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Novuna Business Cash Flow, Credit Protection

1. How do | Login/Forgotten My
Password Credit Protection System?

The web site address for the Credit Protection (CP) system is:

https://novuna.e-bonded.com/

Once we have set you up on the system you will receive an email from user@e-
bonded.com containing a hyperlink which allows you to login into the system.

For security purposes, each user of the system must have their own individual login
and separate email address

Please note that you have 7 days in which to click on the hyperlink contained in the

email. If this 7 day time limit is exceeded then we will have to resend a password
email notification and you will need to follow the steps described above.

| have forgotten my password?

If you have logged in previously and then subsequently forgotten your password, the
system has a forgotten password functionality.

For security reasons, we will not have access to your log in details and the only way
to log in will be to generate new log in details through the "Forgotten Password"

facility.

From the main log in page click on the “"Forgotten your Password or Keyword?"

Please note that passwords are case sensitivel

Username/Email: = w
Password: * L
{character 1)
Keyword: =
{character 6)
[Login

Forgotten your Password or Keyword?

hyperlink which takes you to a page requesting your email address.
Enter your email address which must match your username and press "Reset
Password"

Forgotten Password

To reset your password or keyword, please enter your email address.

Emall Address: *

| Resel Password |
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You will then receive an email from user@e-bonded.com containing a hyperlink which
will allow you to reset your password. Click the link and follow the instructions on the
system providing a new password and keyword. When complete click "Save Changes”
and you will be sent to a new page containing a hyperlink to the log in page.

YOU MUST ENSURE THAT YOU LOGIN TO THE SYSTEM ON A REGULAR BASIS. WE WOULD
SUGGEST ON A DAILY BASIS, BUT AT LEAST TWICE A WEEK SO THAT YOU ARE AWARE OF
ANY CHANGES TO LIMIT APPLICATIONS THAT MIGHT HAVE TAKEN PLACE.

You are now logged onto your Home screen

i NOVUNA BUSINESS CASH FLOW DEMO CLIENT Annual Protected Limits Review
ovuna
Business Cash Flow

Home My Acesunt  Legeut

i) My Account - Account Details

Cutormee bon-Paymest &

oo Cee ( Account Details | Praferences | Change Passwerd )
Anewasl Runvews

Account Details
User ID (Login Nama):
First Nama: *
Last Nama: *
Phone Numbar:
Email. *

Confir Emall Address: *

Save ABack Save  Back

e At the top right-hand corner of the screen you will see a circular icon. This is a
timer and will count down and show how much time is available before the system
automatically logs you out. You can click on the icon at any time to reset the timer.

e Your name and company name is visible at the top of the screen page.

e The home page includes additional features including an informative dashboard
containing information "Gadgets" and a "My Account” facility.
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1. How do | Login/Forgotten My Password
Credit Protection System? (Continued)

e By clicking the Manage Gadgets tab in the top right-hand corner you can see
a list of the Information Gadgets available. These Gadgets can be added and
removed by clicking the "Add" or "Remove” button.

rJOVUnG NOVUNA BUSINESS CASH FLOW DEMO CLIENT Annual Protected Limits Review 017082020
Business Cash Flow

Heme My Aeeound  Logout
Snarch F ke

Home
Cuntomen Hon-Payrant &
e -
Anvasal Rirviews In order lo you et e g Rodger e

- ¥ check o proteched lmits in foroe for your cushomans. . af least monthiy
pieiiel [

Manage Gadgets

Tie Doscription.

IProfected Limit Avadibary Diaplarys the mumber of proteced Smis avalabie, usad and nemaining for sach region.

Ll Princdis acoedt 10 et orines.

Dpen Arosasl Resvienw Couridown Displarys. vy Al Rieviows that have & renewsl date wilhin B remender pariod Akt

incasat Cuntormas Hon-Paymen! Changes Prorickin 8 it of By el il changms I Esslort mon faymants. et

oot Protected Limt Changes. Provides & kst of B most fecent dhanges 1o proteciod ks, At

e The News and Reminder Gadgets cannot be removed from the home screen.

e Information highlighted in red within a gadget means there is a hyperlink to
additional data.

e You will also see a "My Account” tab in the top right-hand corner. There are 2
facilities in this new function, "Account Details” and "Preferences”

e "Accounts details" allows you to change your personal details including name,

contact number and email address and you can also change your password and
keyword.

rJOVUnG‘ NOVUNA BUSINESS CASH FLOW DEMO CLIENT imits Review
Business Cash Flow

Hame My Azsoud  Logsut
e My Account - Account Details
Cuatoman HonPayrant &
i it ( Account Details | Prafermnces | Change Password )
Arvunl Reviews.

Account Detalls

Wsar ID (Lagin Nama):

First Name: *

Last Name: *

Prcna Numbar:

Email: *

Confirm Emadl Address: *

Save L Back  Sawe Back
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e The "Preferences"” tab allows you to amend the aesthetic quality of the screen
including the width.

N ovu nc LA R e e e Annual Protected Limits Review 0110872020
Business Cash Flow
Home MyActount  Legout
st i My Account - Preferences
Custemer Non Payment &
Fporing Certee ( Azeount Dotoils | Prefetences | Chango Passwend )
Anruul Raviews.
Preferences
i parcant i
[1oo% Current widi: 100%

() Pacals
' pMaximum Content Width:
® Restrict by screen

) Restrict by conlent pane

oE

e Ensure "Save’ is pressed once any changes are made

¢ Once any amendments/changes are made you can return to the home screen by
clicking "Home" in the top left-hand corner.

In cadar 1 maka sirs you gat the maximum peotection far your salas lacgar remembar lo:

+ REGULARLY chack the protected limits in foroe for your customers.... st least monthly.
+ DON'T forget lo apply for protected limits for new customers.
i ta A

1

Manage Gadgets
Tite
Protected Lisit Avaiibilty
News
Opn Anrrual Rining Countdown
Recent Gustomer Non-Payment Changes

Recant Protacted Limi Changes

reporting when naeded

Dascription
Diispilays the number of protected limits avaisble, used and remaining for each region

Provides acooss 10 nows antries.

Displarys any Anvwial Risdaws thal have 8 rendwal date within I refider pefiod Add
Provides a list of the mast recent changes 1o customer non-paymants. Add
Mllmdmmrmmrmmmmﬂlmﬂl Add

On the left-hand side of the home screen you will see listed the MAIN MENU options

available.

e Protected Limit Centre

e Changes to Protected Limits

e Search Failure

e Customer Non-Payment & Reporting Centre

e Protected Limit Charges Centre

e Annual Reviews
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2. How do | Request a Protected Limit?

Select: Protected Limit Centre. The following sub menu options are available:

¢ Apply for a New Limit
e View All Limits

Select the country from the drop-down list (default country is UK).
You can search for the company by:

e Business Number
e Business Name
e Telephone Number

It is only necessary to complete one of these fields. If the business name option is

used,
the more information you can provide the more accurate the results will be.

rJOVUnGS NOVUMNA BUSINESS CASH FLOW DEMO CLIENT Annual Protecbed Limits Review 01/0%2020

Business Cash Flow

Heme My Azcoust  Logout
Protected Limit Centre - Apply for a New Limit

Company Lookup

Salect 8 Country: Unéed Kingdomn bl
4 Search for Company by: * ) Business Numbar @ Business Name ) Talephona MNumber
Company Name: *
Addrass:
City:
County
Past Code | Zip:

If you wish to search by Business Number, then choose "CHO" (Company Registration
Number).
If you choose business name, please complete the fields and then press “Search”

button.
The system will now search for the company details.

The "Company Lookup Result" is displayed.

PJ Ovunq“ NOVUNA BUSINESS CASH FLOW DEMO CLIENT Annual Protectsd Limits Review 01108

Business Cash Flow

Home MyAccount  Logea
Protected Limit Centre - Apply for a New Limit

Company Lookup Results

Husnber of compankes found matching your search criteria: 25 (5]

Teasing anon Onaef Peas Prane —

Roagpa .
Commpary Mame b i et et Town Couwty [ 4
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If you search by the company name, a list of all companies found is displayed by the
system. If there are multiple entries listed, then scroll through the list until the correct
company is located.

Click on company name hyperlink

If you cannot identify the correct company, please go to Search Failure menu option
and follow the instructions "How do | search for a customer | have been unable to
find?".

It is essential that the correct company is found. It is your responsibility to ensure that
you identify the correct company. In the event of any Customer Non Payment, if you
have not chosen the correct company this could invalidate your submission.

The next page asks you to apply for new protected limit.

Complete Protected Limit Required box. — (only put in numbers — no £ signs or
commas.)

If you are dealing in a foreign currency, you will need to do a conversion into the
sterling equivalent and apply for the sterling equivalent.

The system asks if customer is overdue, please click No or Yes. The question mark icon
will provide an explanation regarding overdue invoices.

You only need to choose Yes if a customer has invoices which are overdue in excess of
the 60 days maximum extension period in your contract.

Hovuna | ¢ sumgie cient - 9000008001 GBF = e

Top 30 Debton Drabrton Martens e
- N

Faema 10, ity o Fosicode

QOO0 GEF000000IE 00T OBF (DERTZ) Q.00 08 000 GEF

st T

Debter Reference

0000005001 GBP-OO

2/001 GBP (SAMPLE1)

0000005001 GBP: 11 GBP (SAMPLE3)

0000005001 GBP
0OG0005/001 GEP:
0000005001 GBP:

0000005/001 GBP-00

01 GBP (SAMPLE2)
01 GBP [SAMPLES)

5/001 GBP (DEBT1)

3/001 GBP (DEBT2)

& inerm in teal

Please enter the debtor number from your client portal. (Please leave out the
proceeding 0000's).
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2. How do | Request a Protected Limit?
(Continued)

Press "Apply” or "Cancel”

Request New Protected Limit
Protected Limit Required (£): *
W Customer Overdue: @nNo Oves

Wour Reference;

W Agdilional Comments:

Once you have applied for the protected limit, the results will be displayed. The
application will either be approved immediately or referred to underwriter.

If the application is successful, the system will show:

rJovUnGx NOVUMNA BUSINESS CASH FLOW DEMO CLIENT Annual Protecbed Limits Review 01/0%2020

Business Cash Flow

Hame My Accoust  Logout

Protected Limit Centre - Apply for a New Limit

Results

Comgpany Name:

DUNS Mumbar

Ceenparry Mumber.

[Effective Date:

Protecied Link Crarpes Gentra. L Sty

If the system has been unable to give a decision automatically, the decision will be
referred to underwriter.

rJovUnqx NOVUMNA BUSINESS CASH FLOW DEMO CLIENT Annual Protecbed Limits Review 01/0%2020
Business Cash Flow

Heme My Acecust  Logout

Protected Limit Centre - Apply for a New Limit

Results
Company Name:
DUNS Mumber:
Company Number,
[Effective Date:

Limit Status:

10
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You can see the decision displayed in the VIEW ALL LIMITS section. The system will also
generate an email to your nominated email address.

PJ Ovunq“ NOVUNA BUSINESS CASH FLOW DEMO CLIENT

Businass Cash Flow

Home

Protected Limit Centre - View All Limits

History

ROVUNA FLOW

Agproved Dale Requested Prolecied Limit Approvedd Protocied Ll Customer Ovendus? Protecied Limit Status

Undinerier Gomments Addilional Comments

Protecied Limé Changes Centra

11
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3. How do | Change an Existing
Protected Limit?

Go to Protected Limit Centre and choose View All Limits. Click on the Requested
Protected Limit value

rJOVUnc; NOVUNA BUSINESS CASH FLOW DEMO CLIENT Annusl Protectsd Limis Review 0110942020

Business Cash Flow

e My Accoust  Logout

History
ETams e =
[ron amit Apge ¢ Protectnd Limid Sisha Urderritor Corments Bastonal Commats
Changes 1o Prokecied Limis
‘Search Falure
Customer NonPayment &
Raparting Centre

It is possible to increase or decrease the limit value using this option

Once you have chosen your customer limit the process is exactly the same
previously explained above, Apply for a New Limit.

Eﬂmoﬁx‘ymoq' NOVUNA BUSINESS CASH FLOW DEMO CLIENT mumwmummmoj

L My Account  Logaut

Protected Limit Centre - Apply for a New Limit

C Details
bt DUNS Numbar:
Lirnt Hatery
Companty Name:
Charge o Puctscied Limity
Sawen Fanen Aoy,
Casermae Nor Payint & Ccay:
Feportig Certr
Protected Lint Charges Centra County ! State:
Anvesad it Post Code [ Zip:
Ceuntry:
Phane Number:
Company Number:

Parent Comparry:

Utiimate Parent Comparry:

Request New Protected Limit
Protecled Limit Required (£): *
W Customer Cvardue: @ Oves

Your Reference:

W Additianal Commants:

Press "Apply” or "Cancel”

12
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The limit will either be automatically approved for the increase or will be referred to

rJovunq“ NOVUNA BUSINESS CASH FLOW DEMO CLIENT Annual imits

Businass Cash Flow

Home My Account  Logost
Protected Limit Centre - View All Limits
Customer Details
DUNS Number.

Company Name:

Past Code:

Counary:

Phona Number:

underwriter.Press Continue and the system will return to the View All Limits screen and
you can see if the current Requested Protected Limit Value.

r‘lovunqa NOVUNA BUSINESS CASH FLOW DEMO CLIENT Annual imits

Businass Cash Flow
Home MyAecount  Legont

Protected Limit Centre - View All Limits

Cuslomer  Company ey Custemer Roquosind  Camerd Prolocied Appravest
R DUNS M, Countey Pootected Limi Limt Cate L Undureriier Comments

Cranges ta Protected Lt

Saarch Fabars.
Customer bon-Fayment &
Reportng Centre

Frotecied Lim Charges Centre

If the system has been unable to give a decision automatically the decision will be
referred to underwriter.

You will be unable to amend a limit that has been referred to underwriter

Lt Histary

Changss o Profectes Limits
Swarch Faare

Laptzmer

Regotng Cactes
Protacisd Limt Charges Contra.

Once the limit has been answered by the underwriter you will then be able to change
the limit.

13
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4, How do | View Limit History for an

Individual Limit?

Select "View All Limits" and click on the customer name.

MNOVUNQ o susiness casn rLow oewo cuewr

Business Cash Flow

Protected Limit Centre - View All Limits

- — Customes zmﬂnﬂ Cuslomer Roguested  Cument Protocied Apsroved

DUNS Couniry Proascios Limit Lime Cate L Nrasme Comrerts

Annisal Probecled Limats Review 017032020

My Accoust  Logout

(5

sl
Comments.

Once you have clicked on the customer name you are able to see the history of the

chosen customer limit.

QJHQXB"L!QO‘ NOVUNA BUSINESS CASH FLOW DEMO CLIENT

Protected Limit Centre - View All Limits

Histery

~ASOA STORES LIMITED (212168009)

Protectad Lamst Chavgess Contse

Acproved Date Finqussied Protecied Limit Approved Prolecied Limit Cusiomer Cvardu Protecied Limd Stass Underwriter Commanis. Adciionsl Commants

Annual Protected Limits Review 01082020

MyAcoount  Legout

Choose Back button to return to the View All Limits screen. This table can be sorted

by clicking the column headings and references can be added here.

Your current limit will be displayed in BOLD and you are able to view any underwriter

comments.
e Click on the customer's name to view limit history.
e Click on Duns number to verify the address.

e To change an existing limit click on requested limit value.

14
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5. How do | View Customer Detaqils?

From the "View All Limits" screen click on Duns number

rdovuno‘ NOVUNA BUSINESS CASH FLOW DEMO CLIENT Annual Protected Limits Review 01/002020

Business Cash Flow
Home MyAscount  Lagaut

Protected Limit Centre - View All Limits

Appiy for & New Lima

= oy History

EO. bain ae
[ Agproved Datn

it Ap Limit Custornar Overdus Protected Limit St Underwriter Commants. Addional Commants

Crugen o Proteced Lents
‘Bearch Falure

Gusiomer NonPayment 8
Foaprting Canire.

Pruected Lt Cnavgss Centte

Arvual Raviess.

Once you have clicked on the Duns number the screen below will be displayed which
shows customer details but also parent and ultimate parent if applicable.

Click the Back button to return to View All Limits screen.

rJovunc“ NOVUNA BUSINESS CASH FLOW DEMO CLIENT aal imits Roview 01/02/2020

Business Cash Flow

Home Wy Account  Logout
Protected Limit Centre - View All Limits
Customer Datails
DUNS Number:

Company Name:

County/State:

Post Code:
Coundry:

Phone Number:
Fax Numger:
Company Number:
Trading Style:
Parent Company:

Utimate Parant Company:

15
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6. How do | Check Any Changes to
Customer Limits?

The Changes to Protected Limits area allows you to view recent limit applications,

limits currently on review awaiting a decision from underwriting, and a list of any
limits that have been reviewed or monitored.

3 NOVUNA BUSINESS CASH FLOW DEMO CLIENT Annual Protected Limits Rewview 01/08/2020)
ovuna
Business Cash Flow

Hems My Account  Legeut

Changes to Protected Limits

The Cheanges to Prolected Limits ansa allows you bo view recent imil applications, limits currenly on review iwaiting a decision from undenwriting, and  list of any Emits that have been reviewsd or
maniorad,

In order to see if there has been any changes to limits in the last 14 days, select
"Changes to Protected Limits" and then "Recent Limit Changes".

EJOX“UF‘QG- NOVUNA BUSINESS CASH FLOW DEMO CLIENT Annual Protected Limits Review 01/08/2020)

o My Acesust  Logout

Changes to Protected Limits - Recent Limit Changes
(5]

Unenatier Commerts

Cammmer Name: Customer DUNS  Fiequesied Prolecied Lima  Appeoved Protected Limi  Previous Prolecisd Limit - Change Approved iate Status.

Protesied Limd Crarges Cocire.

This screen displays if there has been any new applications, any changes to existing
limits and monitored limits for the past 14 days. Click on customer name hyperlink to
review the limit history of an individual customer.

To check any limits which haven't yet been answered by the underwriter, select
"Changes to Protected Limits" and then "Limits on Review".

PJOVUnG. NOVUNA BUSINESS CASH FLOW DEMO CLIENT Limits Review

Business Cash Flow

Hame

Changes to Protected Limits - Limits on Review

Camernar DUMS Foncpamatet Protectied Limit Brmmec

Protected Limit Charpss Centra

16
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7. How do | search for a customer I've
been unable to find?

If you have been unable to locate a customer from the company lookup page, this
area allows you to request a more detailed search for a company.

Please ensure you have searched for your customer through the Protected Limit
Centre before using this function.

Please note that it can take up to 10 working days to complete the process. You will
need to check the system regularly for any updates.

Select "Search Failure"” The following sub menu options are available:
e New Search Request

e Outstanding Requests

e Completed Requests

To request a search failure, choose "New Search Request” and complete details. All
fields marked with an asterix (*) are mandatory.

rJovunca NOVUNA BUSINESS CASH FLOW DEMO CLIENT il imits Ravi

Businass Cash Flow

Home My Actoust  Legout
Search Failure - New Search Request

Search Details

Please provide as much information as possible on the company you are trying to identify. Fields marked with * are compulsory.
Please note that requests can take up to 10 warking days o be complated. You will need to check the system regulary for Lpdates.

Cuslomer Name: *

GCustomer Trading Name:

Customer Trading Style:

Headquarters/Branch Private Address:

Business Addrass: *

PostcodeZip: *

Country: ©  United Kingaom v
Taleghone Numbers: *

Cortact Person:

Registration Number:
Any Additional Infarmation:

We will use and disclose the information provided in this form 1o Dun & Bradsirset and (o the Undereriters for the purposes of
investigating and confirming the business.

S Fcur

Press "Submit Request” to submit your request.

17
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7. How do | search for a customer I've been
unable to find? (Continued)

In order to view any outstanding requests, select "Search Failure”. The following sub
menu options are available:

e New Search Request
e Outstanding Requests
e Completed Requests

Choose "Outstanding Requests”.

A table will appear with all outstanding requests

e To view a request please click on the Customer Name hyperlink.

e This will bring up the information you have already supplied.

rJOVUnG! NOVUNA BUSINESS CASH FLOW DEMO CLIENT Annual Protected Limits Review 01/09/2020

Business Cash Flow

Home My Azeourt  Logout

Search Failure - Outstanding Requests
Please click on customer name 1o view details of your outstanding investigation.

Cumsrmar N Cuntsmer Address Curiomar County. Saarch ke Sshus

e If further information is required from the investigator you will receive an email
from the investigator stating what information is required. The system will also
show that More Information is required.

e You can update the information by choosing the customer name hyperlink.

PJOVlJqu1 NOWUNA BUSINESS CASH FLOW DEMO CLIENT imis
Business Cash Flow
Hame Ny Aceount  Logout

Search Failure - Outstanding Requests

Please click on customar name 1o view detalls of your outstanding Investigation,

Cumemer Hewe Cusiomer Adevess Cusiomer Countey Search Dike Sishs

18
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rJovunc“ NOVUNA BUSINESS CASH FLOW DEMO GLIENT ol Rovi
Businass Cash Flow
Home My Aceount  Legout
Search Failure - Qutstanding Requests
Please click on customer name to view detalls of your outstanding Investigation.
(o)
Camiomer Mams Customar Address Customes Country Search Dute Stata
Mathing io cispiay
s ST - |
V22807726319 (1 Fabruasy 202)

Add the new information and press Save.

Once you have updated the information, this will be forward to the investigator who

will know that the information has been updated and will continue to investigate the
search failure

19
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7. How do | search for a customer I've been

unable to find? (Continued)

In order to view completed requests, choose "Completed Requests”. Select “Search

Failure". The following sub menu options are available:

e New Search Request
e Outstanding Requests
e Completed Requests

Choose "Completed Requests".

PJ oV Unc* NOVUNA BUSINESS CASH FLOW DEMO CLIENT

Business Cash Flow

Home
m Search Failure - Completed Requests
e 2 Please click on customer name to view details of your completed investigation.
Crestanicg Amgunts
[ coweams i e s
Customar Non-Papmet &
Fiaportieg Canin Mething ko dsgtay
Annual Reviews

A table will appear with all completed requests.

20
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e To view a completed request please click on the hyperlink.
e This will show all details and provide a Duns number.

It is your responsibility to ensure that this is the correct principal to your contract.
If a limit is obtained on the incorrect company and a debtor default arises, the
Underwriters may refuse to accept a customer non-payment.

I\J Ovunc“ NOVUNA BUSINESS CASH FLOW DEMO CLIENT ual imits Rviews
Business Cash Flow
Home My Accourt  Legout
Search Failure - Completed Requests
s Please click on customer name te view details of your completed investigation.
Crstataning Racuamts
Ea
BN e e ——i e ==
Customes Kon-Faymest &
Feportng Cartre Péothing ta cispiy
Aniual Reviews.
Filler by in Tiee ~ column [T
Search Failurs Requests currently shown: ® last 180 days ) all

21
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8. How do | Report Customer Non-Payment
Overdue Invoices/View Overdue Invoices?

If you have a factoring facility with us your overdue reporting will be completed
by our credit protection team. If you have a Confidential Invoice Discounting

or CHOCCS facility you will need to login to the Novuna e-bonded system and
complete your overdue balances by the 20th of every month.

What should | report?

You will need to report the portion of the total outstanding balance which is 60
days or more past your original due date. You must report accounts where the
overdue balance is greater than £7,500.

Disputes are not protected, however, you must still report these where the overdue
balance is greater than £7,500.

Report all accounts that are overdue including any customer where an approved
limit has ever been held, even if that limit is now a zero.

Continue to report the account on a monthly basis until the account is up to date,
the outstanding debt is paid or you have submitted a customer non-payment.

PLEASE NOTE THAT FAILURE TO REPORT AN ACCOUNT ON TIME IS A BREACH OF
YOUR TERMS AND CONDITIONS AND MAY JEOPARDISE YOUR POSITION SHOULD A
CUSTOMER NON-PAYMENT ARISE.

To report an overdue invoice click go to Customer Non-Payment & Reporting
Centre.
The following sub menu options will appear:

e Report Overdue Balances

e View Overdue Balances

e Report Adverse Information

e List Adverse Information

e Submit Customer Non-Payment

e View All Customer Non-Payments

Please select "Report Overdue Balances"

22
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A screen will appear where you can select either “I have no overdue accounts to
report” or ‘I have one or more overdue balances to report”

If you have no overdue accounts to report

rJovunca NOVUNA BUSINESS CASH FLOW DEMO CLIENT aal imits Ravi

Business Cash Flow

Home My Accoust  Lesout
Customer Non-Payment & Reporting Centre - Report Overdue Balances
Month: February 2022
Fioase submit the details of all ovardue balances by 20032022,
Add New Overdue Balance
Customer Name: * [

W Total Outstanding Net Balance {£): *

) Total et Overdue: (£): [Remambes, you goi
Payment Temms: * - please choose - v
Reason for Delay: * - please choose ~
T Action Taken: © - please choose —
Account on Stop: * ®ne OYes

son

Click on "l have no overdue balances to report"

It will ask if you are sure, click "OK"

PJ Ovunq“ NOVUNA BUSINESS CASH FLOW DEMO CLIENT al imits

Business Cash Flow
Home My Aveount  Logoul

Customer Non-Payment & Reporting Centre - Report Overdue Balances
Month: February 2022
Please submit the detalls of all overdue balances by 2003/2022.

Add New Overdue Balance

Customer Name: * ’

W Total Qutstanding Net Balance {£): *

il Ot Mk ) Tatal Mot Ovardue: (€] * [L——— -
%ﬂ“ﬂh Payment Terms: * - ploase choose — v
mmnum Faason for Delay: * - ploase choose — v
I Action Taken: * - ploase choose ~
Accounton Stop: © ®Ho  O'es

A message will appear to acknowledge that details of your overdue balances have
been saved.

23
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8. How do | Report Customer Non-Payment
Overdue Invoices/View Overdue Invoices?
(Continued)

If you do have overdues to report then go to "Report Overdue Balances".

Customer Non-Payment & Reporting Centre - Report Overdue Balances

Month: February 2022

o R —

‘arw Crevrtin Uaiances. i
This is kast month's report. Please update current balances and add any new overdue balances.
Riaport Advors informason &
x &
List Adverse Informaton
Coamert Protected Prviows  Total Custanding Total Amound Paymant On  Lew
Fiest Reporsed  Customer s Sl . O, Foascnlor Dolay  Action Taken Sp  Updatpg TN Acton  Acson Sins
Submit Cuntomer Mon-
Cument Customar Non-

The next screen will be displayed. You need to choose "Add New Overdue Balance" at
the bottom left hand side of the screen and complete the details.

Home MyAoeoumt  Leggoat
Customer Non-Payment & Reporting Centre - Report Overdue Balances

Month: February 2022

Plaase submit the details of all overdue balances by 20/03/2022.
This is kast monlh's report. Please update current batances and atd any new overdue balances.

(S
Cument Protecied Provicus  Toll Cutstandieg ot Amount Payment on Lt
FirstReported  Customer T A rrary B P . Reasonfor elay  Action Taken el pg  Acion Acton  Adion St
Paymants.
A New Overdue Batance
PR /<t Ovrin ot |
Paymants.
il e

Select the customer name from the "..." menu and complete the fields marked with an
asterix (*). Press Save.

HOXHQGG NOVUNA BUSINESS CASH FLOW DEMO CLIENT vaal imits

Customer Non-Payment & Reporting Centre - Report Overdue Balances
Month: February 2022

Plaase submit ihe detsis of a1 verdus balances by 2M0MZ0ZZ.
Add New Overdue Balance

CustomerName: [

W Tolal Qutstanding Net Balance (£): *

s — 9 Total Net Overdue: (£): et i gty p—
mﬁmw Payment Terms; * - poase choose ~ v
mm“ﬁ Reason for Delay: * - please choose =
Al e Action Taken: © - please choose —
Accounton Stop: © ®No Oves

24



Novuna

Business Cash Flow

On the next screen, the new account that you have just reported will be denoted with
a blue asterix (*).

Home My Aceount  Legowt
Customer Non-Payment & Reporting Centre - Report Overdue Balances

Month: February 2022

Flease submit the detals of all overdue balances by 20000/2022.
This is kast monli's repoet. Plaase update current balances and add any new overdue balances.

First Reporied Customer

Cusment Protected Pravious Total Cutstanding Totsl Amount Payment On Last
Lme  Protected Lini Eaance Cveniue Tems e o 1w e T

—
Parmesnds.

If you wish to report more overdue accounts click on "Add New Overdue Balance" on
the bottom left side of the screen and follow the instructions as above.

Next month when you report overdue invoices, the system will retrieve last month's
report and you will be able to edit the information.

Please ensure all existing information is updated before adding any new overdue
accounts.

To update and report any new overdue invoices go to "Customer Non-Payment &
Reporting Centre" The following sub menu options will appear:

e  Report Overdue Balances

e View Overdue Balances

e Report Adverse Information

e List Adverse Information

e Submit Customer Non-Payment

e View All Customer Non-Payments

Please select "Report Overdue Balances”

e Areport will appear showing all last month's reporting.

e Click on "Update" to edit the information or "Now Paid". You can find these on the
right side of the screen.

e Update the sections marked asterix (*) and click on "Save".
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8. How do | Report Customer Non-Payment
Overdue Invoices/View Overdue Invoices?
(Continued)

Once this information has been edited/updated a green tick v will appear on the
right side of the screen to show that customer has been updated.

rJovunq“ NOVUNA BUSINESS CASH FLOW DEMO CLIENT aal imits Ravi

Business Cash Flow

Home My Aceount  Lesgout
Customer Non-Payment & Reporting Centre - Report Overdue Balances

Month: February 2022

Ploase submit the detals of 8l overdue balances by 20/03/2022,
This is kast month’s report. Please update current balances and add any new overdue balances.

et Priticted Provios  Totsl Qutstendieg ot Amound Payment o Lt
FiestRepoed  Customer e 4 P e Reasonlor Delay  Azton Taken o Acton  Arten  Asson Etmta

Add New Overdus Balance
Wirw Al Custosar Non-

The report can be printed out for your records or you can download to excel by
clicking on the icons.

Please ensure that you complete your overdue reporting by the 20th of each month.

In order to View Overdue Balances go to "Customer Non-Payment & Reporting
Centre".
The following sub menu options will appear:

e Report Overdue Balances

e View Overdue Balances

e Report Adverse Information

e List Adverse Information

e Submit Customer Non-Payment

e View All Customer Non-Payments

Choose "View Overdue Balances". In this section you can see all your previously
reported balances. You can see the customer name, the limit that was given, the

report date, outstanding balance, overdue balance, status and whether the account
had been placed on stop.

26



Novuna

Business Cash Flow

You cannot alter information in this section, it is for information purposes only.

e Click on "View Overdue Balances" and select your search criteria. Press "Search”.

PJ Ovuna“ NOVUNA BUSINESS CASH FLOW DEMO CLIENT Annual Protected Limits Review 0110872020
Business Cash Flow
Home My Account  Logout

Customer Non-Payment & Reporting Centre - View Overdue Balances

Cuntomes Hon-Payment &
[

Search Criteria

@ Latest Report - February 2022

ORange - | Jan ~ 2022 v o Jan ~
2022 v

Cal

Tirw Pariod:

The information on the next screen can be sorted by clicking on the column headings
or you can print/download to excel.

PJOVUnQ‘ HOVUNA BUSINESS CASH FLOW DEMO CLIENT Anoual Protectod Limits Review 010872023
Business Cash Flow

e Moy Account | Logout
Customer Non-Payment & Reporting Centre - View Overdue Balances

Customas Nan Paymant &
FRoparting Centra

Search Criteria

®Latest Report - Fabmuary 2022
Range- Jam ~ 2022 ¥ o |Jan -
2022 -

Time Petiod:

]

Cument Customer Hon-
Payments
froms Overdue Balance Search Results
(O]
Vi A Cucstomer Mon-
Payments Camiomer Name Customer DUNS Protected Limi Ghen  Pravious Protected Limit  Report Date Total Outstanding Balance  Tols! Amount Cviwdes  Tarma Reason Action ©On Saop
Arnusl R
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9. How do | Report Adverse Information &
View Adverse Information?

If you are aware of any circumstance that may reasonably be expected to result in a
customer non-payment you need to advise us of the circumstance.

In order to report any adverse information, click on "Customer Non-Payment &
Reporting Centre". The following sub menus appear

e Report Overdue Balances

e View Overdue Balances

*  Report Adverse Information

e List Adverse Information

e Submit Customer Non-Payment

e View All Customer Non-Payments

Select "Report Adverse Information”

From the '..." menu select the customer to which the adverse information relates.
Complete all the requested fields, and once completed click "Report Circumstances'’
button.

4

PJ ovunca NOVUNA BUSINESS CASH FLOW DEMO CLIENT wal imits Raview

Businass Cash Flow

Home My Account  Logowt
Customer Non-Payment & Reporting Centre - Report Adverse Information

Report Adverse Information

Cuslomer Name: * !

Total Quistanding Balance (£). *

Riagon: -~ ploass chooss — v
Circumstance: *
Histore Cusiomar Hom
Raport Cicumstances

i All Cusiomar Nor-

Anmal Rviews
®

PJ Ovunc NOVUNA BUSINESS CASH FLOW DEMO CLIENT wal mits Revi

Business Cash Flow

Home My Actourst  Lesgout
Customer Non-Payment & Reporting Centre - Report Adverse Information

Report Adverse Information

Customer Name: * [

Total Qutstanding Balance {£). *

Reason: * - pleass choose — v
Circumatanca: *
Historic Cusiomar Non-
Parymants.
i Al Cusiomar Non-
Paprants

Following your submission the details are recorded on the system.
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In order to view any adverse information you may have reported, click on "Customer
Non-Payment & Reporting Centre". The following sub menus appear:

e Report Overdue Balances

e View Overdue Balances

e Report Adverse Information

e List Adverse Information

e Submit Customer Non-Payment

e View All Customer Non-Payments

Select "List Adverse Information”

You are able to select a range of dates,

I\I Ovunq“ NOVUNA BUSINESS CASH FLOW DEMO CLIENT Annual Protectsd Limits Review 01/09/2020

Business Cash Flow

Home My Account  Legout
Customer Non-Payment & Reporting Centre - List Adverse Information
Adverse Information Search Criteria

®Latest Report - March 2022

ORange - | Jan w2022 ~ o Jan w
Tima Pariod:

2022 b

Cal

Search
Cuttont Cuslomar Nor-
Paryments
Historie: Cuslomar Nen-
Paymants
Viarw All Cusiomsar Nor-
Parymants
Anruaal Rirdews

Click "Search” and the results will be displayed beneath the search button

Adverse Information Search Criteria
®Latest Report - March 2022
. URange-  Jam ~ | 2022 ¥ to | Jan v
me E
Raport Adversa Information Pariod 202 v
‘Submiz Cusiomar Nos-
=
Cument Castornar bor-
Payments
Adverse Information Search Results
Fegtoric Cuntomer Non-
Payments E &
e G e Report Dase Comtomer Hame Customar DUNS o Ontatancing Balance Fisason —
P Neothing 1 dasciay
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10. How do | submit a Customer Non-Payment?

To submit a Customer Non-Payment, click on "Customer Non-Payment & Reporting
Centre". The following sub menus appear:

e Report Overdue Balances

e View Overdue Balances

e Report Adverse Information

e List Adverse Information

e  Submit Customer Non-Payment

e View All Customer Non-Payments
Select "Submit Customer Non-Payment"

From the drop down menu select the customer to which the Non-Payment relates.

Higtone Guatorat o
e I |

Miarw All Cusloniiar Nes-
Faprasnts.

Annual Fudews

» AC DF Gd L MO PR S

(o o]

Customer Non-Payment & Reporting Centre - Submit Customer Non-Payment

Enter Customer Non-Payment Details

Customer Details

‘Compary Name:

DUNS Number:

Address:

bikgtors Customar Non- City:

iarw Al Cuslomar b County  State:
Paryrarts.

Anral Rrvews Post Coda | Zip:

Country:

Current Protected Limit (£

Pravious Protecied Limit (E):

Customer Non-Payment Details

Type: * &) O vged Non-Pay
Currency-*  GBP
Gress Amount - Invaiced: *

Net Amount - Invoiced: *

Create Customer Non-Payment

Complete all requested fields. Once you've completed Choose “"Create Customer
Non-Payment" the following screen appears:
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Once you click "Create Customer Non-Payment", the following screen appears:

Home My Account  Logout
Customer Non-Payment & Reporting Centre - Submit Customer Non-Payment
Customer Non-Payment Created

Thank you. Your cusscmer norkpaymant has been created, Please open, print. complete and sign the customer non-paymaent form, (Requires Adobe Reader)
.o:;.u— Customer Non-Payrmant Fom

R
m Customer Non-Payment Details

Cutard Cusiomar e
Parprnts. Customer Non-Payment Number:
p__'wmm Company Mame:
i Al Cuslossar Non- DUNS:

Payments

Ancasl R Counary:
Type:
Curency:

Customer Non-Payment Calculation:

You will be able to view the information on the Customer Non-Payment form by
choosing Open Customer Non-Payment Form pdf icon.

You will need to print the form to complete the rest of the required details and you
should save this form to your computer for future reference.

Once completed, you will also need to print the form, scan and email
(CreditProtection@NovunaBusinessCashFlow.co.uk), or post it to us along with all
other supporting documentation.

31



Novuna Business Cash Flow, Credit Protection

10. How do | submit a Customer Non-Payment?
(Continued)

To review progress of a submitted Customer Non-Payment, click on "Customer Non-
Payment & Reporting Centre". The following sub menus appear:

e Report Overdue Balances

e View Overdue Balances

e Report Adverse Information

e List Adverse Information

e Submit Customer Non-Payment

e View All Customer Non-Payments

Select "View All Customer Non-Payments”

PJ Ovunc“ NOVUNA BUSINESS CASH FLOW DEMO CLIENT Annual Protected Limits Review 01022020
Business Cash Flow
Home MyAccount  Logout
Customer Non-Payment & Reporting Centre - View All Customer Non-Payments
Click on the "Ry for details of the nt. Click on for a full copy of the customer non-payment form.
Current Customer Nen-Paymaents
(SR
Rolgesnce  Suberitied Datn Clant  Customer  Customer BUNS et Customer bon-Paymant Vals Lt Limit Valss  Lant Limit Vs Crate Rlange Customer Non-Payment Paid States  Actions
Pothing Io ciapiory
Tetns
e o . - |
Historic Customer Non-Payments
©a
Rebwwnce SbmEE oy o - Gustormar Nnmm st Lt m::'wwu [ Cusimarbln gy, Comolaton

Click on the "LIV Reference" for details of the summary. You can also download the
form by clicking on "Download PDF" for a full copy of the form.

Once the Customer Non-Payment has been reviewed by underwriter you will see
updated notes displayed.
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I\J Ovunc“ NOVUNA BUSINESS CASH FLOW DEMO CLIENT

Business Cash Flow

Annual Protiected Limits Review 010872020
Home

MyhAccourt  Logout
Customer Non-Payment & Reporting Centre - View All Customer Non-Payments

Click on the "R for details of the

‘mant. Click on for a full copy of the customer nen-payment form.

Current Customer Nen-Paymaents

(SR
Polerence  Subritied Date  Clend  Cusiomar  Cusiomer BUNS Mot Customer Non-Payemrent Vsl Last Limt Valse  Lant Limi Value Dale Range Cumtomer Non-Payment Pad State  Actions

Patteng bo gy

Tetaly
Filtor by in Ciet + column
Historic Customer Non-Payments
G@
sabmtied Gustomar et Cutomer Non- Lt Lmd Lost Limd Value Dot Cutamas o GCompin
RIRnch sy Chet Cuntosgr DUNS Pprmant Vakoa Vakn Fangs Pa Ska PN

Once the Customer Non-Payment has been completed you will see the details in
Historic Customer Non-Payments section on the screen.
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11. How Do | Complete the Annual Review
of My Limit Requirements?

This section allows you to complete an annual review for all the limits you hold and
decide which ones to keep.

The Annual Limit review screen will only become available to you 45 days prior to
review. If you try and access the screen before this date you will see the following:

*
rJovunq NOVUNA BUSINESS CASH FLOW DEMO CLIENT anl imits
Business Cash Flow

Home My Actount  Lesgout
Baasch Falure .
Annual Reviews
b This sactan allows you o complete an annual review for all the protected limits. you hoid and dedide which ones 1o keep.
Arousd rolected Link
Farview

At 45 days prior to review you will receive an email alert notifying that you will be
able to access the Annual Limit Review screen.

rJovunqa NOVUNA BUSINESS CASH FLOW DEMO CLIENT al imits

Businass Caosh Flow

Heme My Azssumt  Legeut

Annual Reviews - Annual Protected Limit Review

Mt is necessary 10 undertake an annual review of all protected limits 1o ensure that they remain up to date,

Alist of alll your current protectisd lmits will be displayed here 45 days before the snnual review date of 011082020,

When the list appears, you will be able 1o select the protected limits that you wish 1o retain.

I you haven't Iraded with a cuslomes Tor mone than 12 months then pleasa review and consider if you still need the limil at the current bewel or at all.

You can now select which limits you wish to carry forward. If you still require the limit,
retain the tick and if the limit is no longer required please remove the tick from the
system.

You can update this facility at any stage up to the annual review date.

Once the annual review is completed an email will be sent to your nominated email
address and this will show a list of all the limits that have been removed and those
retained.
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