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Administrator User

The Administrator is the person/individual

that sets up the company’s ClearSpend account.

Once setup is complete, the Administrator
will be referred to as the Authorised signatory.

The Administrator/Authorised signatory
has full access to every aspect of the solution.

The Administrator/Authorised signatory can:
* View the organisation’ s balance,

transactions and declines.

* Set card controls and make card maintenance
requests for other Users in the organisation.

* Set up the department and sub-department
structure and add/manage other Users in
the organisation.

In addition to this, the Administrator/
Authorised signatory can:
* Approve card control change

request notifications.

* Manage card control change updates
for other Users in the organisation.

The User is a standard user with
the ability to:

¢ View their own cards balance, transactions
and declines.

* View their own card controls, request changes
to their card controls and receive card control
update notifications.

In addition to this, a User department head can:

* View the department’s balance,
transactions and declines.

* Set card controls and make card maintenance
requests for other Users in the department.

* Approve card control change request
notifications and manage card control change
updates for other Users in the department.

e Set up the sub-department structure and
add/manage other Users in the organisation.

(owl?s|
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The ClearSpend website is
clearspend.coutts.com

The ClearSpend web application is compatible
with the following web browsers:

* Apple Safari

* Google Chrome

* Microsoft Internet Explorer 10 and 11
* Microsoft Edge

Note: Please check with your Systems
Administrator to ensure that HT'TPS
has been enabled on your web browser.

2.1 Company registration
(Administrators only)

Select Need to register? on the Log In page.

Enter the Authorised signatory email address
that was registered at the commercial card
account opening, company credit limit

and the 16 digit company account number.
Then press Submit.

A success message will then appear, confirming
that the activation email has been sent to the
email address.

| Home

| Help

Depart its
| Notifications epartmen | Management
and users
| Terms and conditions Application tour | Log out

LOG IN TO
COUTTS
CLEARSPEND
&
@&

Forgot password? Need to register?

Activate account

The account activation process s only for the commercl card Authorised signatory

Al fields are required
Authorised signatory email
First name
Last name
Company credit limit

16 digit company account number (7)

Audit logs

Company settings
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2.2 Company and user activation

Once registered or invited to use ClearSpend,
an activation email will be sent with the subject
‘Welcome to ClearSpend’. Open and press the
Activate button.

Create a password for your User ID with
more than eight characters and at least one
upper case and lower case letter and number
and a special character. Then select the
Create password button. If you are also
using the ClearSpend web application,
the same password applies to both web
and mobile applications.

Depart its .
| Home | Notifications epartmen | Management Audit logs Company settings
and users
| Help | Terms and conditions Application tour | Log out

Please read the Terms and Conditions before
selecting the Agree button to continue and
gain access to ClearSpend.

Authorised signatories when registering the
company can select Turn on and Confirm
to be able to use merchant category blocking
and single transaction limits on cardholders.
If Not now is selected, this can always be
switched on later.

A flick through tour of the application
completes the activation for ClearSpend.

Coutty | &

Create your password

You will be prompted to change your password every 90 days
Email Corporateproductteam@rbs.co.uk
Password

Confirm password

2.3 ClearSpend Login

Enter the email address and password. After a
successful login, the ClearSpend Home screen
will appear.
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Current statement period information

* Credit limit shows the current credit limit
for the company or card.

* Current balance shows the outstanding
balance for the company, department or card.

¢ Available balance shows how much the
company, department or card has left to
spend.

Number of active users shows how many
ClearSpend Users have logged in at least
once in the period.

Monthly card spending shows the total of
purchases made. ('This is different to current
balance. Monthly card spending is the sum

of purchases cardholders have made including
refunds. It does not include any payments,
fees, charges or interest.)

Past statement period information

e Credit limit shows the current credit limit
for the company or card.

* Balance brought forward shows the
company’s previous statement balance that
was outstanding.

* Payments to your account shows the total of
payments made to the company’s account.

* Spending plus adjustments shows the
total of purchases, refunds, interest, fees and
charges made to the company’s account.

Activation and Log in

Depart its .
| | Notifications epartmen | Management Audit logs | Company settings
and users
| Help | Terms and conditions Application tour | Log out

* End balance shows the outstanding balance
of the statement for the company, department
or card.

* Payment due amount shows the outstanding
payment due amount of the statement for the
company.

* Payment due date shows the outstanding
payment due date of the statement for the

company.

208 nNuMBer oF ACT] MONTHLY
s e B o
+1 users 0%
cReoiT umIT 0

CURRENT BALANCE ]
@ s

AVAILABLE CREDIT ciun
®
[u] SPENDING BREAKDOWN
®©

Abe privae ftd

c3 £7.88 of £ 200

Authorised signatories

Select Home from the bottom of the
navigation menu.

For authorised signatories this shows high
level balance and payment information about
your company for the current and past
statement periods.

Jenny Brown's spending
R85 SrnoinG

Q =
Q

208 NUMBER OF ACTIVE MONTHLY
08
Ty UseRs

Crediimi 10

4 0 f 7.88 = Fer
3&3 +0 users 4% @ . T
® Mo
[©]
5 -
© END BALANCE 788 ® - e
. e
R —
o =
e

& SPENDING BREAKDOWN

Accounts Payables

Transactions
cr880ic0

User department heads Users

For User department heads this shows the
information for your departments.

For Users this shows the information for
your card.

Select the arrow next to Current period to
see past statement information.
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3.1 Hierarchy (Authorised signatories 3.2 'Transactions and balances
and user department heads only)
For authorised signatories, the company, Under the Transactions tab scroll up to see
This is where the current and past statement departments or card transactions pending the transactions amount, date, merchant name
period Balance and Transactions are shown approval, declined and posted for the current and whether the transaction is pending, has
at the company level, department level or card and past statement period are shown. posted or has declined.
level. Select the arrow next to Current period For User department heads the information (Declined transactions can be selected to see
to view past statement periods. for the departments and cards is shown. the reason why the transaction has declined.)
Selecting any of the names will provide a more For Users the information for the card is shown.  Under the Summary tab scroll up to see
detailed view. The pie chart summarises all purchases and balanfjc and payment information for the card
refunds made by the card or cards and groups or cards.
them into spending categories (this is different  If you need to, you can export all of your
to current balance, which also includes any transactions to a GSV file by pressing Export
payments, fees, charges or interest). Select a to CSV. Under the Summary you can see
Husers e o = segment to see the spent balance for just that balance and payment information for the card
& norrcaons BALANCE BROUGHT FORWARD category. or cards.
PAYHENTS T0 ACCOUNT coo
£ DPARTHENTS AND st SPENDING PLUS ADJUSTMENTS £788
END BALANCE £7.88
808 MANAGEMENT PAYMENT DUE AMOUNT 88 Coutty| &
350208
B AubrTLoGs & HoME Jenny Brown's spending
SPENDING BREAKDOWN
COMPANY SETTINGS 9 NOTFCATIONS Credicmi €100
Abe private Itd End balance £788
©® s L et 200 B DEPARTVENTS AND UseRs
LI
® Her 808 MANAGEMENT i
DEPARTMENTS AND CARDHOLDERS
D) TeRmsoFUse g Aurrioss [ Q.
— Jenny Brown e ® s
Clle = c78801c 100 i B e
B Locour Exarsiomenc
John Smith § @© seTTNGs B et
£0.00 of £ 100 n o
@ Hew
[ Terms oF Use
Transactions
® APTOWR
oo 27 Aug 2018 Posted MCDONALDS €188 SOUTHEND O}
23 Aug 2018 Posted TESCO STORES 5282 £300 Other SPITALFIELDS
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Select Notifications from the navigation menu.

Notifications is where a user can see their Inbox
and Outbox messages relating to card control
updates and card control requests. Please see
section 6 Management for more information
about card control updates and card control
requests.

Inbox messages may need you to review and
take action. Outbox messages are generated
as a result of the user making card control
updates, sending card control change requests
or approving card control change requests.

4.1 Inbox

Select the Inbox.

For Authorised signatories and User
department heads the Inbox will show any
pending card control requests from cardholders
that need you to approve or decline.

"To approve, decline or escalate requests, select
the notification and select the approve, decline
or escalate button.

Users will see notifications showing that the
department head has made a card control
update against the card or approved/declined
card control requests.

| Help

Departments
Management
and users
| Terms and conditions Application tour | Log out

€ Hore

& nom

Notifications

£ DEPARTMENTS AND USERS
808 manaceHENT

g i Jenry 813

OUTBOX(2)

monthly credit limit

Monthly credic limic, Please increase my cards monthly c

COMPANY SETTINGS

© sernes

® ree

Notifications

Change monthly credit limit
£ DEPARTMENTS AND USERS

From: Jenny Brown

Requested monthly credit limit

Permanent credilimic - £ 90

COMPANY SETTINGS B
Current monthly credit limit
Permanent creditlimit - £ 75
© semnes Comments:
Jenny Brown: Please increase my cards monthly credi limic
© Hew

C—)

Authorised signatories and user department heads

Audit logs

Company settings

(owl?s|
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4.2 Outbox (ot -

i)

{Q HoMEe

Select the Outbox. m Notifications

This will show Authorised signatories and

B DEPARTHENTS AND UseRs

NBOX (0) OUTBOX(3)
User department heads the card control 58 s
updates made and approved/declined card AT Cathy Collins - Add merchant type
COntrOl quUCStS 8 corpursEes Card control update , Cathy Collins has made change to the following card controls for user John Smith ...
= Cathy Collins - Change spending limits
Users will see card control requests sent to the © sermvcs ot oo Caty Colls o ac g telloing s for v S«
department head. ® e Cathy Collins - Change monthly credit limit

Monily credi e updated  Caty Colln has made change t th following credt i for user John Srich .
D TersoF Use

® APTC
@ Locour

Authorised signatories and user department heads

&,
i)

¢ HoMe
E=
&R, DEPARTMENTS AND USERS Monthly Credit Limit Updated

Cathy Collins has made change to the following credit imits for user John Smith

808 HanacevENT

PERMANENT
B Awrrioss Changes :Permanent Credic - £60.00
@B company seTTINGS Previous : Permanent Credit - £50.00

© sernes

® ree

B Locour

Users
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Select Departments and users.

Here users can be added, invited, edited and
disabled. Assigned role types and departments
can also be changed. New Departments or
Sub-departments can be created.

5.1 Add a department

To add a Department or Sub-department
select the + icon. Enter the department name
and press Save. Duplicate names are not
allowed and department names must be unique.

| Notifications |

| Management
| Terms and conditions | Application tour | Log out
M ‘Eﬁi
€y Hove
& NoTRCATONS Users

9 r
S+ Addusers

808 HANAGEMENT
g awrioss

COMPANY SETTINGS

© serTnGs
@ e

D) Tervs oF Use
® APTOUR

B tocour

Create new department

Department name

Note: If you delete or change the name of a department/
sub-department recorded in the application, historical
transaction information will & re-grouped in accordance
with the new department structure.

Audit logs

Company settings
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5.2 Add a user without a card ot Y
@ Hove @ Hove
To add a user who does not hold a card select T +Add user R Assign department head
Add user and enter their email address if
required. Select the user profile type and s il addres e Ll ® Cathy Collns
. . 2 MANAGEMENT
department and then press Add & invite. The e st nam o 5 ——
. . . . s g Auwrioss
email activation link lasts for 48 hours. You can - e
— ] i £ COMPANY SETTINGS @8 comMPaNY SETTINGS i
re-send an invite should the link time out. — T ] © John Smich
@ Em Seee deparamenc Select department I O T
@ Her © e
s
X O TeRms OF Use 8 v
5.3 Assign departments © o
- ® APTOUR
@ Locour B tosou
"To change departments assigned to a
department head select an existing department.
Select the department head heading, then select
. Coutls &
its new department head and press Save. A user
must be assigned to the department before they Lk e
8 o Abc private Itd s’

can be made a department head.

Department head

Cathy Collins P
8 Aorioss %
Departmentid ||
COMPANY SETTINGS

&8 Users
® 3 Cathy Collins Authorised signatory Active
o oy Brown User Not nvieed
John smih User Notindieed
®
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5.4 Assign users to a department

"To assign users to a department select the
existing department the cardholder is assigned

Edit user profile

to, then select the existing cardholder. Select
. . john Smith
Edit profile, then select their new department :

email address

and press Save.

A department must be created first.

Abe private Ied

User

5.5 Invite users

"To invite an existing cardholder, select the
existing department the cardholder is assigned

to and then select the existing cardholder. ol |
Select Edit profile, enter their email address if @ rove VIEW USER SPENDING >
required and then select the user profile type & Nomcaons
NavE John Smith EDIT PRRFILE
and department. Press Save and then press @
. . . &R DEPARTMENTS AND USERS EMAIL ADDRESS
Send mvitation.
r&s MANAGEME PHONE NUMBER
The email activation link lasts for 48 hours. g anmiocs T
You can re-send an invite should the link CoMpANY SETTINGS T User
time out.
@© seTinGs ENABLE USER SEND INVITATION RESET PASSWORD
® rae
D TERMS OF USE CARD MANAGEMENT
® APTOWR
2 o ACTIVE MONTHLY CREDIT Fixed: £ 60 >
B Locour “
5000 X0XXK XX 1994 SPENDING LIMITS  Single: £ 50 max, Daily: N >
JOHN SMITH
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5.6 Update user email address, s | e
department and role type T VIEW USER SPENDING >
. & " - NAME John Smith :DIT PROFILE
To update a user’s email address, select the
HE ) ) A -
existing department the cardholder is assigned %
one v
to and then select the existing cardholder. sy Avepr
PARTMENT c private Itd
Select Edit profile, enter the new email and pre e
then press Send invitation.
. @ ENABLE USER SEND INVITATION RESET PASSWORD
"To change a user’s assigned department, G
selec the exsting deparment the cardholde :
is assigned to and then select the existing S
cardholder. Select Edit profile, select their new T G ACTIVE rONTHITCEOT Pt 5
. . . XXXX XXXX XXXX 1994 SPENDING LIMITS  Single: £ 50 max, Daily: N >
department and then press Send invitation. e

A department must be created first.

To change a user’s role type, select the existing Coutts 5

department the cardholder is assigned to and USER PROFILE VIEW USER SPENDING >

&

then select the existing cardholder. Select

Q

. . NAME  John Smith EDIT PROFILE
Edit profile, select their new department and

EMAIL ADDRESS

then press Send inviation.

PHONE NUMBER

g DEPARTMENT  Abc private ltd
Q:: USER TYPE User
5.7 Reset a locked out
© ENABLE USER SEND INVITATION RESET PASSWORR
user and their password ® “
D CARD MANAGEMENT
"To reset an existing user who is locked out and ®
. . . Gty MONTHLY CREDIT Fixed: £ 60 >
their password, select an existing user and then & SRlIVE
XXXX XXXX XXXX 1994 SPENDING LIMITS  Single: £ 50 max, Daily: N >
press Reset password. Jor st

A pop-up message will appear to confirm your password
reset. An email will then be sent to the corresponding
email address. Select Confirm to continue.

Once the user receives the email, they need to open
the app and enter their email and one time password.
They will then need to change their password.
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5.8 Disable a user’s ClearSpend access

"To disable a user’s access, select the existing
department the cardholder is assigned to,

then select the existing cardholder and press
Disable user. If a user is disabled, they cannot
access the web or mobile application but their
card is not closed. If your card is lost or stolen,
please call commercial cards customer services
on 0800 092 5202 immediately.

| Notifications | | Management
| Terms and conditions | Application tour | Log out
B noi

NaME  John Smith EDIT PROFILE
EMAIL ADDRESS
PHONE NUMBER
DEPARTMENT  Abc private Itd

USERTYPE  User

ENABLE USER SEND INVITATION

CARD MANAGEMENT '

Cott ACTIVE

XXXX XXXX XXXX 1994
JOHN SMITH

RESET PASSWORD

MONTHLY CREDIT  Fixed: £ 60

SPENDING LIMITS  Single: £ 50 max, Daily: N

Audit logs

Company settings

(owl?s|
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Select Management from the navigation menu.

For authorised signatories you will be able to
view and amend the company’s or department’s
card controls and request card management
actions.

For user department heads you will be able to
view and amend your department’s card controls
and request card management actions.

For users you will be able to view card controls,
request card control updates and request card
management actions. Users do not have the
option to close their own card.

6.1 Hierarchy (Authorised signatories and
user department heads only)

Select the cardholder level to show the
cardholder’s card controls and management
actions.

| Home

| Help

| Notifications

| Terms and conditions

Departments |
and users

Application tour

| Log out

R USER PROFILE VIEW USER SPENDING >
(=
NAE  Jenny Brown EDIT PROFILE
EMAIL ADDRESS
PHONENUMBER 02076000000
DEPARTMENT  Abe private Itd
USERTYPE  User
@© sernG ENABLE USER SEND INVITATION RESET PASSWORD
® He
O e CARD MANAGEMENT
® APPTOR
MONTHLY CREDIT Fixed: £ 75 >

B 1 Coutt ACTIVE

XXXX XXXX XXXX 2000 SPENDING LIMITS  Single: £ 75 max, Daily:N >

JENNY BROWN
Coutts |
Q o
Y Nt Users

S
8 oo , UsERs l

Userid s
g Jenny Brown Abe private led User
cc NY SETTINGS Cathy Collins Corporateproductteam@rbs.co.uk Abe private led Authorised signaf
John ith Abe private td User
© s
Next

© Har
O e
® APPTOWR
B Locour

Audit logs

Company settings

21
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6.2 Lock card

To lock a card select LLock card. A message
will appear to confirm this action. Select

Confirm and then Yes to lock the card. While Confirmation
the Card is locked all new transactions made Locking the card will prevent cardholders making new transactions. If you do not want cardholders to be able to

’ unlock please also disable the user.However, if your card is lost/stolen please call commercial cards customer services
by the cardholder will be declined. on 0370 6000 459 immediately.

To unlock a card select Unlock card. A message
will appear to confirm this action. Select
Confirm and then Yes to unlock the card. Once
unlocked, the card can be used again as normal.

Please do not use the Lock card feature
if your card is lost or stolen. Please call
commercial cards customer services on
0800 092 5202 immediately. To prevent a

cardholder unlocking the card you will also Coutts| &
need to disable the cardholder’s ClearSpend @ rore
user ID. If a user is disabled, they cannot & Nommcaions S i
access the web or mobile application. —— e
Fixed amount £85

g AuwrLocs

e Temporary limit
6 . 3 MO n thly C rcd 1t 1 1mit BE coMpAnY SETTINGS Set a temporary credic limit for this cardholder, and specify when it will expire

Add temperary spending limit

SETTINGS

®

"This specifies the maximum amount of credit s e e
allowed for a cardholder’s statement period. o
®

TERMS OF USE

To view this, select Monthly credit limit.

APPTOUR

Enter the requested permanent or temporary B toseur

monthly credit limit. Press Save or Change

request at the bottom of the screen to amend Authorised signatories and user department heads

or request the change via the department head.
"To clear your requested temporary monthly
credit limit amount and end date, press Clear
temporary credit limit and press Save at the
bottom of the screen.

22
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6.4 Spend Limits

"T'his specifies the maximum amount allowed
for any transaction and the maximum amount
for any transaction in a single day.

Enter the requested single transaction limit or
daily transaction limit. Press Save or Change
request at the bottom of the screen to amend
or request the change via the department head.

6.5 Merchant types

These are used to classify a business by the type
of goods or services it provides (eg. travel, hotels
and accommodation, bars and restaurants, fuel).
To view, select Merchant types, any categories
with a tick icon are allowed for use.

Tick the merchant types where you would like
the card to be used. Press Save or Change
request at the bottom of the screen to amend or
request the change via the department head.

Departments
| Notifications P |
and users
| Terms and conditions Application tour | Log out
Contts| &
Q rome Spending limits
B3 NOTIFICATIONS Limit the size of a transaction or spending per day
£ DEPARTMENTS AND USERS Single transaction limit

. ® Fixed amount  £50
AUDITLOGS

g (8 No limit

compan sETINGS

Daily transaction limit

SETTINGS

® No limit

ERMS OF USE

©
@ Hes (@] Fixed amount
D
©

APP TOUR

NS

Authorised signatories and user department heads

& HoM Types of merchants where your card can be used

& NOTFICATIONS

Travel

Hotels and accommodation

TMENTS AND USERS

Restaurants and bars

uel

ental

Entdrfainment
© sermics General retail and wholesale
@ rar Supplies
O s or use Services
® APTOUR Cash
B Losour Miscellaneous

A

Authorised signatories and user department heads

Audit logs

Company settings

(owl?s|

|
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6.6 Replace PIN or Card

This feature is not currently available via
ClearSpend, please call commercial cards
customer services on 0370 909 3700.

If your card is lost or stolen, please call
commercial cards customer services on
0800 092 5202 immediately.

6.7 Report card lost or stolen

This feature is not currently available via
ClearSpend. If your card is lost or stolen,
please call commercial cards customer services
on 0800 092 5202 immediately.

| Home

| Help

Audit logs

Departments |

| Notifications
and users

| Terms and conditions Application tour | Log out

Replace card

Please call commercial cards customer services on 0370 010 1152 for further information.

Report card lost

if your card is lost/stolen please call commercial cardscustomer services on 0370 6000 459 immediately.

Company settings

24
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6.8 Unblock PIN

If a cardholder has entered their PIN for their
commercial card incorrectly three times it will
become blocked. This option allows you to carry Unblock Pin

out the first step of unblocking the PIN; after ATy YO AR URBIEEREHE PIN OB thiSTeard
which the cardholder will need to visit either
an RBS, NatWest or Ulster Bank ATM within
24 hours, enter the card and PIN, select PIN
services and then select unblock PIN.

To unblock a PIN, select Unblock PIN and
Confirm.

6.9 Close a card (Authorised signatories
and user department heads)

To close a card select Close card. Once

closed the user should also be disabled from
ClearSpend. To disable the cardholders Corfiration
ClearSpend user ID please see the web user

This card will be closed immediately. Once the card is closed it cannot be re opened through ClearSpend. However, If

guide. If a user is disabled, they cannot access you need to re open the card please call commercial cards customer services on 0370 010 1152 for further

information. Do you wish to continue?

the web or mobile application.

Please do not use the Close card functionality
if your card is lost or stolen. Please call
commercial cards customer services on

0800 092 5202 immediately.

"This will close a cardholder’s card. Once
closed it cannot be re-opened via ClearSpend,
please call commercial cards customer services
on 0370 909 3700.

25
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In the Audit logs screen, reports can be run
over a defined period of time to see what users
have made changes to the commercial card
account through ClearSpend.

Choose a date range and press Filter to view
the results. Results can also be exported.

| Home

| Help

Departments

| Notifications | Management
and users
| Terms and conditions Application tour | Log out
@ Hove 5 A A A < A A
£ NOTHCATIONS Log
Filter by 12:09-2018 12:09-2018 [i:]

£ OBARIVENTS AND Users

808 anAGEMENT

&

£ COMPANY SETT
COMPANY SETTING!

SETTINGS

HELF

® D © ©

APP TOUR

B Locour

CLIENT_CREATED Abe private Itd

GROUPS_CREATED Abe private Itd

name: Abe privi

enabled: true,

email

Company settings

==
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Contents
Page

Registration,

| User types Activation and Log in

| Settings

The Company settings menu allows changes
to departments and users as well as spend
categories and card controls. Select Company
settings. Company settings will only be
visible to authorised signatories and user
department heads.

8.1 Spending categories

Select Spending categories from the
Company settings menu.

You can set up seven categories for group
purchases undertaken by your cardholders.
This is shown on the Spending screen in the
form of a pie chart. Transactions that don’t
fall under any of these categories are included
under ‘other’.

To change the categories select Spending
categories and tick/ untick your requested
spending categories and press Save.

| Home

| Help

| Notifications

| Terms and conditions

Departments
and users

Application tour

| Management

| Log out

M S

@ HoMEe

) NOTFCATIONS

B DEPARTHENTS AND UseRs
&8 MANAGEMENT

Company settings

Activate card controls

Spending categories

TERMS OF USE

APP TOUR

@ Losour

B Locour
Coutls
&
0 rome
Spending categories
£ NOTIFICATIONS
Select up to seven categories to display on dashboard
£ DEPARTMENTS AND Usess
Selected 7 out of 7 categories
B

Travel

Hotels and accommodation
Restaurants and bars
Fuel

rental
Enfertainment
General retail and wholesale
Supplies
Services

Cash

Audit logs

(owl?s|

|
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Contents | Usertyes Registration,

Page 7P Activation and Log in
| Settings

8.2 Card controls

Select Card controls from the
Company settings menu.

If you would like the potential to use merchant
category blocking and single transaction limits
against cardholders, select Card controls and
select Turn on and Confirm.

If you select Not now, you can always switch
it on later.

| Home

| Help

| Notifications

Departments
and users

Application tour

| Terms and conditions

| Management

| Log out

Card controls

Card controls are active

Company settings
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Contents
Page

Registration,
Activation and Log in

In the Settings screen you can change
your password and notifications.

| User types

9.1 Change password

Select Change password from the
Settings menu.

Create a password for your User ID with more
than eight characters and at least one upper
case and lower case letter and number and

a special character. Then select the Create
password button.

If you are also using the ClearSpend mobile
application, the same password applies to
both web and mobile applications.

| Home

| Help

Depart its
| Notifications epartmen | Management
and users
| Terms and conditions Application tour | Log out

Email

COMPANY SETTINGS
Corporateproductteam@rbs.co.uk

@ HeLr
Notifications
O Ters oF Use
® APTOWR

rd

Card control

B Locour

Cowtty| <
o Hove T ] —r———————
& NOTFCATIONS Settings
f A e——
Name
5] W Cathy Collins
g awrioss

Coutts| &

Q Hove
] NETFEATORE Change password

You will be prompted to change your password every 90 days
& DEPARTMENTS AND USERS

Current password
808 MAnAGEMEN

o map——
& aupirios E Sﬁ

Confirm password Confirm

COMPANY SETTINGS

o

-
p——

Audit logs

Company settings

(owl?s|

|
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Contents Registration, | | Departments | )
Page | User types Activation and Log in Home Notifications and users Management Audit logs Company settings
| | Help | Terms and conditions Application tour | Log out
9.2 Change notifications oty |
. . Q HOME -
Select Change notifications from the [ Notification settings
Settings menu.
. . &R DEPARTMENTS AND USERS ) e
There are two types of notifications that can e —
be used in ClearSpend. — =
Change control updates notify you when a CompANY SETTIGS I

department head has made a change to your

card control.

Send email notficaton

o1 %;

@ Heas
Change control requests notify department 0O mesoruse e ]
heads when a cardholder would like a change, O arTowE

and cardholders when department heads have B tocour P —

approved or declined a request.

You can receive notifications via email or as a
pop-up notification on mobile devices. You can
view all notifications directly in ClearSpend.

Select Card controls. Each notification type
has a slider control to enable or disable each
type of notification.
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Contents
Page

Registration,

| User types Activation and Log in

| Settings

Select Help to view user guides and obtain
further information.

Departments .
| Home | Notifications P | Management Audit logs
and users
| | Terms and conditions Application tour | Log out
@ Hove | B B N W N
& NOTRCATIONS Help
& ow = [) Web User Guide >
G manacereNT [ Mobite User Guide >
8 Aworic General >
Balances and transactions >
Card management >
Notifications >
O TeRMs OF Us
® wrrou
B Lo

Company settings

==
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Contents Registration,

Page User types Activation and Log in Home

| Settings Help

Select Terms and Conditions to review the
ClearSpend Terms.

Notifications

Departments

Management
and users

Application tour Log out

ICATIONS

Terms of use

Terms and Conditions

Last updated: June 06,2018

Please read these Terms and Conditions (*Terms”, *Terms and Conditions") carefully before using (*Coutts”,
“we", "us") ClearSpend application (the *Service") operated by Coutts' third party provider of the service, Spend
Labs, Inc.

Your (the "Business's") access to and use of the Service is conditional upon your acceptance of and compliance with
these Terms. These Terms apply to all customers, visitors, users and others who wish to access or use the Service.

The terms and conditions that apply to the card account(s) (your "Card Product Terms and Conditions") you
(the "Business") access through ClearSpend, also form part of our agreement with you.

Use of your Card services are subject to the Card product terms and conditions, so it's important that you read them
carefully together with these Terms.

To agree to these Terms, Click “Agree”” If you disagree with any part of the terms then do not click “Agree” and do
not access the Service.

|. Communications

You agree and consent to receive lyall s, d ts.notices and disclosures
(collectively,"Communications") that we provide in connection with your ClearSpend account ("ClearSpend
Account’) and your use of the Service. Communications include, but are not limited to agreements and policies you
agree to,including updates to these agreements or policies.

Audit logs

Company settings
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Contents
Page

Registration,

| User types Activation and Log in

| Settings

Select Application tour to see the high level
features of the application in a quick and easy
set of screens.

Depart its
| Home | Notifications epartmen
and users
| Help | Terms and conditions

| Management

| Log out

m EY
&
Q) HoMe

3 NOTIFICATIONS
£ DEPARTMENTS AND st
808 anAGEMENT

B AuoiTLocs

COMPANY SETTINGS

@© serinGs
® rar
D) TeRmsOF UsE

B Locour

Application tour

Select a tutorial, then follow

Add and
invite users

®©

Balances

©

Notifications Transactions Card
® ® controls

Audit logs

Company settings

(owl?s|

|
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Contents Registration, Departments .
Page | User types Aiflva;?olrcw)r;n g Login | Home | Notifications anzpjser:sen | Management Audit logs Company settings
| Settings | Help | Terms and conditions Application tour |

To log out of the application, select L.og out.
The log in screen will appear when logged out.
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