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Section 1 - Overview

This manual is divided into two main sections. The first part — the Overview — provides a
description of Royal Online Gold and explains some of the primary features. The second section
provides the steps you must complete in order to create new transaction requests. This section
also describes the approval workflow process and demonstrates how to approve or reject
transaction requests for those with approver status.

What is Royal Online Gold?

The Royal Online Gold application is a web-based system that provides users with the ability to
create fund transfers and third-party payment requests. Royal Online Gold allows the account
holder to define through their requirements, a workflow process for the creation of transaction
requests. This workflow can include limiting access to individual accounts to only certain users as
well as forcing some transactions to require an approver before the transaction can be submitted
for processing.

Because Royal Online Gold is a web-based application, you should review the following important
information regarding RBC'’s internet security policy as well as system specifications and software
you will require in order to make effective use of the Royal Online Gold interface.

Information Security

RBC Financial Group members have gone to great lengths to ensure your confidentiality and
security. We use several layers of robust security methods including encryption, firewalls and
timed log-outs among others to ensure the confidentiality of your personal and financial
information.

Here are some additional steps that you as a user can take to ensure that you are safeguarding
your information:

. Never share your Royal Online Gold password with anyone.

. Never walk away from your computer without properly signing out from Royal Online
Gold and closing your browser.

. If you are using a computer other than your own, always end your banking session and
close the browser.

Secure Sessions

For your protection, we require that you "Sign in" when using secure areas of our Web sites and
recommend that you "Sign out" when you are done. You should not leave your computer
unattended while logged in. However, as added protection, we will automatically log you out if
there has been no online activity after twenty minutes.

We recommend you close your browser after using secure online services like conducting
financial transactions. This will ensure that any information temporarily stored in your browser is
erased, preventing others from viewing this information later.

We store your login information and passwords in a protected and secure environment, isolated
from the Internet so they cannot be accessed or downloaded by unauthorized individuals. You
too, should ensure that this information is kept secret and safe.




Use Strong Passwords
Your password grants access to your personal information and services online.

e  Choose unique passwords. Longer passwords with 8 or more characters and a mix of
letters and numbers are stronger.

e Try to avoid passwords that are real words or obvious choices, such as family names,
birthdays or telephone numbers.

e Avoid using the same password for multiple applications or Internet services.

e If your usernames or passwords automatically appear in the sign-in page of a secure
Web site, you should disable the auto complete function in your browser.

Protect your password. Memorize it, do not write it down and change it frequently. Please see
Signing in to Royal Online Gold for more information.

Keep Your Software Up-to-date

You should watch for warnings about security "holes" or "bugs" that may affect the software and
Web browser you are using. It is a good practice to regularly check for software updates on
the web site of your browser manufacturer.

System Requirements for Running the Royal Online Gold Application

Royal Online Gold has been certified for use with a PC running Internet Explorer (IE) 6 in a 1024
X 768 resolution setting. Any other browser or configuration has not been certified for use with this
application and may not be supported.

Getting Started with Royal Online Gold

Before getting started with Royal Online Gold, it is important to understand the following terms
and how they work together. There are four main elements that function together as follows:

Unit Each firm or organization that has enrolled in Royal Online Gold is referred to as
a unit. Each unit contains users that interact with Royal Online Gold to input and
approve transactions such as transfers and payments.

User A user is authorized to process new transactions on behalf of the unit. Note that
there are two kinds of Royal Online Gold users:

. Transaction Inputter — creates new transaction requests
. Transaction Approver — approves or rejects transaction requests

Please see Description of Roles for more information on users.

Account Units have at least one but are more likely to have multiple bank accounts
assigned to them within the Royal Online Gold application.

Client The term Client in Royal Online Gold refers to the RBC account associated with
the unit.
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The following diagram illustrates the relationship between Units, Clients, and Users:

Unit ABC
Client 1 Client 2 Client 3
User 1
User 2 User 1 User 1
User 3 User 2 User 2
User 4 User 3

Description of Roles

Transaction Inputter

The Client Transaction Inputter (“Inputter”) role is performed by a user with permission to enter
new transactions into the Royal Online Gold application. There are five transaction types

available:

1. Account to Account Transactions

Transfer of funds between two accounts held in the same client, with the unit based in the

same currency.
2. Inter-Client Transfers

Transfer of funds between two accounts based in the same currency and held in the

same unit, but between different clients.
3. Third Party Payments

Payment to another party such as an over-seas vendor; commonly referred to as wire

payments.

>

Make Payment Request from Template

Allows for sending a wire payment to a third party based on a previously saved template.

5. Foreign Exchange Transfer Request

This is a transfer between two accounts denominated in different currencies.
Procedures for completing these transactions are available in the Creating New Transactions

section of this document.
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Client Transaction Approver

When a new unit is created on behalf of a firm or organization, there are several options available
with regards to establishing an approval workflow. The simplest form of course is to allow
transactions to be processed without the need for any approvals

Alternatively, the unit can be configured to always require one or more approvers to approve a
transaction before it can be processed — in fact, it is possible to even require multiple approvals
before transactions can be processed. However, given the many approval configurations possible
in the approval workflow process, this document will present examples that require a single
approval for each transaction type.

One popular approval approach is to require approvals if the transaction exceeds a certain
value. If using this approach, please be aware that the approval tier is determined using the
base currency of your country — for instance, you could set a limit of $5000 KYD, but when
converted to USD for example, the amount may exceed $5000 USD but still be under the KYD
limit.

Another approval option is to configure transfers (such as an account to account transaction) to
require approvals while third party payments do not require approvals or vice versa.

Note: It is possible for users to be set up as both a transaction inputter as well as an approver.

However, it is not possible for users to approve a transaction that they themselves have
created.

Royal Online Gold Currency Codes

Default currency codes are based on the country of origin and the following currency codes are
available in this version of Royal Online Gold:

Country Currency Code
Bahamas BSD
Cayman Islands KYD
Barbados BBD
EC Countries XCD

> Antigua

> Dominica

> Montserrat

> St Kitts

> St. Lucia




Signing in to Royal Online Gold

This document assumes that you currently have a valid login ID and password to access the
Royal Online Gold web service. If you do not have a login ID and password, please see your
account representative.

To sign in to Royal Online Gold, open the web page provided by your RBC account
representative. The page appears as follows:

RBC
Roval Bank

| of Canada Royal Online Gold

Sign In to Royal Online Gold

451 90 084-H#HHHHHEH
Login: |4519008

Password: |

Qur weh siteis certified to run on a PC using Internet Explorer {IE) 6 in
1024 x 768 resolution. Other browser versions are not supported.

To enrol in Royal Online Gold, or for product and service information, please
wvisit your RBC Royal Bank of Canada Branch.

1. Enter your user login ID in the Login field. Login values may only consist of sixteen numeric
characters.

2. Enter your password in the Password field.
3. Click Sign In.

Note: Passwords for use with Royal Online Gold must be a combination of letters and
numbers and must meet the following conditions:

e Passwords may only contain alpha-numeric characters — no other characters are
permitted

e Passwords must contain at least one number

e Passwords must contain at least one uppercase and one lowercase letter

e Passwords must be at least six characters in length

e New passwords must not be the same as any of your previous twelve passwords
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Entering Incorrect Login ID or Password

If you enter an invalid login number in the Login field, Royal Online Gold issues the following
message:

We are having trouble identifying you. Please try again...

There are no limits to the number of attempts you can make. However, if you enter an incorrect
password with a valid login number, your first three incorrect attempts will produce the following
error message:

We are having trouble identifying you. Please try again...
The 4" incorrect password attempt produces the following message:

We are unable to compete your request.

At this point, your account will be locked and you must contact your RBC representative for
assistance.

System Unavailable
Should Royal Online Gold not be available when you attempt to sign in, the following message
appears:
We are experiencing temporary problems. Please try again later.

An example of when you may receive this message is at the close of the business day. This is
due to the end-of-day processing that Royal Online Gold must perform once the day’s
transactions are completed.

For example:
Rowal Online Gold - Error

Temporary Problems
We are experiencing temporary problems, alease try again later,

For existing Royal Online Gold client technical assistance Monday to Friday, 8 am to @ pm, please call:

Bahamas clients: 242-326-CARD (2273)
Bahamas clients calling from Family [slands: 1 242 300-8472 (Tall Free)
Barbados clients (calling from within Barbados): 24B-421-6777
Cayman |slands, Eastern Caribbean & Barbados clients 1-888-847-4803 (Tall Free)

tealling from outside Barbados):
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Royal Online Gold Opening Screen Review

There are several working areas available within the Royal Online Gold opening screen. In order
to help you understand how to use these areas, the main screen has been presented in several
sections together with an explanation of the features.

Royal Online Gold Header

The main web page header appears as follows:

RBC ~CONTACT INFO X
% Royal Bank I ———
RBCl of Canada Royal Online Gold

» Select Client Input Liz  Looout

Select Client Click on this link to view a dropdown listing all the clients for which you have
access within the unit.

Note that if you only have one client attached to your user profile, then this
option is not available.

Contact Info Click on this link to open a new browser that includes contact information for
assistance with Royal Online Gold.

Logout Click to exit Royal Online Gold.

Client Details

The client details section lists the current client name, the relationship manager, and client
number for the selected client unit. The Recent Clients dropdown field to the right of the details
area allows you to select any client accessed earlier within the current session.

Client Hame V0w ol il Client Humber R T Recent Clhients I

Relationship Manager = osss i as Information as of Dec 29, 2004

Account Summary

The account summary section provides the following details for the active client account:
Designation Status Currency Available Balance
@ TEST ROL GOLD Active UsD g9.975.78
65} TESTROL GOLD Active ELR 67,05
6] TESTROL GOLD Active EUR a8 570 60
6h) TESTROL GOLD Attive CaAD 32,66
D] TESTROL GOLD Active CAD 298,955 84
D DESIGHATION Active KD (32,714.96)
(6] TESTROL GOLD Active KYD 896.81
@ DESIGMNATION Inactive usD 201.4a
I Include closed accounts?




Type-Number

Displays the account type and account number - account types include
chequing, savings, current account, etc.

Click on the white arrow to the right of the field header to sort the grid by
the account type. You can view a statement for the account by clicking on
the account description.

Designation This is the client name for the account.
Status The status for an account can be one of:
e Active — the account is available for use
. Dormant — the account is not currently available but can be
reactivated by contacting your RBC representative
. Closed — the account is no longer available for use and cannot be
reactivated
Currency Displays the base default currency for the account.
Available Displays the current available balance for transfer from the account. This
Balance amount is displayed in the account’s default currency.
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Extract Clicking the Extract button produces the following screen which allows
you to download the grid details in one of three formats:

Select the format you wish to download and click Extract to proceed.

Include Closed Check this box if you wish to include details for all closed accounts for this
Accounts client in the account summary. Please note that the web page will update
automatically when you check the box.

Account Statements

This display provides an online summary of the account you selected in the Account Summary
section of this document. The statement shows all activity for the account for the past seven
days.

Note: You can change the default date range for viewing statements through the unit
Preference settings. Please see Links and Shortcuts for more information.

There are three transaction types that may appear in an account statement:

. Captured Transactions — these are transactions that have been input and the status is
“Completed”. These will be updated to Posted on the next business day.

. Posted Transactions — these are transactions that have been processed
. Future Transactions — these are transactions that have been postdated
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Click on the account Type — Number field to view the account details; if there are no transactions
for the account for the past seven days, the following appears:

Client Hame Tk e Tl Client Humber Kt R
Relationship Manager AT Sy 0 Information as of Dec 28, 2004
Account Humber i i Account Type DESCRIPTION (KD

Statement for account " 28 e (KYD)

[There are o transactions againstthis account for the st 7 days.

See More |

Back to Summary | | “iew Account Information

Viewing Statement Date Range

If you wish to view more history on posted transactions for this account beyond the past seven
days, click the See More button. This opens a new window with a date range selector — for

example:

Select Date Range

startDate |29 x| [11 x| |2004 ~]
End Date {29 |12 =] [2004 =]

Sulbrmit

1. Enter a starting date in DD/MM/YYYY format or use the dropdown arrows to set a starting
date.

2. Enter an end date for the range in the same manner.
3. Click the Submit button.

Note: When you initially create a new statement as described above, only captured
transactions are included in the statement. However, once set a date range for the
statement report, all status types are included in the report.

10



Viewing Account Details
The View Account Details button produces a more complete description of the selected
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account. A typical example appears below:

Balance:

Credit Interest Frequency:

Mlortkly Last Day of the Wonth

Statement Information

Cycle:
Last Statement Balance:
Last Statement Date:

mlorthly Janto Dec on the Stk
328,812.73 KYD
Sep 15, 2004

Back to Summaty

Debit Interest Frequeney:
Limit:
Expiry Date:

HOTE - Pleas e contact your relationship manager for amy queries ahout this information.

Wigw Account Staterment

Client Hame T S i Client Humber N
Relationship Manager o (RS T o Y Information as of [ec 235, 2004
Account Humber Account Type DESCRIFTION (KYDn
Account Information | Balance Information

Designation: DESIGHNATION Avallable Balante: 328,812,753 KYD
Currency: KD - Cayman lslands Dollar Last Transaction Date: Sep 09, 2004
Status: Active

Date Opened: Jul 19, 2002

Date Closed:

Credit Intere<t Information | Overdraft Information
Accrued Credit Interest: 000 KvD Accrued Debit Intere st: 0.00KYD
Rate Applicable to Current 0.00000% Rate: 1700000 %

hontkly Last Day of the otk
0.00KYD

11
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Links and Shortcuts

The main opening page contains a collection of links and shortcuts to help you streamline your
tasks. These are located on the right-hand side of the main display area:

Recent Clients

e s o]

Client Links

¥ Summary

¥ Client Information

» Fayment Templates

b Freferences

Workspace

b Ny Work

» Mew Request

Information

p User Guide

Recent Clients

Contains a list of the most recent client accounts that you have
accessed.

Summary

View a summary listing of the accounts for which you have permission
to access.

Client Information

Displays details for the clients for which you have access.

Payment Templates

Allows you to manage templates to provide payment to third parties.
See Working With Payment Templates for more information.

Preferences

This link opens the Preferences dialog box that contains two options:

1. Use bank account paging — If this option is checked, then the
summary screen will display five accounts per page.

2. Display additional days worth of history — by default, Royal Online
Gold displays seven days of history but you can change the
default by entering a new value in the blank field.

You must click the Save Changes button for the changes to take
effect.

My Work

This shortcut opens a summary view of all transaction requests you
have made. This display can also show transactions requested for
your unit.

New Request

Clicking this link invokes the Raise a Request screen that contains
links to the transfer and payment options you can perform in Royal
Online Gold. For more information, see Creating New
Transactions.

12
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Section 2 — Creating New Transactions

Raise A Request

Please select the type of request you require to continue:

Payments and Transfers

Accountto Arcount Transfer Request
This is a fransfer hetween two accounts in the same currency owned by a single client,

Inter Client Transfer Request
This is a transfer between g accaunts in the same carrency owned by diferent clients.

Third Party P ayment Request
This is a Payment fram the selected client.

Make Payment Reguestfrom Termplate
This is used to start a payment from a saved template.

Foreign Exchange

Foreign Exchanne Transfer Requast
This is a fransfar between two accounts denominated in differant currancies.

Note: If you do not have permission to create a transfer request or payment task, then the
options in the screenshot above will be grayed out and unavailable for use.

Raising a New Request

13
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Account to Account Transfers

Royal Online Gold will verify that the funds are available in the account to be debited before the
transfer can take place.

There are six steps that you must complete in order to create an account to account transaction
request:

1. Select the account to debit

Select the account to credit

Provide the transfer details

Provide the date for the transfer

Include processing notes for the workflow

o s wDn

6. Confirm the transaction details
Please note the additional rules that apply for this transaction type:

. Once transfers are completed, the debit and credit details will be reflected immediately in the
Summary Details Account transaction activity.

Selecting the Debit Account

To create a new account to account transfer:

1. Click the New Request link to open the Raise a Request screen. Select Account to
Account Transfer Request.

Raise A Request

| Please select the type of request you require to continue:

Payments and Transfers

Account to Account Transfer Reguest
This is a transfer between two accounts inthe same currency owned by a single client,

Inter Client Transfer Request
This is a transfer between twwo accounts in the same currency owned by diferent clients.

Third Party Payment Request
This is a Payment from the selected client

Make Payment Request from Template
This is usedto start a payment fraom a saved template.

14
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Click on the account to debit from the list of accounts — the background of the account will

turn yellow to indicate that it has been selected. Click continue.

~ RBEC ~coNtacT nFo [
‘:‘\% F:wul Bank -
RBC| of Canada Royal Online Gold
» Hotnz » Mews Requast Input Fahle  Locout

Raise A Reguest

Derruint tn ArcraeTt Transfer - Step ol f |

CHent Links

L Debit fccount Please xekad a Debit Azcumi G vin e listbeluw and dick Continue |

% Euxills . ¥ ELrnar

o CredlT ACCIUr T T
¥ Cl entInformeticn

3. Transfe C etalls UoBERE IET it Templaes
- - . i = e i ¥ Fr=rerences
4 SnIVal B ~Hl wpe - Mumbe Des chalion Glatus Cartercy Mgilakle Dalence
. NSl TN Bf TCST ROL GOLD Active usp 09.975.70
A, Moles or orkiiow Workspace
TRET RN 30l N Alive FU= F7An
A Cunimizlien B Iy Work
1ES1 HUL GOLL Atllve EU= UM ESMBU | Mow Roguost
TEETROL GOLD Aclive CAD 2166
Information
TESTROL GOLD Acdive CAD 29550584
B Lger Gl
DESIGATION Ariie [ Bainl (32,714 96)
TESTROL GOLD Active [Ladn) ECE.2T
DESIG-ATION Iz ctive Uz 20140

e [oms |

15
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Selecting the Credit Account

To select the account to credit:

1. Click on the account to credit from the list of accounts — the background of the account will
turn yellow to indicate that it has been selected. Click continue

k; RBC =contact nFo B
%‘ Rovyal Bank -
RBC! of Canada Royal Dnline Gold

kHITE Mo Hequest Inpurt Fabe Locout
Raise A Request Rexzend Clisnts
AT o Aceniind TransTer - Siep 2 ol & |
i Chent Links
1. Dohitceount Plrust szl a ¢ edit Aseuunl fivn e list below and slick Conliue |
B SLImIman

2, Lredrt Accoum —
¥ Cl entInformaticn

¥ Mayrizrt Templaes

Showing 1 to 1 of 1Bank Accounts

ERLENS CTR T ETIE

] i g 13k LG z 2 i c ¥ FI=felences
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Providing Transfer Details

The next screen enables you to enter the details of the transfer. Note that the debit and credit
accounts are listed at the top of the main form. All fields require input before you can proceed.
Click continue.

RBC
% Royal Banlk

RBC] of Canada
» Home » Mew Request
Raise A Request

Account to Account Transfer - Step 3 of & |

1. Dehit & t
U AN RGN Please enter a transfer amount below and click Continue |

2. Credit Account

Selected Bank Accounts

3. Transfer Details

4 Setvalie Date Drebit Type Type - Murnber Currency Awailable Balance

Debit DESCRIPTION - % 2t LISD 3997578
5. Motes for Wo rkflow

Credit DESCRIPTION - LEE JSh 201.45

fi. Confirmation

*- Indicates a Required Field

Transfer Reference: |ao4)F23112006162755790

= Armount: IEEIU.12

* Priority: IMedium j
* Debit Marrative: Tranafarto Account

" Credit Marrative: Transfer from Account 77987 18
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Field Name

Description

Transfer Reference

This is a Royal Online Gold-generated reference number. You
cannot edit or delete this number as it is used by Royal Online
Gold to track the transaction during processing.

Amount

Enter the amount for the transaction - this field is mandatory.

Priority

There are three priority levels available:
° Low
Medium
High
You can assign one of these priority levels when you input a
new transaction so that the approver can determine the
importance of the transfer request. This field is mandatory.

Debit Narrative

This field permits you to enter a description of the transaction
that will appear in the client statement for the account. In this
example, you could enter Transfer to Account 1000330 to
cause an entry to appear in the client statement that describes
the reason for the debit. This field is mandatory.

Credit Narrative

The Credit Narrative field provides the same thing as the Debit
Narrative, only this entry appears in the client statement of the
credited account. For example, Transfer from Account

1000348 will appear in the statement to explain the credit
amount caused by this transaction. This field is mandatory.

Setting the Date

The current date serves as the default date for all new transactions — click Continue to accept
the default date or, if you wish to post-date this transaction so it will occur at a later time,
complete the following steps in the Set Value Date screen:

» Home » Hew Request

Raise A Request

| Account to Account Transfer - Step 4 of 6

1. Dehit Account

2. Credit Account

3. Transfer Details

4. SetValue Date

5. Mote s for wWorkflow

6. Confirmation

| Please specify a value date or accept the default and click Continue |

*-Indicates a Reqguired Field

*Walue Date:

This field allows you to enter the Value Date for the transfer,

IThursday, January 06, 2005 I_,

| Previous |

e |
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1. Click the calendar icon to the right of the field showing the current date — a date selector
appears as follows:

2. Using the arrows at the top of the date selector, locate the month for the transaction.
3. Click the day for the transaction.
4. Click Continue to set the new date and proceed to the notes screen.

Adding a Note to the Workflow

Adding a note to the workflow is only mandatory for transactions sent as a High priority — Low and
Medium priority transactions do not require a note and you can bypass this screen by clicking the
Continue button.

Many users find it helpful to record a batch number or other reference number in this field to help
them identify specific transactions for reconciling. Anything you enter here appears in the Workflow
Notes section of the confirmation screen.

The information you enter here will be available for review by the Royal Online Gold administrators
and any approvers required to process this request.

Warning: Please read the important notice regarding the distribution of sensitive information in this
notes field. Financial details such as account codes and passwords should never be
included in this field.

Once you have added a note — or if you wish to continue without including a note — click the
Continue button.

18



Confirming the Transfer

You should review this information to ensure that it is accurate and reflects the transaction instructions
that you wish to submit for approval and processing:

Royal Online Gold

» Hore » Mew Regquest

Raise A Request

| Account to Account Transfer - Step 6 of &

1. Dehit Account

2. Credit Account

Confirmation - please review the transaction details and select Finish to submit:

3. Transfer Delails
4. 8etValue Date

5. Motes for Workfl ow

Workflow Hotes

Transaction Details

6. Confirmation

Submit Date: Mow 23, 2006 16:22 Transaction Priority:
Client Mumber: LS Client Marme:
Submitted By User. | Fabio Client Tracking Reference:

Yalue Date; Jan 06, 2005

Mediurm

AZAIFZ3112006162755740

Ll

Administration Charge Detalls

Charge Required: Mo Charge Applied

Transfer Account Entrz Line 1

Entry Type: Ciebit Client Mumber: i
Transit: 4T
Account e G ohs Designation: TEETROL GOLD
Amount: 50012
Currancy: usp MNarrativa: TRA_NISFERTO ACCOUNT
Transfer Account Emny:. Line 2
Entry Type: Credit Client Number:
Transit: =411
Account: B Designation DESIGNATION
Arnount: 50012
. . TRAMNSFER FROM
Currency. UJSD Narrative: ACCOUNT i
Previous | | Finish |

Note: If you need to make changes to the transaction, click the Previous button to move back
through the screens. When you get to the screen that requires the change, update the
information and then use the Continue button to get back to the Confirmation screen. You
can also select a specific step to edit by clicking the appropriate step from the list of steps to
the left of the main working area.

If you wish to cancel the request entirely, click the Cancel button. The information you have
entered as part of the request will not be saved and the transaction will not be processed.
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Once you have completed the transfer request, click the Finish button to submit the transaction. The
following message confirms that the transaction request has been saved to Royal Online Gold:

Thank you for submitting your transaction reguest. The instruction has been submitted to
the workflow swstem andwill be processed in due course.

Feference [ AZAIF2311 20061 62755790

Close

Inter-Client Transfer

There are four steps that you must complete in order to create an inter-client funds transfer:

1.

2.
3.
4

Select the accounts to be credited and debited
Provide the transfer details
Provide additional transaction details

Confirm the transfer

Once transfers are completed, the debit and credit details will be reflected in the

Summary Details Account transaction activity once the status updates to Completed.

Raising a New Inter-Client Transfer Request
To create a new inter-client transfer request:

1. Click the New Request link — this opens the Raise a Request screen. Click the Inter-Client
Transfer Request link. Click continue.

Raise A Request

| Please select the type of request you require to continue:

Payments and Transfers

Account to Account Transfer Request
Thig is a transfer hetween two accounts in the same currency owned by a single client,

Inter Client Transfer Request
This is a transfer between two accounts in the same currency owned by different clients.

Third Party Payment Reguest
This is a Payment from the selected client.

Make Pavment Request fram Template
This is usedto start a payment fram a saved template.
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Selecting the Accounts

The Select Accounts screen lists the clients that you can access for this transaction. There is also

a client search feature that permits you to search other clients in the unit. To search for other
clients:

1. Select the client from the display.

21



2.

3.

Royal Online Gold

Select the account from the selected Client Name.

Input the amount and select Debit/Credit. Enter a description in the Narrative field — this
will appear in the account statement. Click Add Entry
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4. Select another Client Name and the accounts will be shown on the second box. If you
have debited funds from the first client, the funds must be credited to the second client.
Yon can input multiple Debit/Credit Entries as long as the ledger balance is 0.00

5. Click Continue to proceed to the Transfer Details.

Note: Online Gold displays the following message when the ledger balance does not equals
to zero:

The debit / credit amounts do not balance. Please amend the entries:

Correct the balance and then click Continue to proceed to the Transfer Details screen.
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Providing Transfer Details

Raise A Request

Inter Client Transfer - Step 2 of 4 |

1. Select A 1
R Transfer Details |

2. Transfer Details

3. Additional Details P rinrity: IMedium =

4 Confirmatin Reference: [[cTID24112006704762860

Transfer Description: |Accuunt Transferl

I Previous I | Continue | Cancel

Fill out the Transfer Details screen appears as follows. Click continue;

1. Complete the following fields:

Field Name Description

Priority There are three priority levels available:
. Low
o Medium
. High

You can assign one of these priority levels when you input a new
transaction so that the designated approver(s) can determine the
importance of the transfer request.

Reference This is a Royal Online Gold-generated reference number. You
cannot edit or delete this number as it is used by Royal Online
Gold to track the transaction during processing.

Transfer Description | This field is not for use with this version of Royal Online Gold.
Please do not enter anything in this field.
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Providing Additional Details

This step is optional. Clients can override date which is set to the current day.

To set a new date:
1. Click the calendar icon to the right:

2. Locate the month and day that you wish to set for the transfer using the navigational
arrows at the top of the date selector.
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3. Click Continue to advance to the Confirmation screen.

Confirming the Transaction

Review the information on the transaction confirmation screen to ensure that it is accurate and
reflects the transaction instructions that you wish to submit for approval and processing.
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If the details are correct, click the Finish button to complete the transaction. The following

RBC
% Royal Bank
RBC/| of Canada

b Home B Transaction Centre

message confirms that the transaction request has been saved to Royal Online Gold:

Thank you far subritting yaur trans action requast The instruction has been submitted ta
the workflow systern and will be processed in due course

Reference  TPPIF121220068101116350

Cloze

Third Party Payments

There are seven steps that you must complete in order to send a 3 rd party payment:
Select the debit account

Provide payment details

Include beneficiary bank details

Value date and other information

Add workflow notes

Create a template

Noog kb =

Confirm the transfer

NOTE: You can debit an account based in one currency and send foreign exchange third party

payment transactions in a second currency.
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Royal Online Gold

Raising a New Third Party Payment Request

Click the New Request link. Click the Third Party Payment link.

Raise A Request

| Please select the type of request you require to continue:

Payments and Transfers

Account to Account Transfer Reguest
Thiz i= a transfer between two accounts in the same currency owned by a single client

Inter Client Transfer Reguest
Thiz is a transfer between two accounts in the same currency owned by different clients.

Third Party Payment Reguest
This is a Payment from the selected client.

Make Payment Reguest from Template
This is used to start a paymentfrom a saved termplate.

28



3.

Royal Online Gold

Selecting the Debit Account

Click on the account from which you wish to make the payment — the background turns
yellow to indicate that the account has been selected: Click continue.

Providing Payment Details
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Complete the fields and click Continue.

Field Description

Internal This is a system-generated reference number. You cannot edit or delete

Reference this number as it is used by Royal Online Gold to track the payment
request during processing.

Debit Narrative Enter a description for the payment. Whatever you enter here will appear

in the account statement.

Individual or
Institution Name

Enter the name of the individual or the institution receiving the payment.
This is a mandatory field.

Account Number
[ IBAN

Enter the transit and account number / IBAN (International Bank Account
Number)for the account that will receive the payment. This is a
mandatory field.
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Beneficiary Bank Details

In this screen you must provide details for the beneficiary bank — that is, the bank that is receiving
the third party payment:

Beneficiary Bank Details - please enter the details manually, or us< Bank Search Mode to assist |

*-Indicates a Reguired Field

|  BankSearchitods |

Flease supply as miuch information as possible:

* Marne: CENTRAL BAMNK OF BARBAD S
Branch: MY
Address 1 33 LIBERTY 5T
Address 2
ity MEW TORK CITY
* Cauntry: United States 4
FostCode:
Bic Code

Fedwire/ABA Code 0083213

Swift Cade

Add Intermediary Bank details

Previous | | Caontinue | Cancel

1. Click on the “Bank Search Mode” button and enter the name of the beneficiary bank in the
“‘Bank Search” field then click on the “Search” button.

Note: If the Beneficiary Bank cannot be located using the Bank Search Mode,
Complete the fields in the Beneficiary Bank Details form. The Name and
Country fields are mandatory and require direct input.

2. To add an Intermediary Bank please check the Add Intermediary Bank details checkbox
and click Continue.
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Adding Intermediary Bank Details

You may only chose one intermediary bank.

| Please specify the Intermediary details and then click Continue

Bankto Bank info [BENF (for beneficiary) W

Destination (BIC Code)

From: FBC Cayman

| modintermeciary

Intermediary Bank

Order Tyne Institution Address Region / Country

To: CEMTRAL BAMNE OF BARBADOS
{+-Baorder Payment

| previois | | cortinue | cancel

1. Click on the “Add Intermediary” button

2. Click on the “Bank Search Mode” button and enter the name of the intermediary bank in the
“Bank Search” field then click on the “Search” button.

3. Click the “Add Intermediary” button then click “Continue”.
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Value Date

The following illustration explains typical processing timelines:

o Important Notice :

1. The value date varies with currency and completion time of the transaction (see the walue date tables below).

2. The actualvalue date wire fees and contract number will e displayed within the Workflow Notes section an the My
Work - Transaction Requests - Selected Transaction Details pade, after the transaction status changes to
"Completed”.

Value Date: Friday, Januany 07, 2005

Cayman Users - Value Date Table

Curr Before 1:00 pum. After 1:00 p.m. EE OIS E R0 I DGR LAY
as Currency

usn Current day Current day + 1 Bus. day Current day + 2 Bus. days

CAD Current day Current day + 1 Bus. day Current day + 2 Bus. days

GFB Current day + 2 Bus. days Current day + 2 Bus. days Current day + 2 Bus. days

EUR Current day + 2 Bus. days Current day + 2 Bus. days Current day + 2 Bus. days

Click Continue to advance to the workflow notes screen.

Notes for Workflow

The Notes for Workflow screen makes it possible for you to include additional information to the
approver or administrator regarding this transaction.

Because the information you enter in this field can be viewed by anyone within the workflow, do
not include financial information such as account codes and passwords or other sensitive
information.

| Please specify any wor kflow notes you may have

0 Important Hotice

Flease use this field if wou wish to pass impodant or additional infarmation on to individuals within the workflows ar to client
administration.

Atno tirme shauld this fisld ke used to pass financial infarmation such as ot codes, FX rates, charge amounts, et
Please review the details that you have input for the current transaction ifyou find thatyau need to enter additional financial
information in this field to complete the transaction.

=
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Note: This field is optional but can be used for several purposes. For instance, you can
include SWIFT message details for fields 70 and 72 in the workflow notes where:

e Tag 70 contains payment details for beneficiary
e Tag 72 contains bank to bank information Click

the Continue button to confirm the transaction request.

Creating a Template from Current Payment Request

If the payment request you have made is a transaction that you often perform, you can create
a Payment Template. The template will not be available until after the payment has been
approved and processed

Templates saved to Royal Online Gold automatically populate many of the fields required to
create a new payment request, and once a template is created, it is available for use by anyone
in your unit.

To create a new template based on the details of the current request, complete the following:

‘Create a Template

Existing Customer Templates

Narme Description:

Joe Smith manthly gifts

[T Do youwish to save this payment as a Template?

Mame: I

——{ Description: I

Existing Templates

Check the box beside Do you wish to save this payment as a Template?
Enter a name for the template in the Name field. .

Enter a description for the template in the Description field.

Click Continue to proceed to the payment confirmation.

Ao DN~
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Confirming the Transaction
Verify that the details presented in the summary are accurate and represent the payment

transaction that you require.

Submitted By User: | Zeta

Templated Instruction: [ [a]

Client NHumber: 4543433 Client Name:

Client Tracking Reference:

46432433 SHORTHAME
TRPIZI 0520071 34752227

Administration Charge Details

Charge Requiredd: Apply Charge Later Foreign Bank Charge: Bank

Debit Details

WValue Date: M=y 03, 2007

Debit Account: 4814455 Debit Transit: 775

Debit Currency: LISD Client Reference: TRRIZI 0620071 347652227
Debit Marrative: TEST ZPF Designation: TEST ROLG

SWIFT Message Details

T 103 Destination:

Bank to Bank Info:

Payee Details: Beneficiany 1

Credit Amount: 1. 66 Entity Type:
Credit Currency: AL
Beneficiany Name: BRI WY BAMK Payiment Details:
Beneficiary Account: 11111111
Fiman<cial Institution: FirstCaribbean International  Citw:

Bank {Barbados) Lid
Branch: Country:
Address 1: High & hiarket St FPost Code:
Address 2:
Bic Code:
Swift Code: F CIBAGAGHRH

FPrivate Entity

5t John's

Antigua and Barbuda

You can use the steps listed to the left of the summary report if you need to return to one of the
screens to amend any details. Otherwise, click the Finish button to send the request for

approval.

The following message confirms that the payment request has been added to the Royal Online
Gold system and will be processed based on the workflow steps saved as part of your user and

account profile:

RBC
Royal Bank

| of Canada

» Home B Transaction Centre

the workflovw systern and will be processedin due course.
Reference . TRFRIF12122006101116350

Thank you for submitting wour transaction request. The instruction has been submitted to

Cloge
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Working with Payment Templates

This is a very useful feature if you make regular payments to the same payee because once you
access the template, you need only complete the Priority, Amount, and Debit Narrative fields.
All other fields will be populated automatically based on the details of the original payment
request.

Making Payment Request from a Template

Click New Request in the Workspace shortcuts list. Click Make Payment Request from
Template.
Raise A Request

Pleaze =elect the type of request you require to continue:

Paynents and Transfars

Account to Account Transfer Reguest
This is a fransfer between two accounts in the same currency owned by a single client.

Inter Client Transfer Regquest
This is a transfer between two accounts in the same currency owned by different clients.

Third Party Payiment Reguest
This is a Payment from the selected client.

Make Payment Reguest from Template
This is usedto start a pavment from a saved template.

To make a payment from an existing template, complete the following steps:

In this example, note that there are three payment templates saved for this unit. You can
select any of these templates to use for the creation of a new payment request.

Payment Request From Template

(Tzmplate rzguests cro only available for use atterthe ransacion has boon arocessed cuccossfully)

Fiter [Mon2 7] mares 1 ike | Search

Dixplaying 110 3 ol 3 Ternplalems

Templale Description Transaction Edi: Wanage
Tasgting and £35; and Testing sanc #35 a1d Make Psyrneat Change Marme Dalate
Agata - Template KD account Make Psyrneat Change Marme Dalate
Agata- Template LISC A-couat Make Poyrneat Change Matme Dizlate
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Note that you can search for a template by name — for example:
. Click on the Filter dropdown menu.
o Select Name.

e  Enter keywords to search by in the Names Like field and click the Search
button. All template names matching the keywords you specify are
displayed in the grid. To view all the templates available, select None in the
Filter dropdown list and click Search.

Click on the Make Payment link for the payment template you wish to use. The
account selection screen appears:

o Important Notice :

Transactions which are input and approved by the client's desighated users befare the 200 p.m. EST deadline will be
processed today by the Roval Bank systern. Transactions not input and approved by the client's designated users before
the deadline will he pracessed on the next husiness day.

Please select a Debit Account from the list below and click Continue:

The selected account fram the terplate may not appear on the current pace.

Showing 1to 1 of 1 Bank Accounts

Type - Mumber Designation Status Currency Availahle Balance

BRSO e DESIGNATION Active KYD 8,888,888,888,885.32

The account is selected automatically for you based on the account used by the
template. Click Continue to proceed to the Debit Details screen.

Note: If you had selected a template in the Step above that includes accounts for

which you do not have permission to access, then the standard account
selection screen appears and you can choose one of the available
accounts to continue with the payment request.
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*-Indicates a Required Field

Prigrity: Medium vl
* Credit Amount |D_DD |
Credit Currency: | CAD v |

Internal Refarence (TT): |

* Dehit Marrative: Payrrient T

Please specify the individual or institution to be paid and click Continue

* Individual or Institution Narmne: |

* Account Number | B |

Type:

Marrative:

4. Complete the fields that are not supplied automatically from the template.
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5.

7.

Click Continue once you have completed the required fields.

o Important Notice :

1. Thevalue date varies with cumrency and cormpletion time ofthe transaction (see thevalue date tables below).
2. The actual ¥alue date, wire fees and contract numberwill be displaye d within the Workflow Hotes section on the My
Work - Transaction Requests - Selected Transaction Details page, afterthe transaction status changes to

"Completed".

Value Date: Monday, January 10, 2005

Caymiah Users - Value Date Tahle

curr Before 1:00 p.m.

After 1:00 p.m.

Beneficiary not in same country
as Currency

LSD Current day
CAD Current day
GBP currentday + 2 Bus. days

EUR currentday + 2 Bus. days

Current day +1 Bus.

Current day + 1 Bus,

Current day + 2 Bus

Currentday + 2 Bus

Current day + 2 Bus. days
Current day + 2 Bus, days
Current day + 2 Bus. days

Currentday + 2 Bus. days

| Previous | | Cortinue |

Cancs

Click Continue to add notes to the payment request:

| Please specify any wor kflow notes you may have

ﬂ Important Notice

Flea=e use this field ifyou wish to pass important or additional information on to individuals within the workflow orto client

administration

At notime should this field be used to pass financial inforration such as sort codes, FXrates, charge amounts, etc,
Please review the details that vou have input for the current transaction if you find thatyou need to enter additional financial

infarmation in this field to complete the transaction.

| Previous | | Continue |

=l

=

Cancel

Enter any note you wish to include with the payment by entering text directly in the

field.
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8.

10.

Click Continue to view the confirmation screen.

Admunistration Charge Ietans

Charge Hecumme d: Apply iharge Later Foregn Bank Charge: Shared

Dbt Dt aiils

Vaalue Do Moy D2, 2007

Draabeil Aa-count: 48114455 Dbl Toansilz 5775

Draaleil Cumnrniy: USE Clisiil Relorsincs: TFPFIZ1052007141818283
Drazleil Mlam 1 alivas: Ik 123454 Dsination: TESTRCLG

SWVVIFT Message Detalls

B TARE Dhestimat ion: Eank fo 1 lank Intao:

Payee Details: Beneficiany 1

Cred Aotz ERLEH 1 ity 1ypes 1 'rreate | ety
COR AT TR encys: rure
Bencriclary Mame: CARE R WS ragImcnt Dealls:
Boncrlclany Account: 1768640
Financlal Insthnion: EASTERIMN NMAT IO INAL BN Choys CORAL GABLES
Branch: FL Couniliw: Urniiled Slalus
Palih v 1: 866 POMCE DE LECHM Puost Code: 5407

BLWD

A«ldress 2:
Eic Code:
| edwira /BEER O ade: IR 2 LAz

St aecdes

Verify that the details presented in the summary are accurate and click the Finish
button to submit the payment for approval.

The following message confirms the payment request has been added to the Royal
Online Gold system and will be processed based on the workflow steps saved as

[FTR=EnE you Tor SUBrmiting your ransachon FEQqUESL. THe INSHUCHon Nas Been subrmied 1o
the workflow system and will be processed in due course.

Reference  TPPIJ131220061 342249862

Close

part of your user and account profile:

Managing Templates

The Manage Templates screen is available by selecting the Payment Templates link in the
Client Links section. From this screen you can perform several tasks including the following:

Creating new payment templates for the selected payee
Deleting payment templates

Viewing payee details

Deleting payees

Template

Lease Payment

Joo Emih

|Manage Templates

(Termplate requests are anly available for use afterthe transaztion hes h2enprocessee cutcesefilly)

Fimr-INnne ﬂ MNameas | ik | Search

| Displaying 1to 2 of 2 Templates

Daegcription Edit Manzage
Manthly lease pement Chanie Mame Delete
rronthly gifts Change Marmnc Delote

Mame

ROYAL BANK

| Displaying 1to 1 of 1 Payees

Accourt “errplae Cetals Cdit

Create W ey Delete
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Creating New Payment Template
You can also create templates from the Manage Templates Screen.

To create a new template from the Mange Templates screen:
1. Select Client Links> Payment Templates to access the Manage Templates screen.
2. Click the Create link under the Template heading for the required payee.
Note: If you are creating a template for a unit that does not have any payees saved, then you
will not be able to create a template from the Manage Templates screen. In this

situation you will have to create a new template when making a third party payment
request as explained in the section titled Third Party Payment Request.

The following screen appears:

3. Complete the following fields:

b Selact Client

*= Required Information

“Template Mame Memhbership Fee
“Termplate Description Busziness Asscociation membership fee - paid each quarter. =]
Diehit Account |05975~2525853~U5D~TE5T ROL GOLD j
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4. Click Submit once you have completed the fields. The new template will now be available
for selection from the Manage Templates screen .

Manage ?emplates

(Template requests are only available for use after the transaction has been processed successiully)

FiIter:INUnE 'l Marnes Like: | Seath

| Displaying 1 to 3 of 3 Templates

Template Description Edit Manage
Lease Payment Maonthly lease pament Change Mame Delete
Membership Fee Business Association membership fee - paid each quarter, Change Mame Delete.
Joe Smith maonthly gifts Change Mame Delete

Displaying 1to 1 of 1 Payees

MName Account Template Details Edit

ROYAL BANK 1 LAl Create Wienw Delete

Deleting a Payment Template

To delete a payment template:
1. Click on the Delete link that corresponds to the template you wish to delete — the following
alert appears:

rcroso x

@ The Template {Jos Smith) will be permanently deleted, Are you sure?

0K Cancel

2. Click OK to delete the template. This removes the template from the list in the Manage
Templates screen.
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Changing the Template Name

1. Click on the Change Name link for the template that you wish to modify — the following

2.
3.

appears:

» Select Client » Manage Templates

(Template requests are only availahle for use after the transaction has been processed successfully)

FiIter:INUnE 'l Marnes Like: | search

Displaying 1to 2 of 2 Templates

Template Description Edit hanage
Lease Payment Maonthly lease pament Change Mame Delete
|Membership Fee Business Association membership fee - paid each quarter. ave Cancel Delete

Enter a new name in the field.
Click Save to complete the name change or Cancel to end without changing the name.

Viewing Payee Details
Click the View link under the Details column for any payee listed in the Manage Templates

screen.

Payee Mame ROYAL BAMK

Payee Accaunt il BT

Institution Roval Bank of Canada
200 Bay St- Main FIr
Toronto
Canada
Bic Code:

Close

GG Mumber: 000300002
Swift Code: ROYCCATIINM

Deleting Payee

1.

2.

Click the Delete link for the payee you wish to delete. The following alert appears:

|

@ The Payee (ROYAL BAME) will be permanently deleted, Are you sure?

0K Cancel

Click OK to delete the payee.

43




Foreign Exchange Transfer

There are four steps that you must complete in order to create a foreign exchange transfer:
1. Select the client (if your unit has more than one client)

2. Select the accounts to be credited and debited
3. Provide the transfer details
4. Confirm the transfer

Please note the additional rules that apply for this transaction type:

Selecting a Client

Note: If there is only one client under the unit the accounts for the client are displayed.

Enter a client name or client number in the fields and click the Search button. Simply click on

the client of your choice.

» Select Clignt

Name |
Client Mumber

Reference

Mote - leawe all fields empty to view all Clients.

Found 3 customers using the search critetia provided.

Displaying 1to 3 of 3 Customers

RBC Client Mumber

Narne REC Transit

1247725 SHORTNAME G974 1247725
1263887 SHORTMAME G974 1253897
7208777 SHORTMAME 6975 7399777

Refaranta
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Raising a New Foreign Exchange Transfer Request

1.

2.

Click the New Request link the click the Foreign Exchange Transfer Request link

Raise A Request

| Please select the type of request you require to continue:

Payments and Transfers

Account to Account Transfer Request
This is a fransfer bedween two accounts in the same currency owned by a single client.

Inter Client Transfer Request
This is a transfer between two accounts inthe same currency owned by different clignts.

Third Party Payment Reguest
Thig is a Payment from the selected client.

Iake Payment Request fram Template
This Is Lsed to start 4 payrmentfrom & saved template.

Foreign Exchange

Foreign Exchange Transfer Request
This is a transfar between two accounts denominated in different currencies.

Click continue

Ralse A Request

| Foreign Cxchange Transfer - Step 1 of &

1. Transter currencles

0 Important Notice :
2. Belect Dehit Account

Flease be advised that the actual exchande charged and value date used tor this transaction will be displayed on the
2. Select Crodit Account Tranz action Details Page after this transaction status has changed to Completed.

4. Trade Dietaile
| Foreign Exchange Transfer, Available Currencies List:

A Mntas for Winrkfloe

Notice: Iranster Cumency List
H. Confirmation

The Following iz & List of Currencies Awsilable for a Foreign Exchange Trangfer:

CAD Canadian Dollar

CUR Cura

3HF Steriing

JPY Japanese Yen

YD Cayrnan Islands Dullar
LIS LIS Mnllar
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5.

6.
7.

Click on the account to debit from the list of accounts — the background of the account turns

Showing 110 8 of & Bank Accounts

Type - Murmber Designatian
DESCRIPTION - 2R25853 TEST ROL GOLD

DESCRIPTION - 225861 TEST ROL GOLD

DESCRIPTION - 2625874 TESTROLGOLD

DESCRIPTION - 2001088 TEST ROL GOLD

DESCRIFTION - 3001120 TESTROL GOLD

DESCRIPTION - 5021126 DESIGMNATION

DESCRIPTION - TOO0151 TEST ROL GOLD

DESCRIPTION - 7326192 DESIGNATION

Status
Artive
Artive
Artive
Active
Active
Active
Active

Inactive

Currency Balance

sD 89 22661
EUR 19622
ELIR 449 B03.78
CAD 5101.38
CAD 300,698.34
KD (40 972.32)
KD 85.450
uspD 556.12

| Previouz I | Cantinue |

| Cancel

yellow to indicate that it has been selected. Click “Continue”.

Select the Account to be credited — the background of the account turns yellow to indicate

that it has been selected. Click “Continue”.

Bank Accounts

Designation
DESCRIPTION - 2625861 TEST ROL GOLD
DESCRIPTION- 2625874 TEST ROL GOLD
DESCRHIPTION - 3001088 TEST ROL GOLD
DESCRIPTION- 3001120 TEST ROL GOLD
DESCREIPTION- 5021136 DESIGMATION
DESCRIPTION- 7000151 TEST ROL GOLD

Status
Active
Active
Active
Active
Active

Active

currency Balance

ELIR 196.22
EUR 99,303.78
CaD 9,101.38
CAD 200,292.34
KD {40,972.33)
kYD 8550

Note: This page will not show any accounts with the same currency as the debit account.

Enter “Credit Amount”.

Enter a description in the both Debit and Credit Narrative fields (optional) —.. If you do not
input a narrative the system will generate a default narrative. Click “Continue”.

*= Credit Amount: 0
CUrrency:

Refarence:

Dehit Marrative:

(Maximum 36 characters)
Credit Marrative:

(Maximum 36 characters)
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Providing Additional Details

The additional details that you can add to a foreign exchange transfer include notes or additional
processing instructions. Click Continue to advance to the Confirmation screen.

| Please enter notes that will be attached to the Contract details:

OImportath MNotice

Flease use this field it you wish to pass important or additional information on to individuals within the workflow or to The
Bank. AtNC TIME should this field be used to pass financial infarmation such as sortcodes, Fx rates, charge amounts,
et. Please rewiew the details that you have inputfor the current transaction ifyou find that you need to enter additional
financial infarmation in this field to camplete the transaction.

Confirming the Transaction
Click the check box below after reviewing the warning details.

0 Message Details:

Please be advised that the actual exchange charged and value date used for this transaction will be displayed
on the Transaction Details Page after this transaction status has changed to Completed.

Acknowledgement Required
By acknowledging this message and chicking the Finish button you will be making a request to enter into a
contract to exchange funds from one currency into another which may not be reversible at the same rate.

Flease click here to confirm you have read and understand the terms and conditions.
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review this information to ensure that it is accurate and reflects the transaction instructions that

you wish to submit for approval and processing.

Transactioh Details

Submit Date: Jan 16, 2008 1347 Transaction Priority e dium

Client Mumhber: 7402027 Client Mame: 7402027 SHORTHAME
Submitted By User CGrant Cliznt Tracking Reference: FRTCGIB1Z00813552427
Walue Date:! Jun 13, 2005

FX Details

Trade Date: Jun o1, 2005 Deal Terms: uItiply

Rate: v ) Print Confirrr ation: Yes

Reference: Rate o be Supplied Trade Type: Bank Zelling
Bank Buys

Entry Type: Debit Client Mumber: 7402027

Transit BI75

ACCOUnt 7326192 Designation: DESIGMNATION
mourt

Zurrency: Ush Marrative: TESTDON CR
Bank Sells

Entry Type: Credit Client Mumber: 7402027

Transit BI75

Account 3001088 Designation: TEST ROL GOLD
Armaunt: 1.66

Zurrency: CAD Marrative: TESTDON DR

Until the transaction’s status changes to “complete” you will notice the following:

e FX Details will show a rate of “0”.

e Debit amount will show “0”.

o |f the details are correct, click the Finish button to complete the transaction. The
following message confirms that the transaction request has been saved to Royal Online

Gold:

Thank you for submitting your transaction regquest. The instruction has been submitted to
the workflow system and will be processed in due course.

Refarence : FXTCG16120081 3552427
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Requesting Drafts

Bon =

Select the client (if your unit has more than one client)

Select the account to be debited
Provide the draft details
Confirm the draft details

Selecting a Client
Note: If there is only one client under the unit the accounts for the client are displayed
and the next step is omitted.

RBC

Royal Bank
| of Canada

» Select Client

MName |
ClientMurmber

Reference

Mote - leave all fields empty to viewr all Clients.

Found 3 customers using the search criteria provided.

Displaying 1to 3 of 3 Customers

Marme RBC Transit RBC Client Mumber Reference
1247725 SHORTHNAME 5975 1247725
1253897 SHORTHAME G375 12538497
T2AR77T7 SHORTRAME 69746 1389777
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Making a Draft Request

To create a new draft request:

1.

Click the New Request link. Click the Make Draft Request link.

Pleaze =select the type of request you require to continue:

Payments and Transfers

Account to Account Transfer Request
This is a transfer hetween twa accounts inthe same currency owened by a single clignt.

Inter Client Transter Hegquest
This is a transfer hebween bwo accounts inthe same currency owned by different clients.

Third Party Payment Request
This iz a Payment fram the selected client.

Make Paviment Reguest from Template
This is used to start a pavyment from a saved template.

Foreign Exchange

Fareign Exchandge Transfer Heguest
This is a transfer between bwo accounts denominated in different currencies.

Service Requests

hake Oraft Reguest
This iz used to submit a dratt request to RBC staff.
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Selecting the Accounts
3. Click on the account to debit from the list of accounts — the background of the account turns

yellow to indicate that it has been selected. Click “Continue”.

Please select a Debit Account from the list below and press continue: |

e
Tupe - Number Designation Status Currency Available Balance
DESCRIPTION - 1014240 DESIGHWATION Artive KyD 288738
DESCRIPTION - 1014612 DESIGMATION Active KD 18223698
DESCRIPTION - 1128958 TEST ROL GOLD Active KYD 1,023.77
DESCRIPTION - 2014578 DESIGMATION Artive ush 1,648.15
DESCRIPTION - 4001285 TESTROL GOL Artive GBP 104.43
DESCRIPTION - 4001327 TEST Artive GBP 0.649
DESCRIPTION - 7000078 TESTROL GOLD Artive KD 72427

Providing the Draft Details

Complete the fields below. Click continue

M | Please enter draft details

2. Draft Details

Selected Bank Account

3. Confirrnation

Debit Type Type - Mumber Currency Awailable Balance

Dehit DESCRIPTION - 2625879 EUR 99,803.78

*- |Indicates a Required Field

Draft Reference:

* Priotity: Medium w
* Currency EUR w
* Amount;
* PayTo
T i .

?;é?nfnfw Thursday, June 02, 2005 [

* By Order of:

RE:

#

Pick-up at

Flease enter a specific branch for Pick-up.

#

Contact Phone Number:

Please enter 2 valid phone number including area code.
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Please note:

Royal Online Gold

Field Description

By Order of Name of person or company ordering the draft

RE Remarks (optional)

Contact Phone Enter a 10 digit phone number, including area code (without spaces)
Number like this: XXXXXXXXXX

Confirming the Draft Request

review this information to ensure that it is accurate and reflects the transaction instructions that
you wish to submit for approval and processing.
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Confirmation - please review the draft detalls and select Finish to submit:

Transaction Details

Submit Date; Jan 14,2008 1424 Transaction Priority; Medium

Client Nurmber: 7402027 ClientMarme: 7402027 SHORTNAME
Submitted By User; C Grant Client Tracking Reference;  DRFCG141200814242503
Administration Charge Datails

Chatge Required: Mo Charge Applied

Debit Account Entry

Transit: EavE Currency: EUR

Account: 2625879 Designation: TESTROL GOLD
Drafi Details

Amount: 245,00 Contact Phone Mumber; 3469000004

Diate Required: Jun 0z, 2005 Draft Currenty: EUR

FawTo: Joan DUArG

By Order of: Mapoleon Bonhapart

RE: MuUrsing duties

Pick Lip at Sheddan Raad Branch

5. If the details are correct, click the Finish button to complete the transaction. The following
message confirms that the transaction request has been saved to Royal Online Gold:

Thank you fiar submitting your transaction request The instruction hias been submitted 1o
the workflow system and will be processed in due course.

Reference  DRFCG141200814242503

Close
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Approving/Rejecting New Transactions

Approving/Rejecting a Transaction

Click the My Work link on the homepage and select the Inbox tab. In the following example,
there are five (5) new requests that require your approval, only one (1) is shown in the figure:

My Wark

Inbox {5)

S I E

Value Date: Apr 20, 2007

Reference ID:
TPPIZ204200792922712

Customer Marne: 5710264 Vi
SHORTHAME

Credit Currency: USD

Credit Amount 0.20

Payrment- Utility
Main1 and 2 under  Medium | Zeda
400

20004507
09:55

Anproval by - Third Party
Tierd Faymeant

Displaying 1to 5 of 5 Workflow lnbox ltems
Start Date | Workflow Priority :;;Ched g;med gﬁmeu StepMame | Category Peek Details

Note: If you are signed in as an approver and click the View link under the Details column,
the transaction will be locked and cannot be accessed by another user. If you decide
not to approve or reject the transaction at this time, be sure to click the Back button at
the bottom of the display — otherwise the transaction will remain locked.
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Each new request is listed in the main display with the following fields:

Field Name Description

Start Date Displays the date and time that the request was created.

Workflow Lists the approval rules for the transaction.

Priority Lists the priority level assigned to the request when created by the inputter.

Locked By If locked, this indicates that an approver is reviewing the transaction. If an
approver does have the transaction open and a second approver opens
the transaction, the Approve / Reject buttons will be disabled.

Owned By Not used.

Initiated By This is the person that created the transaction request; that is, the original
inputter of the transaction.

Step Name The step name is the point in the workflow at which the request currently
exists.

Category Lists one of the following transaction types:
. Account to Account Transfer Request
. Third Party Payment Request

Peek Provides a quick review of the details for the transaction.

Complete the following steps to approve a transaction for processing:
1. Click View for the transaction you wish to approve. Click Approve/Reject.

Workflow Hote s
JP Productions expecting payment for invaic e 4356
Transaction Details
Submit Date; Dec 12,2006 11:52 Transaction Priority: Medium
Client Number: 402027 Client Mame: LA SR LI e ]
Submitted By User: | Fabio Client Tracking Reference: TPPIF12122006115213814
Templated Instruction: Ma
Administration Charge Details
Charge Required: Apply Charge Later Foreign Bank Charge: Bank
Debit Details
Value Date: Jan 0@, 20048
Debit Account: 3001120 Dehit Transit: 6475
Debit Amount: a00.12 Client Reference: TPPIF12122006115213814
Debit Currency: caD
Approve | | Reject | | Back |
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Reject for Editing
The Reject for Editing option cycles the request back to the inputter's My Work.

1. Enter a reason for the rejection in the text field.

2. Click the Reject for Editing button. The request now returns to the inputter who can view the
status of the request from their My Work screen as illustrated below:
My Work

Irmkaox Transaction Requests

LR EL e TR e | My Unit's Transactions

— [ show last 20 days transactions onhy

Displaying 1 to 5 of 5 My Transaction Requests

Submit Date Priority ~ Client Amount | Currency | Type Status Wotkflowe | Transaction
1412006 10:08  High 1 LB VL 949 12 EUR Account To Account Transfer  RequiresEdit Wi Wisnw
12132106 11:52  Medium 0 SRl TE 50012 CAD Third Party Payment InProgress Wie =1
122006 10:11  Medium  “#l ST 1,20012  USD Third Party Payment InProgress WiEy gy
28M1/06 15:03  hledium #iiit Tiw bl Ta0.1z2 Uspo Third Party Payment InFrogress Wiew Wi
1212106 12:22  High l S S 2,50011 USD Third Party Payment Completed Wigy Wigny

Note that the transaction sent back for editing now has a status that reads Requires Edit. In
order to edit the request, the Inputter must click the View link under Transaction — this opens the
Transaction Details screen.




Making Changes to Rejected for Edit Transaction

The original Inputter must complete the following steps in order to edit the request and resubmit
for editing:
Click the Edit button — this opens the Raise a Request screen with the account already
selected as indicated below:

1.

Royal Online Gold

Raise A Request

| Account to Account Transfer - Step 1 of 6

1. Debit Account

2. Credit Account

3. Transfer Details

4. Setvalue Date

5. Motes for Workflowy

6. Confirmation

| Please select a Debit Account from the list below and click Continue:

Showing 1to 8 of 8 Bank Accounts

Type - Number

R Y

Designation
TEST ROL GOLD
TEST ROL GOLD
TEST ROL GOLD
TEST ROL GOLD
TEST ROL GOLD
DESIGNATION
TEST ROL GOLD
DESIGNATION

Status
Artive
Active
Active
Artive
Active
Artive
Active

Inactive

Currency
usD
EUR
ELR
CAD
CAD

Available Balance

86,469.45
67,98

99 579,60
3266
298,955.84
(32,714 96)
896.81

201.43

Cancel

Click Continue —the Credit Account is automatically selected based on the original
transaction request.

Raise A Request

| Account to Account Transfer - Step 2 of 6

1. Dehit Account

2. Credit Account

3. Transfer Details

4. SetWalue Date

5. Motes for YWorkflow

6. Confirmation

Please select a Credit Account from the list below and click Continue

Showing 1to 1 of 1 Bank Accounts

Type - Number

Designation

TEST ROL GOLD

Status

Active

Currency

EUR

Available Balance

99 579,60

| Prrevious |

| Continue |

Cancel
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3. Click Continue to view the details for the original transaction:

Transfer RETBrance: fazaF141220061 083051

Amount, 3551200

Pririty: |High

Dehit Narrative: TRANSFER TO ACCOUNT

Credit Narrative:  |TRANSFER FROM ACGOUNT

4. Review the details and make changes as required — in this example, the Approver rejected
the request explaining that the value in the Amount field was incorrect. Adjust this amount
and click Submit to re-send the request for approval.

Reject Completely

the Approver can also completely reject a request. This means that the transaction will not be
processed and cannot be edited or changed in any way in order to make it acceptable for re-
submission.

To completely reject a transaction:

1. Open the Rejection Details screen to reject the request — please see Rejecting Transactions
for instructions on accessing this screen.

2. Enter a reason for rejecting the transaction in the text field — for example:
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3. Click the Reject Completely button. This will cause the transaction to revert back to the
Inputter.

This rejected transaction now appears in the Inputter’'s Transaction Requests tab under the
My Work link. The transaction status will be listed as Rejected and the Inputter will not be

able to perform any more work on this request:
My Work

Trangaction Requests

_ [ Show last 20 days transactions only

Displaying 1 to 3 of 3 My Transaction Requests

Submit Date Pril:lri‘ly Client Amount Currency TWB Status Workflow | Transaction
MOSS  a D g ap  PAomToAcm s mmo e
Hfglms Medium ;‘LDOERD?LAME 34500 EUR Draft 'T”iepﬁgress - Approvally g, yiew
102{212108 Medium 182H5§§$LAME 12,00000 K¥D Diratt |Tn|:rro1gress -Approvalhy e, View

Should the Inputter wish to see the reason for the rejection, they can click on the View link

under the Workflow header — this opens the Transaction History dialog box:
Transaction History:

Client Hame: 7402027 SHORTHAME Tracking Reference: FXTCG161200813552427

Currency: CAD Amount: 1.66
Wiarkflow Karme Diate Started Diate Caompleted Status Cutcome
Transfer Fx- Cayman Testing Company Ltd, Unlimited 16/01/08 14:11 1601708 16:16 Completed Rejected

Mext Step in Workflow
Workflow Point of Rejection _

Selected Warkflow:

Step MName Step Description Qutcame Completed By Date Carnpleted
Approval by Tier 1 Approval by Tier 1 Rejected AJill House 16/01/08 16:16

Reason for Refusal:  Testing reject completely.
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2. Now that the transaction request has been approved/rejected, it no longer appears in your
Inbox tab.

My Work

Inbox (58)

iy, ——

Displaying 1 to 10 of 58 Workflow Inlvox kems Mext 10 >

Start T Locked Owned | Initiated @ Step .
Date Workflow Priority By By By Name Category Peek Details
Value Date: Jun 01, 2005
Reference |D:
Transfar- Cayman n [CTCG201120079317773
201007 N . A | tar Client X
noap | Testing Company  High corant [yoriory | |Transer | CustomerName: nter Glient ie
Unlimited Transfer: 7402027 SHORTNAME
Credit Amount: 8 500,66
Cradit Currency: ELIR

=
=

Value Date: Jun 02, 2005
Reference ID:

FPayment -
271107 Cayman Testing High ey Approval hird Party 'IC':F'F'tCGEHrJ 200?11(;3513337? y
16:33 Cormpany Ltd. ig rant e Tier e ustomer Mame: ey
Unlimited SHORTHAME

Credit Currency: GBP
Credit Amount: 14566

Managing Transaction Requests

If you have a large number of transactions in your Inbox you can sort the display by any column
simply by clicking on the column header. You can also apply a filter by which to retrieve only
those records that match the filter.

For example, if you wanted to only retrieve only High priority transactions you could:
1. Select Priority from the filter dropdown list.
2. Enter High in the text box to the right of the dropdown
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3. Click the Find button — this will retrieve all transactions that have been assigned a High

priority.
Inbox (58)
Displawing 1 to 4 of 4 Workflow Inhox Rems
Start S Locked Owned  Initiated Step .
Date Workflow Priority By By By Name Category Peek Details
Walue Date: Jun D1, 2005
Reference |1D:
Transfer- Cayman . . ICTCGE2011 2007937773
ggggm? Testing Company High f—:!use G Grant ﬁeprrgﬁl lprt:r:sggrem Customer Mame: Inter Client Wie
’ Unlimited Transfer: 7402027 SHORTMAME
Credit Amount 8 500,66
Cradit Currency: ELIR
Yalue Date: .Jun 02, 2005
Reference [D:
Payment- Cayman . TPPCG2T112007163134577
2rniny " . Al | Third P .
lhas  TesrgCornpary  High C Grant bEpTE‘r'ﬁ' pa:me:{w Custorner Mame: 1253897 Wiew
: Ltd. Unlimited SHORTHAME
Credit Currency: GBP
Credit Amount: 145,66
Walue Date: Jun 03, 2005
Reference |1D:
FPayment- Cayman . TPPCG2E11200785614421
33{10110? Testing Company High C Grant ﬁs%gﬁl -Przlgfn:r?tw Custarmer Mame: 7614910 Wi
: Ltd. Unlimited SHORTNAME
Credit Curreney: ELIR
Credit Amount: 200,000.00
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Using Reports Centre

The reports function allows authorized designated users to view Royal Online Gold reports.
Note: The report function should not be granted by the client to those designated

1.

2.

users who have the “Restrict user from viewing Account Balances”

permission.

Viewing Reports
Click on the “Reports” link in the right navigation panel.

Workspace

b Muby WNOrK
b Mew Reguest

(b Repors ]

On the Reports Centre select the Reports Tab.

Royal Online Gold

Reports

Report Category: Transactions

Report Hame: Client Search by Amount
Parametars: Hide Parameters
Armount; 345 00

Transaction Type: | [All]

Results per Page: Run Report
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3.

4.

Reports Centre

Reports My Saved Reports

(TN N

Displaying 1ta 3 of 3 Reports

Cateqory Narme

Tranzactions Client Search by Armount
Transactions Client Search by Submitted Date
Transactions Client Search by Tracking Reference

Click on a report name to see the search parameters. Here is an example using the “Client Search
by Amount” report name.
Input an amount to search by and select the desired “Transaction Type”.

5. Click the “Run Report” button to generate the report.

1.

Exporting Reports to another format (Excel, CSV, XML)
After generating your report, on the Report page select the desired format from the “ Select a Format”
drop down menu and click on the Export button.
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2. Click on the “Save” button to save a copy of the report.

64



Tracking a transaction request — as an inputter
1. Select the My Work inbox

Transaction Requests

My Transaction Requests
I ISR st 1ot 20 days transactions onty

Displaying 1to 3 of 3 My Transaction Requests

Submit Date | Priority | Client Amount Currency Type Status Workflow | Transaction
A e LN e oo DSk s el ge oy
H{glmg Medium gtﬂggiLAME 4500  EUR Draft 'T”ieprragress -Approvalby View
102{212108 Medium éasggiLAME 12,000.00 KD Draft 'T”izrrﬂgress'*\pm"a'b!’ View View

2. Select the “View” link under the Workflow column to view the Transaction History page.
Transaction History:

Client Name: 7402027 SHORTHAME Tracking Reference: F>TCG1612008135862427

currency. CAD Amount: 1.66
Workflow Marme Date Started Date Completed Status  Qutcorme
Transfer Fx - Cayman Testing Company Lid. Unlimited 1601005 14:11 Active Lindecided

Mext Step in Yarkflow

Workflow Point of Rejection _

Selected Workflow:

Step Mame Step Description Qutcame  Completed By Crate Completed Who is warking on this
Approval by Tier 1 Approval by Tier 1 /(\M

The step description is unavailable Client Administration

The step description is unavailakle Client Administration

This Transaction History page lists the workflow steps the transaction must go through. The current
step is highlighted in yellow. This screen also shows the following information fields:

. Currency

. Amount

. Tracking Reference number

o Date Completed

. Completed by column — show each approver at the company and the RBC Back Office who

processed the transaction.

. Date complete — Date and time of each workflow step is date and time stamped.
Note: If a transaction step is highlighted in red that would indicate the transaction has been rejected
at that step.

3. On the Transaction History page click on the “View” link under the “Who is working on this” column
to see who has access to approve the current step of the transaction.
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4.
5.

B Wl Work b Workdow Progress b User List

Users

Displaying 110 1 of 1 Users currenthy assigned {o completing step

User Name

:

Housge, Jill

—

Note: Jill House is the only approver assigned to complete this step.

Select the yellow Back Button to return to the Transaction History page.
Select the yellow Back Button to return to the My Work inbox.
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