pz




The current status screen will present information on the current status of the invoices. Possible
statuses:

e to approve- the invoice/order applications are expected to be authorized,;

e to modify - the invoice/order applications have been rejected during the authorization
process, and are expected to be modified;

e to sent - the invoices/orders have been entered in the system and await the Borrower’s
decision on sending the application to the Bank;

e sent - the invoice/order applications have been sent to the Bank for execution, before their
acceptance by the Bank’s transaction system;

e pending execution - the invoice/order applications have been sent to the Bank and are
being processed by its transaction system;

e executed - the invoice/order applications for which the application has been executed, and a
loan agreement concluded;

e deleted - the invoice/order applications have been sent to the Bank and rejected during the
execution process. It is possible to resend them;

e adjusted — the invoice/order applications subject to corrections by the Borrower;



8.1. “Early repayment” function

It is possible to apply for an early repayment in the Trade Loan / Global invoice/order list form:

hd SEting ogot Selection of the Trade Loan
Add new 40Grl!:bal invoice/order list
Send =
Approve
Global invoiceforder list  pfove invoices/orders
Import
List of contracts - Import a file

Trade Loan - List of contracts

Utilizing the form, you should:

¢ find the invoice or order that needs to be repaid before its due date. Specify your searchffilter
criteria at the top of the screen (grey background), and click “Search”;

! Overview
& Filter
Invoice/Order [a V] Confract [a >
Borrower [a v Contractor [al V]
Invoice/Order no. [test0D2 ] Request type [al v
Submission date from [02-052017 | 5] 1o | B4 Payment status [al V]
Loan maturity date from | 1B o | B Status [a V|
Maturity date from [ ] @ o | ﬁ Prolongation [al v

i

Invoice/Order list Page E of1 E Number of results 2 Number of results per page Number of selected rows: 1
Select the row with an appropriate

Total Amount Request Payment Submissio
[] Contract Amount  Curmency advanced due Status
q 0 0 type status date
invoice or order (tick the check box),
2 Trade
nd click “Early R ment”
URKHA and clic arly Repayment 1.000,02 | PLN 1.000,02 Loan |t paid  deleted | 18-05-201
— (after
send)
Trade
PVT DOSTAWCA 15-08- Loan §
D URKHS/PROBA/PROBA POLAND TFE PVT 17-05-2017 2017 1.000,02 | PLN (after not paid  deleted | 18-05-201
send)
< >

e then, select the invoice/order to be repaid early, ticking the check box in the last column on
the left in the chosen row with the invoice/order, and click “Early repayment” (see screen
above);

e once the “Early repayment” button has been clicked, there will be a window with a date field.
Use this field to provide the early repayment requested date. By default, the system will
suggest the current date in this field (screen below).



I Overview

Filter
Invoice/Order [an v Contract [an v] m
Bomower [an v ﬁ Confractor [an | ﬁ
Invoice/Order no. emgas ] Request type [an |
Submission date from [12-05-2017 b Lo abats all |
Request for earlier rep t 4
Loan maturity date fom[ | all v
Maturity dats from[ ]| Deteofcarier 19052017 B [ v

] —

=1 3

Invoice/Order list Page of 1 Mumber of results 1 Mumber of results per page Mumber of selected rows: 1

_ A - Loan —
Invoice Order Invoice/Order  Maturity " Total Amount Reguest Payment Submission
|:| Confract no Borrower Contractor date date Enhr Amount  Currency hvanced due type 1at Status date |
Trade
PVT DOSTAWCA 15-08- Loan . |to
] | URKHS/PROBA/PROBA | EM333 POLAND | TFE BT 17052017 | o7 1.438,01 | PLN (afier not paid | | 17-05-2M7
send)
==
T
< >
ciﬁ Privacy Statement | Terms of Use | User manual
Citi.com Copyright & 2016 Bank Handlowy w Warszawie 5.4

o Once the date has been provided, confirm your operation with the “Send” button and have
your application sent to the Bank, or press “Cancel” to abort the operation.

Once you have clicked the “Send” button, all the marked invoices/orders will be validated.

If any irregularities are found, the sending process will fail, and you will receive an appropriate
message displayed in red, for instance:

Earlier repayment cannct be requested for the invoicelorder TESTOO2
Operation aboried. No request for earlier repayment has been sent.

In the case of a positive system verification, there will be a message in green, for instance:

The request for earlier repayment of selected invoices has been successfully sent.



8.2.
Preview)

Additional “Preview” screen functions (Trade Loan /

You can adjust what is displayed in your screen, hiding/unhiding columns.

If you press “Adjust”, you will see a selection panel of columns on the current status screen.
Complete each modification with the “Save” button at the bottom of the panel. Otherwise, your

changes will not be saved.

The configuration is saved individually for each user.

Letter of credit

Homepage Guarantee
IROverview
Filter Showhide columns
3
Invoice/Order [an Contract
e [ Invoice no.
= ' [an Order no.

Invoice/Order no. [

Borrower

If you press “ Adjust”,
you will see a selection
panel of columns on the
current status screen.

all

all

all

Submission date from (12052017 ] [ to] | f vl Contractor
Invoice/Order date
Loan maturity date from | | @ to [ | l !
Maturity date
Ly aaE from| | @ to| | I [] Loan maturity date
Amount
[ Total advanced
1 Amount due
‘esults per page Reguest type
= [w] Payment status
. Total Amount Request Payment Subr
I;.rlly Amount  Currency ed | due e tatus Status o0 [+ Status
/] Submission date
Trad:
rade
Loan o Send date
1.000,00 | PLN 1.000,00 not paid 18-08
' (am‘ajr] . iz [ Execution date
sen
Trade Reguested exscution date
1.489.01 | PLN 1.499,01 LoaN | ot paid | 17.0§ | [¥] Instalment number
(after approve
e [«] Amount number
T Installment currency
Loan i o Prolongation
1.485.01 PLN 1.498,01 (after not paid approve 17-08 g
send) |=_f_| Early repayment
Trade
Loan | fo E
1.467,01 | PLN 1.487,01 (after not paid approve 17-{!1
send)
Trade
Loan S| 19-05-
1.488.01 PLN 1.488,01 (afier not paid S 17-05-2017 2017
send)

How to sort data in the columns

sll e ——
S
| & Adjust I
number m = s R
no no show
no no show
no no show
no no show
no no show

Any data list in the Citi Trade Portal may be sorted in the descending or ascending order. All you need
to do is double click the selected column header. The triangle symbol you will see in the header

means that the sorting has been set.




Saving data into PDF or CSV files.

Once the data has been displayed and at least one list item selected (by marking the check box in the
left column), at the bottom of the screen, you will be able to export selected data into PDF or CSV
files.

In particular, the CSV format is quite useful, because it is universal and may be used in different
spreadsheets, which makes it possible to further analyze exported data.

I Overview
Filter
Invoice/Order [al ™ Contract [ ol |
Bormrower |aII V| u_:i Contractor |aII V| u_j
Invoice/Order no. [Em1000 ] Request type [an |
Submission date from [12-052017 | f o] 1 B8 Payment status [an v
Loan maturity date  from | EH tof | B Status [al v
Maturity date from [ [EH o] | EH Prolongation [al v
Invoice/Order list ~ Page of 1 Number of results 1 Number of resuits per page Number of selected rows: 1 B Adjust
. _ . R Requested
Invoice Invoice/Order  Maturity Total Request Payment Submission - .
[] confract . Borrower Contractor date o Amount  Cumency ..o o4 type i Status o muhﬂn Details
Trade
PuT DOSTAWCA 15.08- Loan o |te )
URKHSIPROBAPROBA | EM1000 | Rl anp | e pr - | 17052017 | 3o0% | 1.499,01 | PLN 149901 (S0 notpaid | oo o |17-05-2017 | 18-05-2017 | show
=zend)
" Early repayment | Exportas: PDF CSV

Selection of list items and data
export format

S——

otal amount of selected invoices  1.499,01 PLN




O.List

of alerts

The form enables you to view all the alerts generated for them by the system.

| List of alerts

Filter
Date
Status

Topic

Global invoice list
Payments
Portfolio 3

from [ |E to]

[new

[an

———

Listofalerts  Psge (L] [ 1]ofS

Date

18-05-2017 17:00
18-05-2017 13:37
18-05-2017 1319
18-05-2017 13:13
18-05-2017 11:46
18-05-2017 11:43
18-05-2017 11:42
18-05-2017 11:38
18-05-2017 11:13
18-05-2017 11:10
17-05-2017 17:00
17-05-2017 15:53
15-05-2017 11:59
15-05-2017 11:58
14-05-2017 17:00
12-05-2017 08:27
12-05-2017 08:27
12-05-2017 08:27
12-05-2017 08:27
11-05-2017 13:44

dooddoodoooooogoogoooong

Delete \

Type

Reminder about invoice payment date
Invoices/Orders to approve

Result of importing Inveices/Orders from a file
Invoices/Orders to approve

Result of sending Invoices/Orders from a file
Result of sending Invoices/Orders from a file
Result of sending Invoices/Orders from a file
Result of importing Invoices/Orders from a file
Result of importing Inveices/Orders from a file
Result of importing Inveices/Orders from a file
COverdue invoices

Result of sending invoices

The application was accepted

The application has been returned for comections
Reminder about invoice payment date

The transaction has been opened

The application was accepted

The application has been reviewed

The application has been returned for comections

The application was accepted

Number of results 83

Mumber of results per page

Factor's invoices »
| gwmrs—?\ Selection of the

“Alerts” form

You may delete the alerts, pressing “Delete”.
The “Delete” button will be activated upon
ticking the check box by at least one notice.

B Adjust
Status Details
new | details
new | details
new | details
new | details
new | details
new | details
new | details
new | details
new | details
new | details
new | details
new | details
new | details
new | details
new | details
new | details
new | details
new | details
new | details
new | details

Once you have opened the details of an alert with the “Unread” status, the status will change

into “Read”.




10.Agreements

The list of trade finance products framework agreements concluded with the Bank and serviced by the

Citi Trade Portal is available in Trade Loan / List of Agreements tab.

I List of contracts

Filter
Bomrower |aII V| i:l_ii
Contractor |aII V| i:l_ii
List of contracts Page G of 1 E Mumber of results 3 Mumber of results per page
[] Contract no. Borrower Contract type Currency
D URKHS/MAP 4/ hA Kredyt handlowy Sprzedajacy EUR
[] | BDKIURKHK/D00D91292 BT IMPORT Kredyt handlowy Kupujacy PLN
[]| URKHS/PROBA/PROBA POLAND TF Kredyt handlowy Sprzedajacy PLN

Upon pressing the hyper-link:

Add new

Send

Approve

Global invoice/order list

Import
List of contracts

Limit Threshold
220.000,00

3.000.000,00

1,00

e “details”, you will see detailed information on each agreement

Credit interests

Selection of the
“List of
contracts” form

\EfAdjust

Action
modify

Details

details

details

modify
modify

details

e “modify” in the “Actions” column, you can change the limit threshold amount of which you
may be notified with a notice. The configuration takes place in the Settings / Notices tab (the

“Limit Exceeded” notice).

e “Credit Interest”, you will see contractual interest resulting from the Borrower’s Loan in the
Crediting Period in line with the definition in the Trade Loan Framework Agreement.



11.Contractual (credit) interests

The info on the amount of interest arising from the loan is available in the Citi Trade Portal, in the “List
of Agreements” form upon clicking the “Credit Interest” hyper-link — “Details” column.
The interest will be charged and presented in line with the Trade Loan Framework Agreement.

I List of contracts

Filter
Bomrower |aII V| h:l_ii
Contractor |aII V| h:l_ii

I —

List of contracts
[] Contract no.

D URKHS/MAP14i
[] | BDK/URKHK/OD0091292
[] | URKHS/PROBAPROBA

I List of contracts

Borrower
MA

BT IMPORT

POLAND TF

Mumber of results 3

Contract type

MNumber of results per page

Kredyt handiowy Sprzedajacy

Kredyt handlowy Kupujacy

Kredyt handlowy Sprzedajacy

2] 4 |

Filter
Bomower | all
Contractor [an

V]

=3 3

Currency

EUR
PLN
PLN

Add naw

Send

Approve

Global invoiceiorder list

Selection of the
“List of
contracts” form

Import
s

List of contracts .

The Credit interests
charged is displayed

B Adjust

Limit ils Action

220.000,00 details modify
details "

3.000.000,00 Credit interests modify

1,00 details modify

If you click the “Credit interests”
hyper-link, there will be a window
notifying you of the credit interest

charged.
\
List of contracts Page I:| of 1 Mumber of results 3 Mumber of results per page
|:| Contract no. Borrower Contract type Currency Limit
[]| URKHSMAPI14/ MA Kredyt handlowy Sprzedajacy EUR 220.000,00
. details -
[] BDK/URKHK/ODDDS1282 BT IMPORT Kredyt handlowy Kupujacy PLN 3.000.000,00 Credi interests | M2diY
URKHS/PROBA/PROBA detail: i
] | Credit interests Gotoile Q2
Due date Amount Currency Paid
4 1410206 12,26 | EUR yes
14-11-2016 583,79 | EUR yes
of 14-02-2017 691,27 | EUR yes —— - - :
] men Erms Q0= SET JUanual
Citi.com 14122018 CSECE yes 16 Bank Hap”’ w Warszzwie S5.A.
) 16-01-2017 715,78 | EUR yes




12.File template

In the Settings / File templates tab, there are file import modes defined by the Bank.
In this form, you may create a new template (if you click the “New template” button). The Citi Trade

Portal lets you create your own file template configuration with the reservation that it should be a flat
text file.

Fils templates

I Configuration of file templates

Motifications

Shoricuts

. Global setings
Filter Selection of the
Template type ED ] “File templates” tab
Template kind [an v
N —
List of file templates
Name Template type Action
Faktoring Odwrécony Invoice show
Faktoring Standard Invoice show
Kredyt Handlowy - Faktury Invoice of Trade Loan show
Kredyt Handlowy - Zamédwienie Order of Trade Loan show Select |t to Create a
[ New tempiate | new import template

The “New Import Template Creation” screen is made up of three parts:

Structure Parameters - this is where you are supposed to define technical parameters of
the file (such as column separators and date formats).

File Columns - here, you set the order of columns, and you can set permanent column
values.

Import Template Test - this is where you can test the file you created and check whether it
is consistent with the newly defined import mode/template.




Naming of one’s own Setting column
import template and parameters in the
parameter setting file
N—

I New file template

Columns in a file

Template type | Invoice / e |
7
Template name [NEW TEMPLATE ] No. Column Length Constant value
[lanore st rows k| 1 w  Seller Tax ID 20
W]| 2 aw | Contract 30
[J1gnore last rows
W]| 3 aw BuyerTaxID 20
File structure [with sep M | 4 aw | invoceno =
Separator [1semicolon] ; v M| 5 aw invoice date 10
Quote char [Inone] M W & aw Dusdate 10
7 A 4 15
Decimal separator [[commal M M . | Amaun
W] & .aw Curency 3
Th d dot] . hd
[igot | V]| @ aw | Installment no. 30
Date separator [1dash] - V] W] 10 aw Installment amount 15
Date format |dd mm yyyy e | E| 11 & w | Acfion after rejection 1
File encoding [UTFa V] W] 12 aw Requestiype 1
]| 13 .a w | Financing date 10
E E W] 14 .aw  Installment currency 3
W 15 a Installment rate 15
Test of a file template
Seller Buyer Invoice  Invoice Due A Installment Installment Action after eq F i
Tax D BRI Tax ID no date date ot ¥ amount rejection type date currency rate

Mo records found

el e R — Possibility to test the
created import template
S

Cm Privacy Statement | Terms of Use | User manual
Copyright & 2016 Bank Handlowy w Warszawie 5.4

Citi.com

I Configuration of file templates

Filter

Template type [all W |

Template kind [all W |

IS —

List of file templates Import template created
by the user
Mame Action

-
Faktoring Odwracony Invoice show
[ MEW TEMPLATE | Invoice show

Hew template

The import template configuration is saved for the Customer, which means that the template will be
available to all the Company users.



Description of import templates existing in the system.

“Trade Loan - Invoices” import format

It is a simple template in which the import file should be prepared as a text file coded in accordance
with UTF-8.

Such an import temaplate, in line with its name, may be used only for invoice data import as
regards the Trade Loan Agreements.

In the import file, there will be transaction rows, each containing necessary information about one
invoice.

Row structure:
Contract; Borrower Tax ID; Contractor Tax ID; Invoice no.; Invoice date; Maturity date; Amount;
Currency; Requested execution date

I Preview of file template

Columns in a file

Template type Invoice of Trade Loan e
Template name Kredyt Handlowy - Faktury No.  Caolumn Length Constant value
| lgnore first o rows bl 1 COonbzEt 30
W 2 Bomower Tax ID 50
| lgnore last 1] rows
M 3 Contractor Tax ID 50
File structure with separator e v 4 | Invoice no 50
Separator [semicolon] ; -1 Invoice date 10
Quote char [none] v & 6 | Maturity date 10
7 Amount 18
Decimal separator [comma] , e i oun
W) &8 Currency 3
Th d: tor e
pusancs separs g W|| 10 | Requested execution date 10
Date separator [dash] - e
Date format yyyy mm dd e
File enceding UTF-3 v

—

Example:

Plik Edycja Format Widok Pomoc

q 3

URKHS/BTH/07,/2013; 6793106652; 5220100924; Invoice0l; 2016-04-01; 2016-06-30;1,01; PLN; 2016-04-29
URKHS/BTH/07/2013; 67931066523 5220100924 Invoice02; 2016-04-01; 2016-06-30;1,01; PLN; 2016-04-29
URKHS/BTH/07/2013; 6793106652; 5220100924; Invoice03; 2016-04-01; 2016-06-30;1,01; PLN; 2016-04-29

-

One transaction row looks as follows:

URKHS/BTH/07/2013;6793106652;5220100924;Invoice01;2016-04-01;2016-06- 30;1,01;PLN;2016-04-29



“Trade Loan - Order” import format

It is a simple mode in which the import file should be prepared as a text file coded in accordance with
UTF-8.

Such an import mode, in line with its name, may be used only for order data import as regards the
Trade Loan Agreements.

In the import file, there will be transaction rows, each containing necessary information about one

order.

Row structure:

Contract; Borrower Tax ID; Contractor Tax ID; Order no.; Amount; Currency; Requested execution

date

I Preview of file template

Template type
Template name
| Ignore first

| Ignore last
File structure
Separator

Quote char
Decimal separator
Thouszands separator
Date separator
Date format

File encoding

—

Example:

Plik Edycja

Format Widok Pomoc

Order of Trade Loan

Kredyt Handlowy - Zamdwienie

with separator
[semicolon] ;
[none]
[comma] ,
[none]

[dash] -

yyyy mm dd

UTF-8

<| (€] [€] |€] [€] [€

Columns in a file

LR AN AN AN INE NS

- m o B L R =T

Column

Contract
Bomower Tax ID
Contractor Tax ID
Order no

Amount

Currency

Requested execution date

a“asssgg

Constant valus

URKHS/BTH/07 /2013; 6000000000; 5000000000; order01; 2016-04-01; 2016-06-30;1,01; PLN; 2016-04-29
URKHS,/BTH,/07 /2013; 6000000000; 5000000000; order02; 2016-04-01; 2016-06-30;1,01; PLN; 2016-04-29
URKHS/BTH/07 /2013; 6000000000; 5000000000; order03; 2016-04-01; 2016-06-30;1,01; PLN; 2016-04-29

]

One transaction row looks as follows:

URKHS/BTH/07/2013;6000000000;5000000000;0rder01;2016-01-04;2016-06- 30;1,01;PLN;2016-04-29

-



13.Reports

i - Conh s
Select “Reports” from the main
Repens tem menu
Generate reports e
Download generated reports ——

Trade Loan reports have been divided as per the way they have been generated (synchronously and
asynchronously). Access to them has been divided into two forms:

1. The Reports form - contains synchronously generated reports, i.e. the reports will be
displayed or loadable right after you have provided the generation criteria and pressed the
function buttons (Show, Download CSV, Download PDF):

2. The Reports/Generate reports form - contains reports which are to be generated
asynchronously. The process is asynchronous, i.e. it is taking place in the background,
making it possible to use other functions of the system, while the result/response of its activity
is not shown immediately.

I Generate reports

Once the report finishes generating, it will be available from the "Download generated reports” ab.

Report [Detailed report for grani=d and repaid loans. V]

Bormower [an > @3
Contract [an ol |
Contractor [an o2l 4+ |

Type [setect v

Dateofexecufion ofthe .
@ [13.042017 :2:: (@) days ago

application from

Dateofexecufion ofthe .
®[so52017 O days ago

application to

Selected Available

[Contract no.

Contract type ~
Bomower

Bomower Tax 1D

(Gontractor

Contractor Tax ID

Invoice no -
Invoice amount
Order number
(Order amount
Loan currency
Loan amount
Loan fee

Cate of invoice >
Maturity date

Date of receipt of the application by th
Status of Application given by the Ban
Date when Appication was marksd by
Loan maturity date v
Loan period

—

citi Privacy Statement | Terms of ECLG I LRRENES

Citi.com Copyright @ 2016 Bank Handlowy . -~ -~ 1= 0o The report is available from the "Download generated reports” tab  compieies %




In order to generate an asynchronous report, select a report, specify your generation criteria, and
press “Generate CSV”. The system will respond with a message, for instance:

Once the report finishes generating, it will be available from the "Download generated reports” tab.

At the same time, in the “Background tasks” panel in the lower right corner of the system window, you
will see the report generation progress.

Background tasks

2-05-2017 12:02 The report is available from the "Download generated reports" tab  compieted

At the same time, you may perform other operations in the Citi Trade Portal.

Once the report has been generated (message in the “Tasks in the Background” panel: Your report is
available in the “Reports to Load” form), go to the indicated form to load the report into your own
computer.

The Reports/Download generated reports form is a place with generated asynchronous reports,
ready for download.

I Download generated reports

Reports Page of 1 Mumber of results 4 MNumber of results per page B adjust
[] pate Report Format Status Action
|:| 19-05-2017 12:09 | Detailed report for granted and repaid loans. c3v completed Download
D 19-05-2017 13:09 | Detailed report for granted and repaid loans. C3sv completed Download
|:| 16-05-2017 16:04 | Count rfies’ csv completed Download

|:| 16-05-2017 16:02 | Detailed report for granted and repaid loans. c3v completed Download



Report specifications for Trade Loans:

13.1. Contractors’ payment references

A report showing information on repayments made by the counterparties.
The report is generated asynchronously.

Available report columns:

Column name Description

Contract no. Number of the Trade Loan Framework Agreement signed with the
Bank

Borrower Borrower’s short name

Borrower’s Tax ID Borrower’s Tax ID

Contractor Payer's name

Repayment amount Repayment amount

Currency Repayment currency

Repayment date Repayment date

Payment title Repayment title (in line with the Payer’s description)

13.2. Borrower’s financial limit report

A report showing information on agreement limits.

Available report columns

Column name Description

Contract no. Number of the Trade Loan Framework
Agreement signed with the Bank

Borrower Borrower’s short name

Borrower’s Tax ID Borrower’s Tax ID

Currency Agreement limit currency

Limit granted Financing limit value assigned to a given
agreement

Limit available Finance limit value assigned to a given
agreement

13.3. Loans status report

The report shows repayments of invoices accepted for processing by the Bank. Each repayment is
visible in a separate record.

Default sorting of the report data: per the buyer’'s name, invoice number and date of repayment from

collection of partial repayments. If no repayments were made for a given invoice, the columns
containing partial repayment data will remain blank.

Available report columns:



Column name

Description

Contract no.

Borrower’s short name

Borrower Tax ID

Borrower Tax ID

Agreement No.

Number of the Trade Loan Framework Agreement
signed with the Bank

Order number

Order number

Order amount

Order amount

Invoice No. Invoice number
Invoice amount Invoice amount
Contractor Contractor short name (name of the buyer as

regards a given invoice)

Contractor Tax ID

Contractor Tax ID

Loan amount

Paid loan amount

Currency

Loan currency

Loan fee

Net total of commissions for the financing of a
given invoice.

Loan disbursement date

Application execution date

Maturity date

Payment date set in the invoice

Loan maturity date

Payment date specified in the Trade Loan
Framework Agreement signed with the Bank

Last repayment date

Date of the last payment for a given invoice/order

Amount Paid

Amount of all payments made for a given invoice
(inclusive of a given repayment)

Amount due

Difference between the loan amount and the
received payment date

Loan status

If the value in the “Outstanding Amount” column is
0, the value shown will be “repaid”. Otherwise, it
will be “withdrawn”.

Debit on Borrowers Account.

Info on whether the funds have been withdrawn
from the Borrower’s account or other accounts of
the Borrower, administered by the Bank, in order
to settle granted loans (YES/NO)




13.4.

Detailed report on granted and repaid loans.

The report presents a comparison of invoices and orders within the granted loan. The information
returned by the report illustrates the current status of each granted loan, inclusive of repayments.

Each repayment visible in a separate record.
The report is generated asynchronously.

Available report columns:

Column name

Description

Contract No.

Number of the Trade Loan Framework Agreement
signed with the Bank

Contract type Specification of the Trade Loan Agreement type
Borrower Borrower’s short name

Borrower Tax ID Borrower Tax ID

Contractor Contractor short name (name of the buyer as

regards a given invoice)

Contractor Tax ID

Contractor Tax ID

Invoice No.

Invoice number

Invoice amount

Invoice amount

Order number

Order number

Order amount

Order amount

Loan currency

Loan currency

Loan amount

Paid loan value

Loan fee

Loan fee

Date of invoice

Date of invoice

Maturity date

Payment date set in the invoice

Date of receipt of the application by the Bank

Date on which the Bank received the application

Status of Application given by the Bank

Application status assigned by the Bank

Date when Application was marked by the Bank
as completed

Date on which the Bank accepted the Application
and marked it with the “Executed” status

Loan maturity date

Payment date specified in the Trade Loan
Framework Agreement signed with the Bank

Loan period The period between the date on which the Bank
accepted the Application and marked it with the
“Executed” status, and the Due Date.

Loan % Crediting percentage expressed as a relation of

the loan paid amount to the invoice/order value.

Amount of repayment

Value of received repayment

Date of repayment

Date of a given payment for a given invoice/order

Amount due

Difference between the loan amount and the
received payment date

Debit on Borrowers Account

Info on whether the funds have been withdrawn
from the Borrower’s account or other accounts of
the Borrower, administered by the Bank, in order
to settle granted loans (YES/NO)

Amount paid

Marking of the Application as regards its
repayment Possible values: repaid/not paid

Application paid/ not paid

Amount of all payments made for a given invoice
(inclusive of a given repayment)
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