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1. ACCESSING THE SYSTEM

The NAB Invoice Finance (NABIF) system is a service provided via NAB Connect.

A “single sign-on” User ID and Password from NAB Connect and NABIF will be provided for each
designated system user. If you do not have a User ID and Password, please talk to your Account Manager
or Relationship Manager.

1.2 LoggingIn
Access to NABIF is available via NAB Connect. Users can log into NAB Connect by

going to www.nab.com.au

» Select “NAB Connect” from the drop-down box and Select “Login”

nab & Personal Business Corporate About us C NAB Connect

money

Business home > NAB Business Bank Accounts Internet Banking >

NAB Connect

nabtrade

nab &= NAB CONNECT MAB Security | Help | Contactus v/

LOG INTO NAB CONNECT *

EXPORTING
user i TIONAL
PA )

If you have sccess to Intemational
PEYMiENts, you Can now export
information from he Payment

: n easy to read and
eanabh sv format
This new CSV spreadshest will
dispiay information specific to
your international payments such
MAB Connect pazsword, or the one-time asthe rate source, bensficlary
detalis and description fizid.

m your mobile or physical token.

Forgot your password?
 Reagmore @

[[] Remember my User 1D

Get NAB Connect for your business
Find out how to et started with NA Connect

22

Report a hoax Keep your software up we're here for you
o date

UAB, o we help with
Keep softwars on your i

cvrer, e visit.
COVID-19 help:

® Login using your User ID and Password
® Hover mouse over “Products” and Select “NAB Invoice Finance

30f 31



NABIF CLIENTUSER
GUIDE

nab m'E:rE NAB CONNECT gs | Help | Contactus v | Log out

0 Accounts v Payments v Services v Products A Admin v Items awaiting action v I
Corporate Cards f

ACCOUNT SUMMARY ]
i !

<

NAB Transact r

Show Total debit balances  Total cry psition** Welcome 4

All accounts v SbiOGAUD , TradeFinance | T VINCE ~

3 accounis @ Your last login: 9:35 AM AEST, Q
NAB SuperPay Thursday 10 May 2018

Balance Current b Manaj I Print {0 Fagesettings

S gt il it el -l A

1.3 Logging Out

A user can log out at any time by Selecting “NABCONNECT HOME” in the top right-hand
corner of the NABIF application

[&] My INFO | [Z]HELP | NABCONNECT HOME

« Select logout in the top right-hand corner of the NAB Connect page

1.4 System Operating Hours

The NABIF system is locked between 9:00pm and 7:15am Eastern Standard Time/Eastern Daylight Time
(EST/EDT). Locking of the system enables transactions involving data transfer from other bank systems to
be updated.

While the system is locked, information can still be entered and viewed, however, no processing of
transactions will occur until the system is un-locked.
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2. SYSTEM OVERVIEW

2.1 System Sections and Screens

NABIF Home Main functions of the Home screen are:
= OQutstanding Task and Alerts
e Outstanding Funding Requests
e Summary of your ledger
e Return to NAB Connect
Funding Main functions of the Funding screen are:
= Enter Funding Requests
= View history of Funding/Refund requests
= View details of Deposits
Data Main functions of the Data screen are:
= Upload invoices and credit notes
= Attach supporting documents
= View Batch History
= Complete end of month reconciliations
Search The Search option assists with finding a specific
transaction within the system including;
= Invoice Batches
= Funding Requests
e Task and Alerts
Manage Main functions of the Manage screen are:
= View summary of your ledger
o Available Funds
©  Funds Drawn
= View Bank Accounts
= Edit user permissions and information
e Company information and contacts
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2.2 “Breadcrumb” selection trail

When options are selected from each menu, the names of the screens that have been visited are
displayed in a “breadcrumb” trail, across the top of the screen.

J«nab NAB IF HONE | FUNOING | DATA | SEARCH | MaNAGE || g

Client: NABIF Test Client 3 {

MAMAGE -+ ¥IEW LEDGER -+ UNRECOMCILED DEPOSITS

Bank Reference = Deposit Number :
y > | Dol 393085849

-

(3] ooz 292085850 .)

The name of the currently displayed screen is shown in red. Selecting any of the other screens in the
“breadcrumb” trail will return you to that screen.

Browser Back Button — do not use

It is recommended that when using the NABIF system, the browser back button is not used to go back to
the previously visited screen.
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J.  NABIF HOME PAGE

When you first log into NABIF you are directed to the NABIF Home Page.
> LTI oo rvome omma Lsemnen g | o Hiae | wacowecrion

ALERTS
Date Task /Alert Title Severity Target Status Unit
a 10/07/2013 2:58 PM Alert Debtar Commitment Level Exceeded. High URBAN ABL Summary Debtar NiA Admin
Show More Tasks
OUTSTANDING FUNDING REQUESTS
Request 1D Ledger Request Date Funding Amount: Upfront Fees Recovery Amount d Value Status
No items found to display.
LEDGERS
Ledger Name Type Commitment Level Total Debtors Retention Amount Borrowing Base Funds Drawn Funds Available Advanced % Status
B Example Pty Ltd ABL Summary 1,000,000.00 AUD 1,304,500.00 AUD 247,964.00 AUD 856,536.00 AUD 0.00 AUD 956,536.00 AUD F3.3259% Active

3.1 Task and Alerts

A list of Task and Alerts are displayed, in date order, at the top of the Home page. Selecting the “Show
More Tasks” button will open any additional pages.

e Tasks —require you to take action

= Alerts — are a notification message

To see more details about a Task or Alert, select the date (hyperlink) to the left of the task/alert, you will
then be directed to further details. Follow the hyperlinks on the page for more information.

3.2 Outstanding Funding Requests

The Outstanding Funding Requests section in the middle of the home screen displays details about
Funding Requests which are awaiting approval. Select the request ID (hyperlink) to see more information
about the Funding Request.

3.3 Ledgers

The ledgers section shows a summary of the facility position at the current point in time, including the
Borrowing Base amount, Funds Drawn and Funds Available

Select the Borrowing Base (hyperlink) to view the Borrowing Base details

LEDGERS
Ledger Name Type Commitment Level Total Debtors Retention Amount Borrowing Base Funds Drawn Funds Awailable Advanced %
H  Exarnple Pty Ltd ABL Surnrmary 1,000,000,00 AUD 1,304,500.00 AUD 347,964,000 AUD 956,536.00 AUD 0.00 AUD 956,536,00 AUD F3.3259%

7 of 31



NABIF CLIENTUSER
GUIDE

4. OPERATING YOUR FACILITY

4.1 Creating a Batch of Invoices/CreditNotes

Invoices can be sold to NAB via a batch upload into the NABIF system. The information is
extracted from your accounting package and uploaded directly into the NABIF system for

processing.

Data must be extracted from your accounting package into an excel (CSV Comma Delimited) file

format and must only include the following details:
e Date
= Invoice/Credit note number

e Debtor Name

= Amount (inclusive of GST) Example of acceptable file is below

A | B | €& | D E | F |
1 032172013 InvtestDl  Deb 1000
2 02421/2013 ImvtestD2  Debd 2000
3| 02/21/2013 Chltest01  Debd 800
4 | 04/21/2013 invtestD3  Deb2 200
5 | 04/21/2013 irvtest0d  Deb2 15000 \
E | 0502/2013 imvtestDS  Deb3 50000
7 |058/04/2013 cntestD2  Deb3 -12000 Amount
B DEI?QD“ISinﬂ%]E Deb3 \ F000
g
10| Date Invoice Debtor
11 number Hame
4.2 Formatting of thefile
The file must follow the below formatting rules

For further details on how to format your file please refer to Appendix A

Only four columns

The file must not have headings

Date must be in U.S format (MM/DD/YYYY)

Invoices must be a positive value

Credit notes must be a negative value

Amounts are in number format with no dollar signs or commas
Amounts are allowed two decimal places

No totals

File must be saved as a CSV (Comma Delimited) file
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4.3 Uploading Invoices
To upload your file and sell invoices to NAB you will need to;

* Log into NAB Connect

« Navigate to NABIF (for assistance refer to section “Logging in”)
» Select Data from the top menu
+ Select Upload file

e Select “Choose File” (if using Google Chrome or Microsoft Edge) or “Browse” (if using
Internet Explorer) and select the saved CSV file you created from your Accounting Package

e Read the disclaimer and check the box if you agree
+ Select “Upload File”

Note: You will be unable to select upload unless the check box has been selected

You should receive a message on the screen advising “The file was successfully uploaded”

The file was successfully uploaded.

4.4 Errors When Uploading

If the file is not in the required format, as detailed above, you will be unable to successfully complete the
upload.

The NABIF system will advise you of any errors found in your file.

Errors were found. The file was not uploaded successfully.

Line # Error Field Name Description

1 MISSING_REGQUIRED_FIELD Inwaoice Murmber The required field is mizsing.
1 INVALID_MOMEY_FORMAT  Invaice Amount Inualid dollar amount *so,000.00%
2 INVALID_DATE_FORMAT  Invaice Date  Inualid dste "13/04/2013" Required format is MM/DD/YYYY,
4 INVOICE_FORWARD_DATED The invice date is in the future, Invaices cannot be foruard dated,

The system advises which line in the file has the error and then provides a description regarding the
cause of the error.

Errors must be fixed prior to uploading successfully.

Fixing the error may be as simple as re-formatting the file, or you may be required to extract the
information from your Accounting Package again, e.g. in the instance a required field is missing
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4.5 Straight Through Processing

When you upload your batch into the system, if your data meets the required criteria, your invoices are
approved for funding immediately.

Intervention is needed only for exceptions. When an exception occurs, you will be alerted by a system-
generated message (known as a task) and you may also be contacted by a member of our Customer
Service Team. You do not need to wait to be contacted by our Customer Service team. The quickest way
to ensure the invoice is processed and funds are made available is to action the task by providing the
requested documentation (a copy of the tax invoice and evidence of job completion). Refer to section 4.7
(Pending Invoices) for further information on how to provide the required documentation.

4.6 Reviewing your Batch Upload
Once you have successfully completed an upload you can review your batch at any time. The system

holds details of each batch upload.

To locate:
* Select the Data Menu
e Click on the Batch History
Each batch upload is listed in order of most recent to oldest.

To view the batch details, click on the Batch number I.D., this will direct you to the batch details screen.

Batch: 393412946

cliant NABIF Test Chient 3 Inusites Cradit Hotas Totsl fmount
Ledger testclient3 Approved 3 1 $56,500.00
Crestad Gn 4/06,2013 Pending O o $0.00 ._.' Matrix
NHumber Approvedn/a Rejected 0 (] $0.00

Statiis tlosed
Total Purchaze Charges $302.50

Inusies Group: | [ Search |
|| Invoice Summary [ Twee peroved | Pending App | Total ber Approved Required Appi | status |Emor Description |
] 3—%‘?‘:;;;42&013 frwoie: Invoice snfung.nn 0,00 AUD sn;\njg.nn nia nfa Complete
O Hehizmiaiweicer | qoeewe | scoseaun|  sesaus | s0o00aus

293417946 Invoice 500,00 ALUD 0,00 AUD 500,00 ALD nia nfa Complate
i0,000.00 0.00 AUD 10,000,00 i e ST

B Acdil 2013 Tnusices 393412548]  Tnusice e i
o ;3{2122091436‘3'9‘1“ Hotes rgteedit 4,000.00 AUD 0.00 AUD 4,000.00 ALD nta nta Complats
Month & Document Type Amount Pending Approval Status of Invoice Summary

At the top of this screen is a matrix advising the user:
= Date of Upload
= Status of Batch i.e. pending, closed
= Number and value of items approved, rejected, or pending
e Cost of Purchase Charge associated with upload if applicable

Below the matrix, you will find invoice summaries, which make up your batch upload. The system
separates invoices and credit notes for each month into their own ‘Invoice Summary’ as shown above.

By clicking on the ‘Invoice Summary’ name, you are directed to the Invoice Document page and a list of
invoices, which are included in the summary, will be displayed.

Other features included on this screen are:
= Type — details the type of document included in the summary, i.e. invoices or credit notes
= Approved — amount which has been approved for the summary

= Pending Approval — amount awaiting approval, supporting documents required (Refer to Part 4.7
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e Total — sum of approved and pending approval

= Number Approved — not applicable

= Required Approval — not applicable

= Status — Status of the invoice summary itself — does not advise the status of the invoices included
in the summary, it is important to refer to the pending approval column to identify whether any
invoices require supporting documentation

= Error Description — not applicable

4.7 Pending Invoices

Depending on the parameters of your facility, you are required to provide supporting documentation for
invoices if requested by NAB. Supporting documentation includes a copy of the invoice and other
documentation which shows the goods/services relating to that invoice have been completed/delivered
in full.

Invoices in a pending status will require you to supply supporting documentation. The system generates
a task for you and displays this on your NABIF home page.

Actioning the task will require you to attach the supporting documentation. The invoices cannot be
funded until appropriate supporting documentation has been received and approved by NAB.

Note: Only the invoice in a pending status will be withheld from funding, all otherinvoices with a
‘complete’ status will be funded.

To attach supporting documentation within the system you can:
= Follow the links within the task; or
= Navigate to your batch upload — through the data menu

By following the links within the task (on home page) you will be directed to the batch upload which
contains the pending item.

Once in the ‘Batch Details’ screen you can scan the pending approval column and locate which invoice
summary contains the pending item.

e Click into the invoice summary with the pending item

e Sort the status field by ‘Pending’

May 2013 Invoices 393412948

Debtor Narne: | ststud: [Pending v | Search |

Invoice Number Date Debtor Name Invoice Amount status

B 1444 25/05/2013 debtorl S0,000.00 AUD  Pending

B 1aas 13/05/2013 debtorz 10,000.00 AUD  Pending O

e Click on the relevant ‘Invoice Number’ and then select the Attachments tab.

: Document: 1444

Details Related Docs Attachments

Attachment: ‘ |[ Browse.

Attachrment: \ |[ Browse..

Attachment: ‘ |[ Browse..

Attachment: \ |[ Browse.

Atta:hmarvt:‘ |[ Browse.. | Upload an |
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You are now able to locate the relevant documents (previously saved on your computer) and upload by
clicking ‘Browse’, selecting the file, then clicking ‘Upload All’.

Note: You can select up to 5 files to upload at one time. If you need to upload more than 5 files you can
upload the first 5 then repeat the process.

Once supporting documents have been uploaded our Customer Service Team will review and action, by
either approving or disapproving your invoices. Should the Customer Service Team require any
additional information, either they or your Account Manager will contact you to discuss. Once all
invoices have been actioned your batch status will be updated to ‘Closed’ and any additional funding will
be released.

4.8 Locating a Batch Document Type

Each batch received and processed by the system is listed on the Batch History Screen with the most
recent appearing at the top.

You can search for a batch that contains a specific document type by selecting the document type from
the drop-down box.

Docurnent Type: |---Se|ect--- v| Status: Date between:| and: | | Search |

Document types which can be searched are as follows:
= Invoice
= Credit Note
= Journal Entry
= Summary Reconciliation

e Certificate of Debtors

4.9 Accessing Available Funds
Once funds are made available you are able to transfer funds, as needed, via the Invoice Finance system.
All transfers made via the Invoice Finance system will be directed to a nominated NAB trading account.

Your Account/Sales Manager will work with you to confirm this Trading Account when your facility
commences.

To Transfer funds:
* Log into NAB Connect
¢ Navigate to NABIF
e Select ‘Funding’ from the top menu

e Select Enter Funding Requests

FUNDING
ENTER FUNDING REQUESTS

I
FUNDING REQUESTS Please select the Ledger you would like to fund against.

Ledger Name Type Receivables Borrowing Base Funds Available
DEPOSITS

B Example Ledger Pty Ltd ABL Summary 44,075,032.90 AUD 35,148,187.57 AUD 5,479,324.1€ AUD

\l || REFUND REQUESTS

,’\‘“"HM A A il PP <I°"“"“"*IH-"' t}hﬂ P ’\-,_'J-\‘,,_.,.‘m&,_hr\‘_,"".%“"”"\"‘-M

« Select ledger name (hyperlink)
e Enter amount you would like to draw down, note it must not exceed the Total
Availableamount
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FUNDING + FUNDING REQUEST
1
Funding Request
Ledger Example | edger Pty L td
Avaifable For Draw 5,110,420.04 AUD Oraws pending approval by the Nab have been deducted from this total
vailable For Refund 241,427.61 AUD Refunds pending approval by the Nab have been deducted from this total

Total Available 5,351,847.65 AUD Your Request Amount should not exceed this value

Details

“Reques aunt | 100000 AUD

= Gross[v|

Next |

ST SR N T Y I e Lt L R o

* Select Next and then Select next again

e Select Submit

Note: Whenyoutransfer funds, the system may separate the request within NABIF into two categories.
Funding Requests and Refund Requests.

A Funding Request is the amount available as a result of invoices sold to NAB (i.e. 80%, or
advance rate as it applies to you, of invoice value)

A Refund Request is the amount available due to other reasons such as a retention release
(i.e. 20% of deposits received, or retention rate as it applies to you)

All transfers requested are actioned as one amount and will display in your trading account as the
one value requested. The separation into two categories is a display feature within NABIFonly.

Unless further approval is required, funds will be transferred to your nominated Trading account. You
can select NABCONNECT HOME in the top right-hand corner of your screen to return to NAB Connect
where you can review your trading account and transact further.

Cancel

\

Note: Ifyou have not completed the submission of your Certificate of Debtors by the 15" business day all
funding requests will need to be approved by NABupon request. (See 4.11 Certificate of Debtors)

You can view past funding requests completed via the Invoice Finance system, to do this;
+ Select ‘Funding’ from the top menu
e Select ‘Funding Requests’, and/or

+ Select ‘Refund Requests’

4.10 Completing your End of Month Reconciliation

Each month you are required to reconcile the transactions processed to your debtor’s ledger with the
transactions processed by NAB.

To complete the reconciliation in NABIF you are required to:
e Submit the Certificate of Debtors
» Attach a copy of your debtor’s ledger (from your Accounting Package)

In addition, you may attach any other supporting documentation that will assist with reconciliation of
your facility.

Once the above information has been supplied, NAB will validate the data, process any adjustments
required and complete your End of Month reconciliation.

Upon completion of your End of Month reconciliation you may see a change in your
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borrowing base (see section 5). To understand these changes please see section below ‘Summary of your
End of Month Reconciliation’.

4.11 Certificate of Debtors

The certificate of debtors (COD) is a submission of your end of month receivables ledger and is a
required process to ensure NABs funding of your facility reconciles back to data held within your
accounting package.

The COD starts with your opening balance (closing balance from prior month) and asks you
to enter your Funded Debtors Aged Trial Balance as at the last day of the month.

The COD is only available to complete once each month. If you have submitted your COD and later
realised you have made a mistake, please contact our Customer Service Team or your Account Manager
for assistance.

Note: The terms and conditions of the facility require your Certificate of Debtors to be submitted within
the first 5 business days of each month, unless otherwise agreed in writing by NAB.

To submit your Certificate of Debtors
* Select the Data Menu
e Select Certificate of Debtors

* Select Ledger name

] L
*nab MAB IF HOME | FUNDING | DATA | SEARCH | MANAGE

Client: Test Client (
[ DaTa '
s

ul||| BATCH HISTORY

CERTIFICATE OF DEBTORS Ledper

| Exarmple MEW ledger

UPLOAD FILE

IR SOV
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LENT OETAILS + DATA + CIRTIFICATE OF DEOTORS

Cartificate Of Debtars

...............

ook bhe we don't quite balance.

V' s Aget Trl Batence

ot mancnd Cuttes Cutas (F oy

T cortily ot the shove fams are rus and comvect and sppass in the
wenpany’s reconds s ot the date of corticate and | am svtharived 1o
oot he o e

[

» Enter the aging of your debtor’s ledger as at the end of the month under current, 1
month, 2 month, 3 month etc.

Current 1 Month 2 Month 3 Month >3 Months
*Debtors Aged Trial Balance [ o.00] | 0.00] | o.00] | o.00| | o.00] | 0.00]
Percantage [ 0% | 0w | 0% | 0% | 09|

The system will calculate the total Debtors Aged Trial Balance based on the values you
enter.

Note: The debtors aged trial balance must be aged by invoice date.

If you have any excluded debtors do not include these in the totals. The values entered on this page

should relate to funded debtors only

The field labelled ‘NAB’s Funded Debtors Balance as at <date>” is the actual total value of receivables
held by NAB as at the same date. This value is calculated by taking the opening balance, adding any

invoices purchased for the month, subtracting any credit notes purchased, subtracting deposits received

and adjusting for any other items processed during the month by NAB.

The system will check the value of the Total Debtors Aged Trial Balance, as entered by you and compare

it to the NAB’s Funded Debtors Aged Trial Balance.

If these two figures do not match the system will advise there is a variance and the variance value will be

shown in the field labelled “Variance Aged Trial Balance”.
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*Funded Debtors Aged Tnial Balance | .00
Percentage
Variance Aged Trial Balance | -43,239,240.00 e

AS ‘.M~~’“‘.‘I._ ,\ . M~"" ~d

Note: Unless the variance relates to a timing difference, and you have advised us of this in the note section,

thesystemwill processthe variance asajournal adjustmenttoensure NAB’s Funded Debtors Aged Trial
Balance matches yours.

Important: If this variance is a negative your available funds will decrease

In the event there is a variance the system will display some guidance notes to assist you in determining
why.

If, after you enter the aging of your debtor’s ledger, the two values balance, this note will disappear.

Looks like we don't quite balance.

Click on the 'Current Period Details' tab to se= a list of transactions processaed by NAB during the month.

Have you allocated cash to your aged trial balance that was not banked into the Invoice Finance Account in the same month?
Do you have any discounts or journal adjustments we should be aware of?

Have you uploaded all invoices for the month? :
Do you have any cash received during the month which is not yet allocated? .
G
Leave us a note below with any additional information you may have as this will help to explain the variance. ‘

- Max characters: 2000 !

2000 characters left.
Note

" attach Aged Trial Balance )
\'W‘rﬁ\w I, g el ‘*Nwl‘ﬁfdem\r

A Current Period Details report is also available to assist with reconciling and shows all items processed
by NAB during the month.

The report is accessible via the ‘Current Period Details’ tab on the left-hand menu whilst completing the
COoD.

CERTIFICATE OF DEBTORS

CURRENT PERIOD DETAILS

Client: ,
' DATA - CERTIFICATE OF DEBTORS i

Certificate Of Debtors

Drocument Mu

* Enter a comment in the note section if a variance exists or if you have any information you feel
you need to advise NAB.
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Note: You will be unable to submit the COD ifthere is a variance and you have not entered a note. If this is
the case, you will receive the message below

Flease provide NMotes to explain the Variance.

* Read the certification and tick the checkbox if you agree

Note: The COD cannot be submitted unless the check box is ticked

e Attach a copy of the debtor’s ledger, and any other supporting documents below the note
section

e Select ‘submit’

V' Attach #ged Trial Balance ’
i-/ Attach Mon-Financed Debtor Details {if any)

I certify that the above items are true and correct and appear in the
company's records as at the date of certificate and I am authorised to

submit the certificate.

=
e e

Attachment: | || Browse._. |

Attachment: | || Browse...
e, " A g Y P ’ A Mw"\‘,"’ . ‘»«j

4.12 Summary of your End of Month Reconciliation

Upon submission of your Certificate of Debtors NAB will reconcile your debtor’s ledger with the
records held by NABIF.

Details of how your ledger was reconciled, any adjustments required and the impact to your funding are
available for you to view once the End of Month has been completed.

To view these details:
e GotoData
* Go to Batch History

e Search the Document Type ‘Summary Reconciliation’

Docurnent Type: |Summar’y Reconciliation V|

e Select search
e Select the most recent batch number (sorted by date)

» Select the Invoice Summary number for type ‘Summary Reconciliation’
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Summary Reconciliation: 29/02/2016

EXCEPTIONS Aging Summary

0.00 A0

039,00 A0

TOTAL 1P £ runes (43,131.40) A0

AVAILABLE FUNGS A TIR RICONCILIATION YI01037 AV

Fogrores o the Sumrmary Keport are ind stive ased wers Lsban ot the lime of e £ K sec ation subrmenassn.

\\\“\ss\‘\\\-s"'\“\,,0'\\,'"\"~‘

Al s il WAl B . gl ol sl o A o O M e, [k et
This page allows you to view

= Value of Debtors ledger NAB reconciled against

= Debtors exceeding the set limit

* The value of any items carried as timing

e The value of journal adjustments processed to balance

e The impact the journal adjustment had on your available funds

= Your closing balance

= Movement in value of recourse debt from what was being held in the borrowing base before the
reconciliation to the amount entered on this end of month

= Movement in value of debtors not funded due to their limit (if any)
= Value of retention being released from deposits received (not already released)

= Total impact the reconciliation had on your available funds, i.e. an increase or decrease to
available funds

= Expected funds available after completion of the end of month reconciliation (taken at the time
the end of month was being processed)

You can also view a Period Details report which tells you the value of invoices, credit notes, journal
adjustments and deposits NAB had processed during the reconciled month. These are the transactions
which were considered when determining NAB’s Funded Debtors Balance on the COD and therefore the
variance between NAB’s balance and the ledger you entered. These details may assist you in
understanding the outcome of your reconciliation.

To access -

*  When viewing the summary reconciliation batch select ‘Period Details’ tab in the left-hand menu
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DATA » VIEW BATCH - VIEW DOCUMENT

DETAILS

EXCEPTIONS lg'l!!l Summary h‘

PERIDD DETAILS

Aged Summary Following Reco

Funded Amount

Debtor Mame

Debtorl
ﬂ__Mﬂ_“ ‘WM

When you select ‘Period Details’ you will see the following -

DATA > VIEW BATCH - VIEW DOCUMENT

DETAILS Prior Month's Timing - Variance of ATB:

EXCEPTIONS fi

Invoice Number Invoice Date Invoice Amount

0.00 AUD

Invoice Balance

INL Current 404308152 29/02/2016 0.00 AUD

456,320.00 AUD.

Total: 0.00 AUD

Journal Entries
Journal Entry Number Invoice Number Created Date

No items found to display.

456,320.00 AUD

Applied Amount

Total:

Credit Note Number  Invoice Number ~Created Date

0.00 AUD

Applied Amount

No items found to display.

Total:

Deposits

Bank Reference Status Payment Date ~

0.00 AUD

Payment Amount

Applied Auto Match 2/02/2016

54654654 Applied Auto Match  24/02/2016

50,000.00 AUD

Total:

68,500.00 AUD

(NP _camiiat SN o o SN i I W NP W o P P S

Avh gy 0 Mooy A Nl 2R Ny o At By A

You can go back to the summary reconciliation at any time by selecting ‘Details’ on the left-hand menu.
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9. UNDERSTANDING YOUR BORROWING BASE

To access the Borrowing Base
e Select ‘Manage’ tab
e Select the Borrowing Base hyperlink

The Borrowing Base screen outlines the various factors that influence the total value of funds available
to you. It starts with Total Invoices and subtracts each line item to arrive at the Final Borrowing Base. The
underlined sub-headings listed within the Borrowing Base are hyperlinks, which enable you to view the
detail behind each contributing item.

= Total Invoices
o Invoices assigned to NAB
= Funded Debtors Negative Invoices
o Credit notes assigned to NAB
= Excluded Debtors
o Not applicable
= Total Financed Debtors
o Total invoices less total negative invoices
e Exceeded Limit

o There may be some debtors on your ledger for which there is a limit on the maximum
dollar amount outstanding. Should the invoice totals for such a debtor exceed the dollar
limit, the portion above that limit will not be funded.

o By clicking on the ‘Exceeded Limit’ hyperlink, you are taken to a screen that details any
Debtor whose limit has been exceeded and therefore has a portion of its invoices that are
unfunded.

= Concentrations

o A debtor concentration refers to an approved percentage applied to each debtor. The
approved percentage sets out funding rules for the level of sales attributed to one
debtor. For example, your debtor may be approved to a concentration of 25%. If a single
debtor has total invoices exceeding 25%, of the overall Funded Debtor’s ledger, funding
will only be made available for this debtor up to 25% of the overall funded ledger value.

o Should a debtor’s concentration exceed the limit, your Account Manager will review and
may contact you to discuss the option of an increased limit.

o By clicking on the ‘Less Concentrations’ hyperlink, you will be taken to a screen which
shows those debtors, if any, exceeding the concentration percentage set.

e Funded Debtors Recoursed Invoices

o NABIF allows funding on your invoices for a maximum number of days, usually 90. This
means that any debtor that has not paid within 90 days, after the end of the month in
which the invoice is dated, will no longer be funded. At this point it becomes ‘recoursed’.
The Borrowing Base screen adjusts the funds available to you by removing the value of
any recourse invoices.

e Discount Value

o The Discount Value represents the total of all retentions (usually 20% of applicable
invoices) held by NAB until funded invoices are paid.
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e Portion Not Advanced

o The Portion Not Advanced relates to the retention available for refund, due to incoming
deposits, that have not yet been returned to you. If you are on a daily retention release
frequency, there will usually be a zero in this field. The ‘Portion Not Advanced’ hyperlink
will take you to the Reserve Account Summary screen.

o Depending on your retention release frequency, any amount recorded in this section will
be added to your available funds balance at the time of your retention release: daily,
weekly or monthly.

= Retention Adjustment

o This item relates to any adjustments to the retention held by NAB as a result of a
required buffer.

= Manual Retention Adjustment
o This item relates to any adjustment to the retention held by NAB
= Unreconciled Deposits

o Unreconciled Deposits relate to deposits that have been deposited into your bank
account but have not yet been reconciled against invoices within the NABIF system. The
value in the Borrowing Base screen represents all deposits in an unreconciled state and
may be adjusted by the 20% retention released upon receipt of payment. These deposits
will be reconciled by the NABIF system upon completion of your end of month
reconciliation.

= Final Borrowing Base

o The Final Borrowing Base is calculated by taking into account all items explainedabove.

Borrowing Base Summary

Detail Amount Subtotal

Total Invoices 11,010,000,00 AUD 11,010,000,00 AUD

Export To: ©5%_ | Excel | POF
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6. MANAGING YOUR COMPANY'S USER ACCESS

Each user has permissions allocated within the Invoice Finance system that allow them to complete
particular tasks explained in this user guide.

NAB will set up one user (as advised by the Director) within your company with Administration (admin)
access. The admin user is then able to edit the user permissions for staff members who have been
granted access to Invoice Finance via NAB Connect (see 1.1)

6.1 Creating a newrole

Permissions for each user are controlled via a “Role”. You have the option of utilising an existing role or
you can create a new role type. NAB will create the first role for you being “Administration”. The admin
role will have all possible permissions allowed.

You may choose to assign this admin role to other users (see 6.2) within your company or you can create
a new role and choose the functions within the system you would like that role to have access to.

To create a new role:
e Select ‘Manage’ from the top menu

e Select ‘Permissions Manager’ on the left-hand side

Note: Ifat this point you would like to view permission allocated to an existing role you can click
on the role name andyou will be directed to a new page that lists all permission allowed for that
role. You may edit the role by Selecting “Edit”. However, ifyou change the role it will change the
permissions for all users associated to that role.

e Select ‘Add’

JKNab T T Y e e K

Client:

MANAGE

LEDGERS @
Rola Name Status

DEBTORS

oojo

B Account Receivable Role Active

BANK ACCOUNTS B Administratar Active

L d
USERS B 1
L i Activate |[ Deactivate |
H

COMPANY INFO

DEBTOR PAYMENT TERMS

CONTACTS
|

‘ PERMISSIONS MANAGER

« Enter a name for the role you are creating (i.e. you may like to name the role after the job title)
« Select all permissions you would like the new role to have access to

e Select “Save”
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J

* nab NAB IF HOME | FUNDING | DATA | SEARCH | MANAGE | [Emv o | Zluere | nasco:
Client: BOX ABL INC '
i MANAGE 3 ADD USER ROLE :
User Role Details
Rols Typs Client
Status Active
O S Cateqory
[ add Debtar Manage 2
[ Apply Depasit Excess to Draws Deposit )
[  Apply Deposit Excess to Non-Funded €ash Deposit ;
[T cancel cash Apglication Reversals &
[ cancel 1nvoice Reversals J
[ creats and Cancel Funding Raquests Funding Yt
[ creats Refund Requests Manage 'A
[T] Enter Cash Applications Direct Entry z
[ Enter Credit Notes Diract Entry ;
[ Enter Inveices Direct Entry !
TTI Gt eatoes Dirsct Entry &
O Modify Batch Diract Entry )
it sl 1b‘1;‘ Manﬂ;rl

At this point you have created a new role however it has not yet been assigned to a user (See 6.2).

A user without a role assigned will not yet have permissions.

6.2 Associating a role to auser

You may change the role linked to a user at any time. However, you can only do this if you have been

given the permission to do so (the admin user will have permissions to do this)

To associate a role to a user

e Select ‘Manage’ from the top menu

e Select the ‘users’ from the left-hand side

e Select users name

Jknab N e [ T

Client:

MANAGE

[ LEDGERS
| oesrars
-

‘ BANK ACCOUNTS

USERS 1

il

DEETOR PAYMENT TERMS

PERMISSIONS MANACER

\
L

e Select ‘e

User Information

Usemname box
First Name Test
Middle Name
Last Name Box
Status Active
Hire Date
Address

Status Information

Usermame: Last Name status: [-—Select— V| | sesrcn |
Username First Name Last Name Middle Hame Hire Date & Status s [
| B box | Test Box Active |2
Add |[ Activate |[ Deactivate |

dit’

Last Update 20/08/2018 2:37 PM
Status Change 2/11/2017 4:38 PM

User Roles

Role Name

Phone Number
Fax Number
Email 1 Address
Email 2 Address
Deactivation Date

Last Updated By Test Box
Status Changed By Admin User

"H_ administrator,
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« Select the role you want associated to this user. If they already have a role selected, you may un-
tick and select a new role to change their permissions

* Nab Ty ey 7 [ [y

Client: BOX ABL INC

MANAGE - VIEW USER > EDIT USER

[_save ][ cancel |

user Information

Status Information

Last Update 29/08/2018 2:37 PM
Status Change 3/11/2017 4:38 PM
User Roles.

Role Name

[] | Account Racsivable Rale
M | Administrator

e Select ‘Save’

The user will now have permissions (or changed permissions) next time they log in to access the system.

Note: Ifthe user was already logged in when this change was made, they will need to log out and log
back in again to see the change takeeffect

1. INTEREST CALCULATION AND CHARGING

We calculate the applicable interest at the end of each day on the outstanding loan balance (also known
as debit account balance). It is charged to the Invoice Finance Account on the last Business Day of each
month and on the Final Repayment Date of the facility.

You can access information relating to your indicator rate, customer margin, daily interest costs and the
total amount of interest calculated for each period (including the current month) and previous months
by accessing the facility accrual screen within NABIF.

To do this:
* Click on Manage tab

« Click on Ledger name link
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nab

MAB IF HOME | FUNDING | DATA | SEARCH | MAMAGE MELP | NABCONNECT HOME

| client:
| MANAGE
| LEDGERS =
| Ledger Mame Type Cammitment Level Total Debtors  Retention Amaunt Borrawing Base Funds Drawm Funds Available  Advanced ot Status
| peaTors -

PR ) Ast soary 500,000.00 AUD  7,362420.00 AUD 540437100 AUD 155004800 AUD  (4.453,145.14) AUD 4853, 14114 AUD O —

|l company nFo

| DEBTOR PAYMENT TERMS

| CONTACTS

|
PERMISSIONS MANAGER

»  Click on Facility Accruals tab available in left pane

MABOONNECT HOME

Jknab

Client:

NAB IF HOME | FUNDING | DATA | SEARCH | MANAGE | | B my wro | (7] nee

MANAGE + VIEW LEDGER

| oerans
i —| tedger Information AR Infarmation
| RECEIVABLES
| Name Currency

| oestons = Ledger Number Status
L Upload Type Ledger Type
{ hra e Upload Frequency tvoice Uplaad Count
i CONTACTS — fEde Mailing Address
| [ RESERVE ACCOUNT NABAF Aechast  Funding Account

= — Account Name. Accaunt Name

[} EORROWING BASE

FACILITY ACCRUALS

+ Select the effective date to see a daily calculation of the interest rate, drawn balance and
accrual.

MAB IF HOME | FUNDING | DATA | SEARCH | HANAGE | @ mvanFo | [Z]HELP | NABCONNECT HOME

Jknab

Client:

MANAGE + VIEW LEDGER

| oETALS Effective e Interest Charged/ Accrued

| RECEIVABLES o M LN

DEBTORS

| AUTO FUNDING
| contacts
| [l RESERVE ACCOUNT

[ BORROWING BASE

FACILITY ACCRUALS

Export To: CSV | Excel | PDE

the day’s
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APPENDIX A

Excel File Details

In order to sell invoices to NAB you will need to export an invoice listing from your Accounting Package

into an excel format. The excel file can then be uploaded into NABIF.

When exporting only the following fields are required:
* Invoice / Credit Note Date
* Invoice / Credit Note Number
e Debtor Name
= Amount (inclusive of GST)

Below is an example of a validfile

A | B | ¢ | b | E | F | G |
1 |0321/2013 Invtestdl  Deb 1000
2 | 02/21/2013 Invtestd2  Debi 5000
3| 02/21/2013 Chtest01  Deb1 -800
4 | 04/21/2013 invtest03  Deb2 200
5 | 04/21/2013 irvtest0d  Deb2 15000 \
5 | 05/02/2013 invtest0s  Deb3 50000
7 | 0504/2013 cntestD2  Deb3 -12000 Amount
= Daffamainw%m Dieh3 \ 5000
g
10| Date Invoice Debtor
11 number Hame

Formatting of the file

The file must follow the below formatting rules:

Only four columns

e The files must not have headings

e Date must be in American format MM/DD/YYYY

= Invoices must be a positive value

= Credit Notes must be a negative value

= Invoice amounts are in a number format with no dollar signs or commas
= Invoice amounts are allowed two decimal places

= No total

= File must be saved as a CSV (Comma delimited) file
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How to Format Each Section of the File

e ColumnA
e Column A must consist of the Invoice/Credit note date
* Any other text entered into this field will not be accepted by the system
+ Date must be in American date format MM/DD/YYYY

If data is not exported from the Account Package with the date in the correct order you can reformat
within excel by:

ELI File Edit Miew Insert  Formak  Tools Daka  Window H
VR TRV AP N e A R

i @) Snaglt | | window [Auto scroll] - !

Al A 01/21/2013
A % BE | ¢ | D | E |

1 |01/21/201% Invtest011 Deb 1000

2 10172172012 Invtest021 Dehbi £000

3 10172172012 CMtest011 Deb1 -800

4 |02/21/201% invtest031 Deb2 200 Incorrect
£ |02/21/201% invtest041 Deh2 15000

| 20372013 invtest051 Deb3 0000

7 | 40272013 cntestD21 Deb3 -12000

8 |03A5/2012 invtestl51 Deb3 RO00

g

10

11

e Highlight column A by clicking on the A at the top of the spreadsheet
* Hover mouse over the shaded area

e Right Click the mouse button

» Select Format Cells

» Select Custom

« Type mm/dd/yyyy
« Click OK
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Format Cells

Mumber | Aligrment Font Border || Patterns | Protection
Cateqory: Sample

General 01fz1f2013

Murnber

Currency Twpe:

Accounting I

Diate mmfdd/p ey

Time # o e

Percentage dfrnnn e b

Fraction d-romm-yy

Scientific d-rornm

Text Mmm-4y B

Special h:rm AMPM

(YT | |himmiss Avey v
Type the number Format code, using one of the existing codes as a starting
paink,

[ ok ] [ Cancel

@_] File Edit Miew Insert  Formak  Tools  Daka  Window  He

HRNETE NN WP e A Rl

: 4@ Snaalt (= | window [Auto scrall] - !

B1 f Irwvtest011
A BE | ¢ | D0 | E |

1014212013 Invtest011 Deb? 1000
201212013 Invtest021 \Deb s000
3 |01421/2013 CNtest011 Deb? -800 Correot
4 |02/21/2013 invtest031 Deb2 200
8 02212013 invtest041 Deb2 16000
B 030272013 invtest051 Deb3 &0000
7| 020472013 crntestD21 Deb3 -12000
8 |03A15£2013 invtest0B1 Deb3 BOOO
9
10
e ColumnB

e Column B must consist of the Invoice/Credit Note number
e Invoice number can consist of numbers and letters

If, upon exporting from the Accounting Package, the invoice/credit note number is not in the correct
column order you can reformat within excel by following the below steps:
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@ File Edit Miew Insert  Formakt  Tools  Data  Window
HRNER" A= NNk A N TR AR B

: 4 Snaglt ' | window [Auto scroll]  w !

FE = A&
A | B | ¢ | D™ E

1 [01/21/2013 Deb 1000 Invtestd? 1
2 (01/21/2013 Dehi 5000 Invtest021

3 (01/21/2013 Debl 500 ChtestO11

4 |02/21/2013 Deh?2 200 invtestd3 1 Incorrect
5 |02/21/2013 Deb2 15000 irvtestDd

B |03/02/2013 Deb3 50000 invtestls]

7 |02/04/2013 Deb3 12000 entest021

8 |03/15/2013 Deb3 OO0 invtestOE ]

g

10

11

« Highlight the column by clicking on the letter at the top of the spread sheet
* Hover mouse over the shaded area

e Right click the mouse button

e Select cut

e Right click on cell B at the top

e Select insert cut cells

|3_le File Edit “Wiew Insert Format Tools  Data  window  He
HRNE=N" = NN A N RN A RN
: & snaolt (= | window [Auto s);rnll] - !

B1 - 4Inﬂest[l11
A | B ¢c | o | E |

1 |D1/21/2013 Invtestd11 Deb1 1000
2 |01/21/2013 InvtestD21 Debi £000
3 |01/21/2013 ChNtestD11 Deb1 -B00 COITECt
4 |02/21/2013 linvtest031 Deb2 200
5 |02/21/2013 linvtest041 Deb2 15000
B | 0302/2013 invtest051 Deb3 £0000
7 |02/04/2013 entestd21 Deb3 -12000
8 |03/15/2013 invtest0B1 Deb3 FO00
ER
10
e ColumnC

e Column C must consist of the Debtor’s name
e Debtor name can consist of letters and numbers

If the Debtor name is not in the correct column follow the following steps:
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@_1 File Edit Miew Insert  Format  Tools  Data  Sind

HRRE=N" NI REN A N W= RN A B

: @) snaglt [ | window [.ﬁ.utﬂ scrall] = !

H10 v ﬁ
A [DBE ¢ | D [ E

1 |01/21/2013 Debf Irwvtestd11 1000

2 |01/21/2013 Debl Invtest21 5000

3 |01/21/2013 Debi Chtestd11 -A00 |ncorrect
4 |02/21/2013 Deb2 invtest31 200

5 |02/21/2013 Deb2 invtest041 15000

B |03/02/2013 Deb3 invtest051 50000
7 |02/04/2013 Deb3 cntest021 -12000
B |03/15/2013 Deb3 invtestln1 RO00

ER

10 |

11

Highlight the column by clicking on the letter at the top of the spread sheet
Hover mouse over the shaded area

Right click the mouse button

Select cut

Right click on cell c at the top

Select insert cut cells

@_1 File Edit Miew Insert  Formak  Tools  Daka  Window  He

HRNEER" BF= NN A s W N - A RNl

: 4@ Snanlt (= | window [Auto scrall] -
- B Irvtesidli

B1
A | B | e™ D0 | E |
1 [01/21/2013 Invtest011 Debd 1000
2 |01/21/2013 InvtestD21 Deb 5000
3 |01/21/2013 CNtestD11 Debd -500 Correct
4 |02/21/2013 linvtest031 Deb2 200
5 |02/21/2013 linvtestD41 Deb2 15000
6 |03/02/2013 linvtestD51 Deb3 50000
7 |D2/04/2013 crtest021 Deb3 -12000
8 |03/15/2013 linvtestD51 Deb3 000
ER
10
e ColumnD

Column C must consist of the Invoice / Credit Note amount
Invoices must be positive

Credit Notes must be negative

No commas

No dollar signs
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e 2 Decimal places allowed

*  Numbers only

e Must be inclusive of GST

If upon exporting from the Accounting Package the amount is not in the correct format follow the below
steps:

)

IRRE=R" R RN A N = N=-N A B

File Edit  Wiew

Insert  Formak

Tools  Daka

| @) Snaglt | | window [Auto scrall]  w !

e Select number

Select format cells

Right click the mouse button

e Select 2 decimal places

G3 = A (
A | B c | D | E

1 |01/21/2013 Deb! Invtest011 § 1,000.00
2 |01/21/2013 Deb! Irwtest021 § 5,000.00
3 |01/21/2013 Deb! ChtestD11-§ 80000
4 |02/21/2013 Deb2 invtest031 §  200.00
5 |02/21/2013 Deb2 invtest041  §15,000.00
B |03/02/2013 Deb3 invtest051  §50,000.00
7 |02/04/2013 Deh3 cntestd21 -§12,000.00
8 |03A15/2013 Deb3 invtest06 1§ B,000.00
-

-

Hover mouse over shaded area

e Un-tick the ‘use 1000 separator (,)’ field

e Click ok

Incorrect

Highlight column d by clicking on the d at the top of the spread sheet
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Farmat Cells
Mumber | alignment | Fort | Border | Patterns | Protection |
Category: Sample
| General 1000,00
(horber | e
Currency Decimal places: |z -l
Accounting '
Date
Tirne [ ] Use 1000 Separator )
Percentage - -
Fraction I'lie_gatwe.numbers.
Scientific -1234.10
Texk 1234.10
Special
Custom -1234.10

Mumber is used for general display of numbers. - Currency and Accounking
offer specidlized formatting For monekary value,

L (9] 4 ][ Cancel J

@J File Edit ‘iew Insert  Format  Tools  Data  iindow
N A AT R AR

& Snaglt |ﬂj | window [Auto scrcl] =

o1 v A 1000 F
A | B | ¢ | D E

1 [01/21/2013 Deb!  Imvtestd1  1,000.00

2 [01/21/2013 Debl  Invtest021  5,000.00 Correct
3 [01/21/2013 Debl  CMtestdl1  -B00.00

4 |02/21/2013 Deb2  invtest031 200.00

5 [02/21/2013 Deb2  invtest041  15,000.00

B |03/02/2013 Deb3  invtest051  50,000.00

7 |02/04/2013 Deb3  cntestd21  -12,000.00

8 [0952013 Deb3  invest0B1  6,000.00

10

Note: Data mustnotexistinanyother columns. Ifany other data has been exported, it must be deleted
from the excel spread sheet

Saving the File as a CSV

Once the file is in the correct format it must be saved as a CSV (Comma delimited file)

Note: If the file is not saved as a CSV the file cannot be uploaded into NABIF

e Click on File
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+ Select Save As
* Locate where the file should be saved on your computer

e Name the file (can be named anything)

*  From the drop-down list next to ‘Save as Type’ select CSV (Comma Delimited)

Save s
Save in; |@ Deskkop v| @12 | @ X oy BB~ Toosr
’@ "
My Docurnents |
=i

My Computer

e

Home Drive

S

Favorites

File: name:: |inv0ice upload)| v | | Save _]
Save a5 bypet |y (Comma delimited) : cancel | |

e Select ‘Save’

e« Close File

Note: Do notre-open file untilit has been uploadedas formatting can revert upon re-opening of the file. If you
do open file close without saving and formatting will remain. Alternatively, you can leave file open after first
formatting while you upload provided it has been saved correctly.
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