Requestor User Manual

Getting Started
Step 1: Sign Up

Go to www.confirmation.com and select the Sign up link located within the login area or click here to sign up.

°Conﬁrmation.com Productsv  UserTypev  LearnMore  Support signup  Location/Language

One platform for all
your audit confirmations

Save time, combat fraud and improve your client's experience

Get started

Auditors  Audit Clients AR/AP Departments Banks Law Firms

Step 2: Email Address

Enter your email address in the required fields and click next.

New User Registration

Email Address
@ Getting started is easy! Enter your email address:*
[ |

Please re-enter your email address: "

1 Enter Email Address l |

" - denotes required field



http://www.confirmation.com/
https://www.confirmation.com/NewRegistration.aspx

Step 3: Firm Profile

Select the firm office from the dropdown box. The Firm Profile fields will auto populate with the office details when
the office is selected. To add a new office select “—Add New Office—".

New User Registration

Firm Profile User Profile
Please enter the appropriate firm information below Please enter your information below
Geﬂing started is easy! Firm Name * Ciear Form  Job Title
[No Name Audit Firm | [~ selectajobtite - =]
1 Enter Email Address _O‘I‘ﬁoe Name First Hame Last Name
| Johannesburg, Seuth Africa E! | |
ress 1 Email*
. | 100 Dunkeld Street I | John@nonameauditors.co.za |
2 Create Profile
Address 2 Contact Phone * Phone Ext Cell Phone
Country™ State CPA License # License State
[ south Africa [ ][ selectastte =]
City™* State/Prov. Postal Code” AICPA 2 State Society #
[fohannesburs | [ Gauteng | [ 2000 ] | I |
Phone * Ext Fax R d User ID*
[s2r11500000 || I[ | | | D Requirements

* - denotes required field

Step 4: User Profile

When a new audit staff member registers with Confirmation.com, the user who is signing up is required to
enter his/her appropriate information under the User Profile section. This new user will be registered under
the firm profile. (Please note that the User ID is the username that is required when logging into
Confirmation.com. The User ID must be at least 6 characters and no more than 15 characters long and
may contain numbers and letters. Once a UserlD is set, it cannot be changed.)

New User Registration close
Firm Profile User Profile
Flease enter the appropriate firm information below Please enter your information below
ing started is easyl Firm Name * Ciear Form | Job Title
No Name Audit Firm I} | senior [+]
1 Enter Email Address Office Name " First Name * Last Name "
| Johannesburg, South Africa E llﬂhn Jl_s«;im J
Address 1° Email *
: [ 200 Dunkeld Street | [2ehn@nonsmesudicons.coza ]
2 Create Profile
Address 2 Contact Phone* Phone Ext Cell Phone
[ Il [+2712500000 || Il |
Country ™ State CPA License # _I_Il:ense State )
| South Africa ZI Select a state E
City* State/Prov. Postal Code * AICPA 2 State Society #
o o | |

Phone * Ext Fax Requested User ID*
[r2r1ismoon || Il [] Lismien | 0 Requirements

* . denotes required field




Step 5: Add Billing Information

Please note: The individual requestor is going to be required to input credit card details when initiating
a confirmation request. When initiating a confirmation request the system will prompt the user for credit
card details. (Refer to Step 4 of “Initiate a Request” below)

Mew User Registration

Add Billing Information
Getting started is easy!
@ Billing Information is not required for your Firm/Office. Select Next to continue.

1 Enter Email Address

2 Create Profile

3 Add Billing Info

" - denctes requined field

Cooo e

Step 6: Finish

Once a user clicks Finish, an email from systems.administrator@confirmation.com will be sent to
the user to set up a password. (Please note this email sometimes lands up in the Spam
/ Junk email box).

User Registration

Accept User Agreement
@ Getting started is easy! View and Accept the User Agreement below (or print User Acreement | view Privacy Policy | view Fees)
1 Enter Email Address -@ [
o Confirmation.

2 Create Profile

User Agreement

THE FOLLOWING DESCRIBES THE TERMS ON WHICH CAPITAL
CONFIRMATION INC. OFFERS YOU ACCESS TO OUR SERVICES.

3 Add Billing Info

Welcome to the User Ag for Capital Ce on Inc. This describes
the terms and conditions applicable to your use of our services available under the
domain and mb-d:n-ms nl'Mp_m&mm,;g_(m:hdmg

W COM, WWw. com and www cashy

mddwmﬂpw@hﬁ:hwhmnlwmdmllmdnmwmh

‘bound by the terms and conditions of this Agreement, do not wsc of acoess our services.
You evidence your accey of the terms and condi of this Agr by checking
the box for the “Yes, | have read and accept the User Agreement.” statement and clicking
the “Create New Account™ button on Capital Confirmation”s website and through your
use of the Confirmation com service (aka “Confrm™™ service).

4 Accept User Agreement

If vou have any questions, please email us at ) ion.com,

11 have viewed and accept this agreement®



mailto:systems.administrator@confirmation.com

Pre-Initiation Checklist

Information required before initiating a request

Step 1: New Client Profile

Obtain details of client: Client name, Office address, Website address, Engagement
number/firm code

Obtain details of client Authorised Signatory/ies for the various accounts to be
requested: Name, Surname, Email address, Contact number

Step 2: Obtain Accounts / Assess Client Risk
D Obtain from client, list of all bank accounts/lending facilities/derivatives(incl. FECs)

Partner/Manager assess risk of client and determine which SAAPS 6 forms/accounts
need to be confirmed ie: Asset; Liability; Contingent Liabilities (includes Guarantees);
D Derivatives (includes FECs); Signatories; Securities (ie: instruments); Letter of Credit;
Cash Management; Bills. Refer to the confirmations webpage for bank instructions and
a guide on SAAPS 6 Forms for additional help.

(Note: Per SAAPS 6, you will need to send all the accounts you want confirmed, the
bank will confirm what the auditor has sent)

|:| Step 3: Client Authorisation

Inform client Authorised Signatory/ies to lookout for the authorisation email from
systems.administrator@confirmation.com.

I:I Step 4: Initiate Confirmation

Billing is done on a transactional basis ie: when requests are sent, therefore either a
company credit card should be set up (request this to be set up by Confirmations) or
the individual user will need to input credit card details.



mailto:systems.administrator@confirmation.com

Initiating Requests

Login

Go to www.confirmation.com, enter user id and password and click Login

LOCATION/LANGUAGE »

User Id*

Password*

o Confirmation.com

Login to your Confirmation.com account

Don't have an account?

Sign up

Initiating confirmations for a client is a 4 step process. 1) A Client Profile must be established, 2) Accounts
must be added, and 3) Authorisation must be received from the Client Signer. Once these steps are
complete, the Initiate function will become available for this client. Clicking the Initiate button will allow you
to select the desired accounts and input the desired As of Date. Once complete, review and accept the
associated charges and select Initiate. For more information, see the how to video’s under the guides

section of the Help tab.

Step 1: Add New Client

[l To setup anew client profile, click Add New Client link located in the dashboard’s Quick links area.

Your Confirmation. Dashboard

]S
B8 cLiENT LisT B STATUSES ¢ § B rerorts

Search By:
| Client Hame Iz‘” |M
Recently Viewed:

-+ Demo Client

=+ Dummy Client

=+ Demo company

WView Client List

= Request Authorization Code

= Reassign Client

= Recall Confirmation

= Manage Out-of-Network Responders

Confirmations: * Authorization Codes: + Completed Confirmations
© Pendng ‘ 19 | | Pendng | 0 + In-Network Responders
@ Competed | 1 Receved | 2 - Biling Summary

@ Neea Vo I ‘ 0 + Co.nﬂrmation Control Log
@ o ‘ - + Daily Statuses

# FuureDated | 0

*- represents activity for the Last 30 Days

QUICK LINKS q STATISTICS <\ UPDATES

| Confirmation Types |z|| | Last 3 Months |z|| 24/092012 | Confirmation.com Fall Release Notes. -
[ view ]

- Financial 21/09/2012 | Sign-up for Print Fulfilment ARIAP
GBS Webinar - Oclober 12, 2012... [ view |

- AR
(0.00%) 04/09r2012 | BNY Mellon requires certain foreign
AP accounts be submitted via
(0.00%) Confirmation.com... [ view ] -

more updates

(@ Help


http://www.confirmation.com/

71 Enter the Client's Company Information and Authorised Signer Information in the fields
provided.

(Please note the Authorised Signer Information relates to the clients authorised signatory that is
mandated to give the bank permission to release the company information to the auditor.
Confirmation.com makes use of an electronic authorisation process, which replaces the old paper
based physical client signature. Refer below to Step 3: Obtain Client Authorisation)

Step 1: Add a Client Profile close

Company Information

Company Name * Engagement Number Website

| Demo Client || 222 ||www.d&mn.cn.za

Authorized Signer Information

Signer Title Signer Email * Re-Type Signer Email *

| Director | | brett@noemail.co.za | | brett@noemail.co.za |
First Hame * Last Hame * Phone * Ext. Fax

|F.Irett ||Chait | |n11_su?_nuun || || |
Address 1™ Language

100 Dunkeld Street | | English(us_english) (=]
Address 2

| | Client Registration (Optional)

Leave the checkbox below =elected to send this zigner legin

located inside the United States credentials to Confirmation.com.

*
Country Clients can enter accoeunt information, igsue Autherization
| South Africa E“ Codes proactively, and check the status of their reguests.
City * Prov./Region Postal Code * Clients cannojseyy completed confirmations.
|JD|'IEI'II1&5|JUFQ ||GEUTEHQ ||2'3'|'3I Send registration to client

= required field

/

NB!!! Make sure this box is NOT ticked.
This option allows you send login credentials to your client’s authorised signer. The client will only be
able to enter account information, issue authorisation proactively, and check the status of requests. The
client will not be able to initiate requests or view completed confirmations. It is not recommended to
rely on clients for this and therefore it recommended leaving this un-ticked.



Step 2: Add Accounts

[1 Select the Add button located in the Accounts block.

ABC Holdings (Pty) Ltd [ciientsearcn]

P CLIENT PROFILE

Company Name [ modify ] Engagement #
ABC Holdings (Pty) Ltd ENGO000145

Lead Auditor [ modifyishare ]
joseph, jebby

Authorized Signers (2) [ show all]

Smith, Anthony
Smith, John

INITIATE

' ACCOUNTS STEP (2 (__’ CLIENT AUTHORIZATION
|
l
|
|
|

() e e oo
.= CONFIRMATION STATUSES DOWNLOAD STEP

11 Received (1)
Smith, Anthony: 328 days remaining

# Financal

# Accounts Receivable
Pending (0)
[ no pending client authorizations ]

# Accounts Payable
¥ Employee Benefis

F Legal

© Pending I 0
@ Competed | 8
@ Need More Info | 0
© Denied (I3
% Future Dated | 0

* - represents activity for the Last 90 Days

71 Select the “Financial” option.

Add New Account for ABC Holdings (Pty) Ltd close

1 Choose Type Select the

type of confirmation you would like to create:

Financial
Choose this for bank confirmations or similar. Examples include asset confirmations. liability
confirmations, and other instruments held by financial institutions.

Accounts Receivable
Choose this for Accounts Receivable confirmations

Accounts Payable
Choose this for Accounts Payable confirmations.

Employee Benefits

Choose this for Employee Benefits confirmations. Examples Iinclude 401k, 403b, ESOP,
Health and other benefit types.

Legal
Choose this for Legal confirmations.



[1 Search for the financial institution name.

Add New Account for ABC Holdings (Pty) Ltd

1 Choose Type

2 Select Responder

Search and select a Financial responder:

Search

|"tyue in bank name here”

close

Paper

B4 nnetwork bk Outorietwork

71 Select form type and complete required fields. To add only 1 form click “save” or to add
another form for the same bank click “save & add new”.

In terms of the new SAAPS 6 released by IRBA, there are 9 separate forms that an auditor can select
to send to a Financial Institution in relation to an audit client: Asset, Liability, Securities, Contingent
Liability/Guarantee’s, Derivatives, Bills, Letter of Credit, Cash Management Systems, Authorised
Transactors / Signatories. SAAPS 6 suggests auditors now follow a risk- based approach for sending
external confirmation requests. This allows auditors to assess the client's risk and to select form types
based on this risk.

NB!! Each client Asset and Liability account required for request would need to be added individually,
therefore more than one Asset/Liability form would be required if a client has multiple Asset/Liability
accounts. (For clients with a large number of accounts, multiple asset or liability forms can be created
using the batch import feature, refer below.)

Add New Account for ABC Heldings (Pty) Ltd

1 Choose Type
2 Select Responder

3 Add Account

Add Account

h:d Financial Responder:

- SATraining Bank Corporate
36 Hans Strijdom Ave.,
Cape Tawn, 3001
South Africa
FDIC # na

close

Authorised Signer *

[ chatt Brett

Client Registration Number :

T

— select confirmation type —

- Cash Management
- Centingent Liabilties

3

- Derivatives
- Letter of Credit

- Signatories

Account Number * batch import

Account Name

Currency *

[ South Africa, Rand - z2R

Balance

o

l.e.

Company = Company Reg #

Individual = ID #
Non Profit = NPO #

* Denotes required field

save & add new

# in-Network B Out-of-Network __ Paper




71 After clicking “save” you will review forms added. You have the option at this point to add forms
for a different bank by selecting “add more accounts” or click “close” if done.

Add New Account for ABC Holdings (Pty) Ltd close

1 Choose Type Review
| AccountID Responder a Type Form Signer
2 Select Responder [ 53454353 Wi SA Training Bank Corporat  Financial ZA - Asset Chait, Brett -

3 Add Account

4 Review

.
(« add more acoounts » delete selected address lookup
——

ﬂ;d in-Network s Qut-of-Network Paper

[l To view a list of all forms added to client profile click on “Financial” under accounts block.

ABC Holdings (Pty) Ltd [cientsearch)

® CLIENT PROFILE STEP(1 ' ACCOUNTS .,,9 CLIENT AUTHORIZATION

Company Name [ modify ] Engagement # | 1 Received (1)

ABC Holdings (Pty) Ltd ENGOD00145 Smith, Anthony: 328 days remaining
® Accounts Receivable | 0

Lead Auditor [ modify/share ] # Accounts Payable | 0 Pending (0)

joseph, jebby [no pending client authorizations ]
¥ Employee Benefis | 0

Authorized Signers (2)  show ail ] E Legal | o

Srmith, Anthony

Smith, John - - -
i ot
INITIATE TEP (4 .E! CONFIRMATION STATUSES DOWNLOAD

© Pending |
@ Compketed I
initiate confimations © Need More Info I download confirmations
€ Denied |
|

% Future Dated

oW o o

*- represents activity for the Last 90 Days



Batch Import Functionality:

To batch import a number of accounts, you can select the “batch import” link within the Asset or Liability
form being created. This will batch create the form type you have selected, for the bank you have
selected. (l.e. if you use the link within the asset form, this will create all asset forms for the bank

selected.) If your client is multi banked, you would need to batch import per bank.

Add New Account for ABC Holdings (Pty) Ltd

1 Choose Type Add Account

hg{ Financial Responder:

B SA Training Bank Corporate
36 Hans Strijdom Ave.,
Cape Town, 8001
South Africa
FDIC #: na

2 Select Responder

3 Add Account

close

*

Form

ZA - Azset T

Aszset form provides infermation on balances, Interest,
collateralsecurity/facility. An asset account is typically a
current; chegue; deposit; saving; or investment etc.

Authorised Signer *

| Chait Brett

M |

Client Registration Number :

Account Numb m
Use batch import to upload up to 250 accounts simultanecusly }

Account Hame

Currency *

| South Africa, Rand - Z4R

Balance

AD

* Denotes required field

save & add new

% In-Network s Out-of-Network __ Paper

Setup up an excel spreadsheet (save to computer) with a listing of all the account numbers to be
uploaded for this form. The sample excel spreadsheet provided will assist with format to be used.

Setup of excel spreadsheet must be as follows:

1) Use headings listed below in first three columns of spreadsheet

2) Account ID is the account number
3) Balance can be left blank

[Make sure there are no empty rows or columns in the listing]

G v (- f
A | B ¢ | b

-1 AccountID Account Name Balance
2 1234567  Money Market
3 8901234  Checking
4 5678501 current
-5 23432423  Investment
o
s
_8




Click “browse/upload”, and upload the saved excel spreadsheet.

Import Accounts - Upload close

Upload Accounts

Select an Excel spr t or comma delimited CSV text file of the accounts to uplead. View .csv layout.
*The file may not exceed SMB

*The file may not exceed 250 Accounts

* LSV, XLS, XLSX files accepted

* Only mapped fields will be imported

Select the default currency (South African Rand), link the column headings to the excel column heading
and click next.

Import Accounts for - Map Fields close

Upload Accounts

Select an Excel spr t or comma delimited CSV text file of the accounts to upload. View .cav layout.
*The file may not exceed SMB

*The file may not exceed 250 Accounts

* LSV, XLS, XLSX files accepted

* Only mapped fields will be imported

Currently Uploaded File
AccountzimportSample.csv [ remove ] - 93B - 20/08/2014 10:27 AN

Select the default currency for this file:

South Africa, Rand (ZAR) ¥
Match your col to the corresponding fields:
Confirmation.com Your upload (AccountsimportSample.csv)
Columns Columns
Account ID* Account D -
Account Hame Account Name v
Balance Balance v

* Denotes required field




Step 3: Obtain Client Authorisation

The Client Authorisation is the mechanism by which the client bank mandated signatory can provide
electronic approval to the auditor to initiate confirmations. Without this approval, confirmations cannot
be initiated using Confirmation.com. Once requested by the auditor, the Client Signer will receive an
email containing information about: the auditor details, what companies the auditor wants
authorisation for. The client signer can give the authorisation by clicking on a link within the email.

[l Select the Request button located in the Client Authorisation block.

ABC Holdings (Pty) Ltd icientsearcn ]

P CLIENT PROFILE ster (1) il | AccOunTs STEP (2) ’,ﬁ CLIENT AUTHORIZATION
Company Name [ modify | Engagement # # Finandal | 1 Received (0)
ABC Holdings (Pty) Ltd ENGO00145 [ no active client authorizations ]
* Accounts Receivable | 0
Lead Auditor [ modify/share ] # Accounts Pavabie | 0 Rending:(0)
joseph, jebby : [no pending client authorizations |
® Employee Benefits | 0
Authorized Signers (2) [ show all] E Legal | 0
Smith, Anthony e
Smith, Joh . : -
LSl \newaﬂ (request) view log
INITIATE s7er (2) fll B CONFIRMATION STATUSES DOWNLOAD STEF (5)
© Pending | 0
@ Complsted | 8
: o @ Need More Info | 0 download confimations
Request a client authorization =
to initiate confirmations. @ Denied | 3
#* Futwre Dated | 0

* - represents activity for the Last 90 Days

'] Tick client signer name and the required entities to obtain authorisation for and click send.

[Note a system generated email from systems.administrator@confirmation.com will be sent to the
email address of the selected client signer. Only one email will be sent and this email will reflect on
the email all the legal entities selected. The client signer will be able to give authorisation for all
selected legal entities at once]

Client Authorization Request close

A request can be sent for the current client, or, for any client
in which a signer has accounts assigned.

Clients are disabled if the signer:
- Does not have accounts assigned for that client.
- Already has an active client authorization for that chient.
|| Select All Signers/Clients
__| Smith, Anthony (smitha all.com
Qe oios P T3
Beatenberg
|_| Demo CCI - TEST
|| Justice League
| Kongos
Life House
|_| Linken Park .
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[l Authorisation Email Sent to Client Signer

[Note: It is suggested for auditors to inform client signer that an email is sent from
systems.administrator@confirmation.com. This can land up in the client spam/junk folder]

Ryan Mer at CQS Accounting LLP requires a Client Authorization to complete their audit work on your behalf. This Client Authorization allows your auditor to request information from your financial
institutions and other business partners using the Confirmation.com application. Without this Client Authorization, your auditor cannot initiate or obtain information from these institutions on your
behalf.

This Client Authorization applies to the following companies:

|Company Name [E b J,

|ABC Holdings [Pty) Ltd  [ENGD00145

Click here to provjle authorization to your auditor, or, copy and paste the link below into your browser’s address window. Please note the links in this message will expire 90 days from the date of issue.

Fconf] jon.com/SendAUDToAuditor.aspx ?stmc=utojjROviFo%3d &aid=0%2f1y|t8Veq|%3d&cid=yfAn6KOP G oc%3d&lid=z77EmAjdIb0%3d&uid=B8h]Qs8Y17w%3d

YOUR AUDITOR INFORMATION:

Client clicks on link in email to
sign and give authorisation.

Name: Ryan Mer of CQS Accounting LLP

Phone: +27 (0)11 444-4444 Ext:

Email: ryanl 23@noemail.com

ALITLADIZATIAN

'] Once client clicks on link in email a client signer Webpage will open in the client’s browser. Client
must sign using a mouse, trackpad, touchscreen device or the option to type name in the block.
Once client clicks send the system will update auditors client profile with received authorisation

Client Authorization

Contact Information Company Information Firm Infermation
Brett Chait ABC Holdings (Piy) Ltd CQS Accounting LLP
bretic@cgs.co.za Ryan Mer

ryan123@noemail.com

Agreement

By providing the below Client Authorization, | am agreeing to G com's User Agreement which
institutions, business parners, and auditors to process and receive confirmations through the Confirma

e Sign using a mouse, trackpad,
s sy ces touchscreen device or the option

@/ P to type name in

Customer, Support@confirmation. com

Provide signature in the space above.

=Denotes required field User Aoreement | Privacy Statement

@ close

[l Auditor client profile received view after client signed

ABC HoEdings (Piy) Ltd [clientsearch)

P CLIENT PROFILE PQ - ACCOUNTS P2 ﬁ CLIENT AUTHORIZATION

Company Name { medify ] Engagement # # Frnancal ‘ 1 Received (1)
ABC Holdings (Pty) Ltd ENG000145 ‘ = Smith, Anthony: 365 days remaining
Lead Auditor [ modify/share | ‘ 0 Pel_\ding m
joseph, jebby ‘ Smith, John
0
| 0

Authorized Signers (2) [ show all ]
Smith, Anthony

Smith, John
( INITIATE EP(4 .E CONFIRMATION STATUSES DOWNLOAD

0 Pendng ‘ 0
@ Compieted | 8
@ Need More Infc | o download confirmations
© Dened S
 Future Da | o

* - represents activity for the Last 90 Days
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Step 4: Initiate Confirmation

[1 Select the Initiate Confirmations button located in the Initiate block.

ABC Holdings (Pty) Ltd [client search ]

P CLIENT PROFILE - ACCOUNTS

Company Name [ modify |
ABC Holdings (Pty) Ltd

Engagement #

@ Financial
ENG000145
* Accounts Receivable

Lead Auditor [ modify/share ]
joseph, jebby

# Accounts Payable

W Employee Benefits

O lw o e o

Authorized Signers (2) [ show all ] F Legal

Smith, Anthony

Smith, John ;

(add | view al
INITIATE .= CONFIRMATION STATUSES

© Pending |
©@ Compieted |
@ Need More Info |
€ Denied |
#* Future Dated I

* - represents activity for the Last 90 Days

’,’ CLIENT AUTHORIZATION

Received (1)
Smith, Anthony:

Pending (0)
[no pending client authorizations ]

328 days remaining

R vow o

DOWNLOAD

download confirations

71 Select the “As of Date”. The "As of Date" supplied by the auditor when initiating confirmations is
the date the responder will use when providing the desired client information back to the auditor.
This is the date the auditor wants the confirmation as of ie: Client Y/E Date or Interim Date, NOT

the date the confirmations were initiated.

Note: The system allows for requests to be future dated. Select a future date in the As of Date
field, up to 90 days in advance. The system will hold back these requests and only release them

to the bank immediately after the As of Date.

Initiate Confirmations for: ABC Holdings (Pty) Ltd

Choose As of Date and filter criteria then select search.

As of Date *

Februa
(4 L4 2014 v L) Tyl

Su Mo Tu We Th Fr Sa

..:I

Account ID Name
26| 27| 28 29| 30 31 1
2| 3| 4 s/| 6 7| =
9 10 11 12 13

16 17 18 19 20 21 22 Choose an As of Date to display available accounts.
23| 24/ 25 26| 27|[28

General Questions for all Responders {optional)

Form

Note: Accounts previously initiated for the selected As of Date may not appear.]

Signer Additions

-
-

*Denotes required fiekd

“ in-Network Bl Qut-of-Netwark Paper




71 Select the forms, per the client profile, that you would like to confirm with the bank, by
checking the tick box located on the left of each account and click next.

[Note: forms that have been sent for the selected “As of Date” already and that is still
pending at the bank will not be available for selection.]

Initiate Confirmations for: ABC Holdings (Pty) Ltd

Choose As of Date and filter criteria then select search.

As of Date * Field Name Responder Type Search Criteria
|2&l‘02.f2014 | 5 | Reszponder A | | — Responder Type — ¥ | | | 3 results found
¥ FEspondera Type Account 1D Name Form Signer Additions
¥ i sa Training Bank Corpo Financial 53454353 Current ZA - Asset Chait, Brett [add] -
i SA Training Bank Corpo...  Financial 35265236 Investment ZA - Asset Chait, Brett [add]
= T Training Bank Corpe...  Financial 5384734854 Current - Guarantee ZA - Contingent Li... Chait, Brett [add]

Engagement Humber

General Questions for all Responders (optional)

* Denotes required field @ In-Network & Qut-of-Network . Paper

—r,

71 Enter credit card details and click the initiate button. A notification will appear indicating the
transaction was successful and the confirmation request has been sent to the banks.

Billing Summary for ABC Holdings (Pty) Ltd (for As of Date:28/02/2014) close

6 accounts selected.

Responders a Type GQuantity Price Per Total

B South Africa Demo Bank Financial 5 R213.00 R1065.00 b
1 RO.00 RO.OD

Totals (] R1065.00

Billing Information [ edit | delete ]

Credit Card Last 4 Expiration Date Billing Address Security Code
E Visa s RN 06/2015 (mm/yyyy) 123 Park Place
Dunkeld West I:I

Johannesburg, Gauteng 2100
South Africa

ﬁ;& in-Network B Qut-of-Network Paper

Confirmations Initiated! close

ou have successfully initiated 3 confirmations
for ABC Holings (Pty) Lid.




Billing Options:
There are 2 credit card options available to a firm for billing purposes:

71 Individual user Credit Card Method — At the time of initiating a request, credit card details would
need to be entered by a requesting user (This is set as the default method for all newly
registered firms)

71 Firm/Office Credit Card Method — A firm/office credit card can be set in the system to the firm/office
profile. All registered users under the firm/office will be linked to this card. This card will be charged
when requests are initiated by the users and the user will not need to enter credit card details. The
firm credit card details will not be viewable to firm staff. For this option please contact Confirmations.

[Please note that Confirmation.com only accepts major credit card carriers, Visa and Mastercard
for processing Rand based transactions. If a South African Diners Club card is used, the
transaction can only be processed in US Dollars, currently set at $23 per billable transaction.]

Purchase Receipts:

The Billing Summary Report is located in the reports section of the dashboard. This report is used for
pulling billing information relating to a selected Client for a selected year end date and includes all
associated charges related to the confirmation activity.

[Note: A user can only export a billing summary report for an individual client that the user has been
assigned to as either a “lead auditor” or “shared auditor”.]

Your Confirmation. Dashboard

B8 cLiENT LIST BB sTATUSES B rerorts

Search By: Confirmations: * Client Authorization: = Download Completed Confirmations
[clentname v || |E=m Orenang | Pendng | 3

=+ List available In-Network Res ondelrs
Recently Viewed: @ Completed | Receved | 12 I -+ Generate a Billing Summary

5
4
+ ABC Holdings (Pty) Ltd "
@ Meed More Ian| P - Export the Confirmation Control Log
0
0

=+ Test Client © Denied |

= View a summary of Daily Statuses
## Fure Dated |

=+ The A Team (Pty) Lid

Wiew Client List * - represents activity for the Last 30 Days.

£ QUICK LINKS % STATISTICS =\ UPDATES

=+ Add New Client ‘ Confirmation Types ¥ | ‘ Last 3 Months ¥ | 23/08/2014

Confirmation.com enhances client -

authorizations with Signature Capture
feature... [ view ]

= Add Client Accounts

Financial
=]
RS ST HlLIELLD 30/07/2014 Confirmatien.com continues its European
=+ Reassign Client mm *R expansion with UK acquisition... [ view |
(0.00%)
= Recall Confirmation P 19/05/2014 | Cenfirmation.com introduces new
(0.00%) Employee Benefit confirmation service... o
=+ Manage Out-of-Network Responders

more updates

Firm / Office Billing Report:

Confirmations can setup an administrator function for a firm. The administration function of
Confirmation.com includes an office activity report, which is a summary report of confirmation activity
and billing for an office / firm. For this option please contact Confirmations.



Retrieving Completed Confirmations

There is the option to export either one consolidated pdf report of all the individual completed confirmation forms
for a client, or to export each completed confirmation form individually.

71 Click on “download confirmations” button in the Download block located under the client profile.
(When Confirmations have been completed and returned by the bank, a large orange button will appear in the

“Download” block. This button provides a link to the Completed Confirmations report with default report
parameters for the selected client.)

ABC Holdings (Pty) Ltd rciientsearch

P CLIENT PROFILE S ' ' ACCOUNTS STEP (2 ﬁ CLIENT AUTHORIZATION

Company Name [ modify ] Engagement # il Financial I 1 Received (1)

ABC Holdings (Pty) Ltd ENG000145 Smith, Anthony: 328 days remaining
* Accounts Receivable I 0 ' ’

Lead Auditor [ modify/share ] # Accounts Pavable I 0 Pending (0)

joseph, jebby [no pending client authorizations ]
#* Employee Benefis | 0

Authorized Signers (2) [ show all ] F Legal | o

Smith, Anthony

Smith, John .
(] o R vouleo|
[ M INITIATE STEP (4 .E CONFIRMATION STATUSES DOWNLOAD

© Pending | 0

@ Compieted | 8 g ———
initiate confirmations © Need More Info | o { download confirmations |

g | a —

% Future Dated | 0

* - represents activity for the Last 90 Days

1 Complete the required information for each field and click “export” for the confirmation report and
“download attachments” for any accompanying schedules the bank may have attached with the report.

DASHBOARD CLIENT INFORMATION REPORTS ADMINISTRATION

Select Report Client Search* As of Date” Responder Type* Form Report Type Audit Log

| Completed Confirmations E| |Demu Client | | 030312014 E| ‘ Financial E| |AII E| | Detail - Consolidated E| [« Include
download attachments

[ Select your report settings above to preview a report. | =

[Note: for 1 consolidated PDF report
consisting of all individual forms — select
report type “detail — consolidated”]

m




Re-confirming/Querying a Completed Confirmation

Please note any completed confirmation can be queried / reconfirmed. There is no charge for a query /
re-confirmation as it forms part of the original request. The bank has the ability to correct a queried / re-
confirmed request.

71 Select Completed link located under the “Confirmation Statuses” section in the client’s profile
dashboard.

ABC Holdings (Pty) Ltd [ciientsearcn)

P CLIENT PROFILE STEP(1 ' ACCOUNTS STEP (2 ,9 CLIENT AUTHORIZATION

Company Name [ modify ] Engagement # #l Financal l 1 Received (1)

ABC Holdings (Pty) Ltd ENGO000145 = Smith, Anthony: 328 days remaining
# Accounts Receivable l 0

Lead Auditor [ modify/share ] # Accounts Payable | 0 Pendmg‘ ) ) o

joseph, jebby [no pending client authorizations |
# Employes Benefits | 0

Authorized Signers (2) [ show ali] F Legal | o

Smith, Anthony

Smith, John -
ad | viewal|
{4 INITIATE rer @) [l ™ CONFIRMATION STATUSES

© Pending

|
|
@ Need More Info |
|
|

@ Denied

#* Future Dated

%
£
§

* - represents activity for the Last 90 Days

71 Select “view” next to the completed confirmation in query, to open and view the completed
confirmation.

Confirmation Log for ABC Holdings (Pty) Ltd

Filter [ Select a field name from below and then enter your search criteria ]

Status Activity For Type Form Delivery Method Responder
| completed v | [ Last o0 Days v v [ v lan v \
3 results found 3 account(s}
Status Account ID Responder Type Form Sent Received/Track«
[view] Completed 53454353 W4 SA Training Bank Corporate Financial ZA - Agset (1st)02/09/2014 02/09/2014 -
@ Completed 35265236 ié SA Training Bank Corporate Financial ZA - Asset (1st)02/05/2014 02/08/2014
[view] Completed 5364734654 i SA Training Bank Corporate Financial ZA - Contingent Li... (1=t)02/09/2014 02/08/2014

-

Action List (selection wil enable available records) =< | < | PAGE OF 1= = | 35perpage ¥
—seectanacion - v | A 84 n-etwork B outornetwork || Paper




71 Click “re-confirm” to query / re-confirm a request.

Confirmation Details For ABC Holdings (Pty) Ltd

close

[Confirmatien Detail | Client Authorization ]

Client's Statement

Client's Company Information Requestor Information
ABC Holdings (Pty) Ltd

Authorised Signer CQs Accounting LLP Lead Auditor
100 Dunkeld Gardens Director 123 Park Place Ryan Mer
- Brett Chait - +27 (0)11 444-4442
Johannesburg, -2010 011-507-0000 Dunkeld West Q99959 ryan123@noemail.com
South Africa brettc@cgs.co.za South Africa
Client Regi: ion Humber :

Office: Dunkeld West
928/01
Engagement Number: ENGO00145

Respender Information

SA Training Bank Corporate [FDIC # na]
36 Hans Stridom Ave.

Contact
- Manager
Cape Town, 8001 Clark Hamilten
South Africa +27 11 507 008

s

Client's Account Information

A dialog box will appear to enter the relevant query for the bank. Once click “send” the

confirmation will be resent to the bank as priority and will appear as pending in the
confirmation statuses section.

Question For Re-confirmation close

Enter your optional questions or comments for this
re-confirmation request below




Recalling Sent Confirmations

Requests sent erroneously can be recalled with an automatic refund issued.

[Note: confirmations sent to the bank can only be recalled if the bank has not started the workflow on
the requests. If the box next to a pending request is greyed out, this indicates that the bank has started
the workflow on the request and that the request can no longer be selected for recall.]

ABC Holdings (Pty) Ltd [clientsearch)

P CLIENT PROFILE STEP (1 . ACCOUNTS STEP (2 /ﬁ CLIENT AUTHORIZATION
Company Name [ modify ] Engagement # §il Finandial | 1 Received (1)
ABC Holdings (Pty) Ltd ENG000145 Smith, Anthony; 328 days remaining
# Accounts Recevable | o
Lead Auditor [ modifyishare ] # Accounts Payable l 0 Pending (0)
joseph, jebby = [no pending client authorizations ]
W Employee Benefiis l 0
Authorized Signers (2) [ show all ] F Legal | 0
Smith, Anthony
Smith, John -
(add | viewal

INITIATE STEP (4 .E CONFIRMATION STATUSES

& Completed

© Need More Info

|
|
|
© Denied |
|

E
5
]

#* Future Dated

* - represents activity for the Last 90 Days
"1 Select “Pending” from the client profile

71 Select “Recall” from the “Action List” dropdown
Tick Boxes next to the requests you want to recall
71 Click “submit” next to “Action List” and click “ok”

O

Confirmation Log for ABC Holdings (Pty) Ltd close
Filter [ Select a field name from below and then enter your search criteria ]
Status Activity For Type Form Delivery Method Responder
| ending v | somerzo1s [ s [ s v |[a Al \
3 resutts found 3 account(s)
Status Account ID Responder Type Form Sent ReceivediTrack
iew] | Pending 53454353 @4 SA Training Bank Corporate Financial ZA - Asset (1st)02/09/2014 - -
iew] Pending 35265236 4 SA Training Bank Corporate Financial ZA - Asset (1st)02/09/2014
iew] | Pending 5364734654 B4 SA Training Bank Corporate Financial ZA - Contingent Li... | (1st)02/09/2014
-
Action List (selection wil enable avaiable records) << | < | PAGE OF 1= #» | 25perpage ¥
—Selectan Acton~ ¥ |5 o nnetwork b Outof-Hetwork | Paper
— Select an Action — N
Recal
Reinitiate Paper k
Send Reminder




Deleting Forms on a Profile

Any forms incorrectly added to a client profile can be deleted.

[l Select “Financial” from the client profile

ABC Holdings (pty) Ltd [ clientsearch ]

P CLIENT PROFILE - ACCOUNTS ,'p CLIENT AUTHORIZATION

Company Name [ modify ] Engagement # | 11 Received (1)

ABC Holdings (Pty) Ltd ENG000145 Smith, Anthony: 328 days remaining
* Accounts Receivable | 0

Lead Auditor [ modify/share ] # Accounts Pavable | 0 Pending (0)

joseph, jebby [ no pending client authorizations ]
#* Employee Benefis | 0

Authorized Signers (2) [ show ail ] E Legal | o

Smith, Anthony

Smith, John . = :
R o i
INITIATE 3 4 .E CONFIRMATION STATUSES DOWNLOAD

© Pending | 0
@ Compieted | 8
@ Need More Info [ o
© Denied i
* Future Dated | 0

* - represents activity for the Last 90 Days

[l Select “Delete Selected” from the “Action List” dropdown
1 Tick Boxes next to the forms you want to delete
[ Click “submit” next to “Action List”

Accounts for ABC Holdings (Pty) Ltd close

Filter [ Select a field name from below and then enter your search criteria ]

Field Hame Search Criteria
|T‘,rpe A || Financial ¥ | 3 results found. Account not listed? Add new account.
t 1D Name Respondera Type Form Signer Date Modified
53454353 Current B4 SA Training Bank Corporate Financial Z& - Asset Chait, Brett 08/02/2014 -
364734854 Current - Guarantee 4 SA Training Bank Corporate Financial ZA - Contingent Li... Chatt, Brett 09/02/2014
Inwestment 4 SA Training Bank Corporate Financial ZA - Asset Chatt, Brett 09/02/2014

o

«x|=|PAGE[ 1| OF1 = == Soperpage ¥

Action List (selection will enable available records)

— Select an Action — v m @ In-Network & Qut-of-Network . Paper

— Select an Action —

Reassign

Run Address Lookup
Download Address Lookup

Delete Selected k




Changing Client Signer on Forms

71 First add a new signer by clicking “add signer” under “Client Profile” block
71 Select “Financial” from the client profile

ABC Holdings (Pty) Ltd i ciientsearcn]

® CLIENT PROFILE STEP (1 . ACCOUNTS ﬁ CLIENT AUTHORIZATION

Company Name [ modify ] Engagement # ‘ 1 Received (1)

ABC Holdings (Pty) Ltd ENG000145 - Smith, Anthony: 328 days remaining
# Acoounts Receivable ‘ 0

Lead Auditor [ modify/share ] # Acoounts Pavable ‘ 0 Pe“qu (0) ) o

joseph, jebby [ no pending client authorizations ]
# Empioyee Benefits \ 0

Authorized Signers (2) [ show ali] F Legal | o

Smith, Anthony

i | — -
€T oeED

#® Future Dated

INITIATE .: CONFIRMATION STATUSES DOWNLOAD
© Pending ‘ 0
@ Completed ‘ 8
initiate confimations © Need More Info ‘ 0 download confirmations
© Denied [ 3
| o

*- represents activity for the Last 90 Days

Select “Reassign” from the “Action List” dropdown
Select new signer name from the “Action List” dropdown
Tick Boxes next to the forms to reassign signer

Click “submit” next to “Action List”

Accounts for ABC Holdings (Pty) Ltd dose

Filter [ Select a field name from below and then enter your search criteria ]

[ R I R N

Field Name Search Criteria

|T',rpe ¥ || Financial M | 3 results found. Account not listed? Add new account
| JAccount D Hame Respondera Type Form Signer Date Modified
O | 53454353 Current i SATraining Bank Corporate Financial ZA - Asset Chait, Brett 09/02/2014 -
[ [s384734654 Current - Guarantee @4 SA Training Bank Corporate Financial ZA& - Contingent Li...  Chatt, Brett 09/02/2014
[ | |35265236 Investment @d SA Training Bank Corporate Financial ZA - Azset Chait, Brett 08/02/2014

Name of reassigned signer will appear
in the signer column next to the
selected forms

o

<< | <|PAGE[ 1| OF1|>|>> 50perpage ¥

Action List (selection will enable available records)

Reassign v ‘ |—3e|ec[ asigner— ¥ ‘ m # In-Metwork & Qut-of Metwork __| Paper

— select a signer —
Anthony Smith k

Brett Chait @




adapt T @ONFIRMATION

Changing User Settings

Individual users can update their settings. This includes notification emails, default date range of
the client confirmation status tool and the default confirmation currency used on the forms.

71 Select “User Profile” and “Settings” at the top right of the user profile

WELCOME RYAN MER) | LOCOUT |

o Confirmation.

Fiew or updale usei infoimalion

Jage the way the application works)

DASHED
Credentials (manage username and password)
Yaur Confirmation. Dashboard Payment (view ar update siiling infarmatisn)
<
ol
Search By: C 3 Codes: + Compieted Confrmatons E
Chsriene Y search 0 Penarg | * PENdNg 2 + In-Network Respanders =
Racgntly Viswad: @ Compicted 4 Renotnd 0 + Bing Summary H
= Dema Clenit D ree o + Confrmation Conbrol Log =
+ The A Team {Pty) Lid o + Daby Statuses
+ A - Z Trading (Ply) Limeed - g
|F T ]

Wi i Ll * . FigaE Aty 157 B List 50 Diya

& cuick LINES

=N UPDATES

= Afd Mew Chient Confimaton Types LastIMenira ¥ AL 4 | Confimasoscon introduoes new
= Add Chient Accounts Employes Benafi oosfinmetion sarsion
=+ Request Authorzahon Code Finsacl iere]
+ Reassign Cient 1100.00%] Srmaone | COMPmeIsas por Edpands Twmig
AR Pansenst p with Conirmatons L
= Recal Confrmabion - §
H = iz Facts. [
= Marage Qut-of-Netwark REsponders es
Lot gimimnta | Rew Visbdaied B-Hetwort Banis -

Update Details and Click “save”

User Profile - Settings ;‘|l:i_5(5

MNotification Emails Loghlization
Receive confirmation messages for:

Types Lead Shared

Pending

Completed . o+

{GWT-05:00) Eastern Time (US & Canada)
Confirmation Status Totals

Default Billing Currency
@ Inchuia Sharsd Clenis Unied States of America, Dolars(USD}
Default Date Range Default Confirmation Currency
Luat § By i South Africa, Rand(ZAR) M
DateTime Format

English [South Africa) S4MWyyyy hhmm it

| <

* Language = modified using the flag icon located in the header of the login page

= System dates and lext are displayed according fo the setfings above:
Manually enfered lext and dates will display as enbered by the user

o

Confirmation support details:

Region Call Email

South Africa & Sub Saharan Africa +27 10494 1001 op 3 confirmations@adaptit.com
Asia Pacific +61 402 035 542 info@apac.confirmation.com
UK & Europe +44 (0)203 757 6312 uk.support@confirmation.com

USA & Global +1 866 325 7201 customer.support@confirmation.com
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