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1.. HOW TO USE THIS GUIDE
1.1 Confidentiality

The information contained in this document is for customers of 1-Stop services only. Copyright remains with 1-
Stop. No unauthorised copying or distribution of the document or any part of its contents is permitted.

If you have any questions about the use or distribution of this document, call the

1-Stop Helpdesk on 1300 881 055.
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1.2 Purpose of this guide

This guide is for customers of 1-Stop’s Rail Tagging and Release Service. It is intended as:

e atraining resource when you purchase 1-Stop’s services; and

e areference guide, if you need help to perform specific tasks.

Information about solving problems is included at the end of this document. If you need extra help you can:

e check the FAQsin the ‘Help’ tab on our website at www.1-stop.biz; or

e contact the 1-Stop Helpdesk on 1300 881 055.

1.3 What’s new and what’s changed

The information contained in this guide is current as at June 2012 and reflects all changes to the user interface

up to that date. If you think you may not have the most up to date User Guide, check the downloads available
at www.1-stop.biz .

1.4 User guide name and version number

Updates to User Guides are made each time a new version of the service is released.
This is: ComPay-CUST-User Guide Version 5

1-Stop | Rail Tagging and Release >
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2. ABOUT 1-STOP
2.1 Who is 1-Stop?

1-Stop is an information communications technology (ICT) company that provides services to businesses
involved in the import and export of goods to and from Australian ports. We are based in Sydney and our
services are used all over Australia and in Auckland, NZ. Our customers include:

e terminal operators (stevedores);

e shipping lines;

e  Australian Customs Services and Australian Quarantine and Inspection Service;
e container depots;

e importers and exporters;

o freight forwarders and agents;

e road carriers; and

e rail operators.

2.2 What does 1-Stop provide?

Our ICT solutions permit the exchange of data via the web or by electronic data interchange (EDI), for purposes
such as container and vessel tracking, vehicle bookings to collect and deliver cargo at terminals, Electronic
Import Delivery Orders (EIDOs), Pre Receival Advices (PRAs), invoice and payments systems, and much more.
For a full list of our services, go to 1-Stop Services.

Freight
forwarder

1-Stop
messaging

hub

Customs Shipping
broker. line/agent

2.3 Why use 1-Stop services?

1-Stop services are an important part of the Australian logistics supply chain. We’re integrated with ports and
terminals all over Australia. Every day our community of users grows.
1-Stop customers enjoy:

o efficient and real time transactions between community members;

e improved data quality;

1-Stop | Rail Tagging and Release 6
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clear, visible data about vessel and container movements;

easy reporting to Australian Customs Services to meet regulatory requirements;
time and cost savings, thanks to automation of repetitive transactions;

better ability to respond to their customers; and

improved business efficiency, due to the ‘one-to-many’ solution — access one system to do
business with many providers.

1 ABOUT COMPAY
1.1 What is ComPay?

ComPay is an online payments and invoice service designed specifically for the freight and logistics community.
Our members include leading international shipping lines, multinational 3PLs, freight forwarders, customs
brokers, road carriers and terminal operators.

ComPay delivers real time payment notification, invoice presentation, reconciliation, batch processing and
comprehensive reporting. Both the payer and payee benefit from process efficiencies and significant cost

savings.

With ComPay you can:

make EIDO payments to shipping lines;

pay storage fees directly to terminals;

pay for any invoice;

receive invoices directly into your ComPay account;

pay from a bank account or credit card;

receive credit card payments from non-ComPay members; and

receive accounts payable and receivable reports.

Key benefits of ComPay include:

1-Stop
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reduced transaction costs to payee and payer;

elimination of courier charges;

elimination of cheques;

real time payments with remittance advice sent as soon as payment is authorised;
increased process efficiencies;

cash flow transparency; and
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e reduced bank fees.

ComPay registration is free and 1-Stop provides 24-hour, 7-day support.

1.2 Who uses ComPay?

ComPay is used by all sectors of the supply chain, including shipping lines, carriers, importers, exporters, freight
forwarders, customs brokers, container terminals, and container parks and depots.

2 TERMS OF USE

ComPay Terms and Conditions appear at the beginning of the Registration process. We advise you to print
these out and read them carefully.

3 CUSTOMER SYSTEM
REQUIREMENTS

3.1 Hardware

To use 1-Stop services, customers need:
e 1GHz CPU and above;
e 1GB RAM minimum; and
e  aprinter for report printing (where required).

3.2 Operating system

1-Stop services are compatible with any operating system with web browser capability. However, Internet
Explorer for Windows is the recommended configuration. Functionality may be limited in other browser
environments.

3.3 Software

Customers need:
e Internet Explorer Version 7 and above (on Windows operating system); and

e an email account with HTML capability for receiving acknowledgements and EIDO responses.

3.4 Communications

You need:
e internet access (we recommend ADSL or higher; a satellite is recommended for rural users); and

e email SMTP communications.

1-Stop | Rail Tagging and Release
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4 BEFORE YOU START

4.1 Registration

If you haven'’t already registered for ComPay services, you’ll need to do so. You can do this quickly and simply
on our website at www.1-stop.biz.

Go to the 1-Stop Home page and click on ‘Register’ in the top right hand corner of the page, above the ‘Sign In’
box and ‘Latest News and Events'.

=

Forgotten password

Help MSIC

Ce Latest News & Events

You will be directed to the Registration screen.

Registration Type

©) An Individual
Select this option to register as an individual

5@ ,An Organisation

Select this option to register as an organisation

Select your Registration Type — select ‘An Organisation’.
You’ll be asked to choose from a list of 1-Stop Service Families. Choose ‘ComPay’ from this list. Two options will

appear: choose ComPay (the first option), then click ‘Next’.

-’

You'll be diverted to the ComPay website for registration.

4.1.1 ComPay registration Question 1

Here, you'll be presented with the ComPay Client User Agreement. This is QU estion 1 of a six-stage process
(Questions 1 to 5 and Summary).

1-Stop | Rail Tagging and Release 9
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Question 1 » Question 2 » Question 3 » Question 4 » Question 5 Summary

Question 1 - End User Licence Agreement

ECOMPAY CLIENT LICENCE AGREEMENT
{
[This is an AGREEMENT between PSP LOGISTICS PTY LTD ABN 62 121 309 224
(of Level 11, 50 Queen Street, Melbourne, Victoria, 3000, Australia, (the Licensor),
land the party registering their details vith the Licensor for the purpose of applying for
that party to be able to use ComPay (You).
The Licensor provides ComPay.

no>

By ticking the box below and selecting 'I Agree', the person undertaking such action |
acknovdedges that as part of the registration process they have read and agree to the
terms and conditions in this Agreement AND that they are authorised to enter this
Agreement on behalf of and bind You (whether you are a company, partnership, trust,
other entity or an individual).

You agree that:

1 You will: =

Print Client Licence Agreement

Dl have read, understand and agree to be bound by the Client Licence Agreemant.

Before beginning the regi: ion p please ensure you have the following information ready:
® Corporate Details (Legal Name, Trading As, ABN, ACN, etc)
® Address Details

® Relevant Phone and Fax Numbers

® Bank Account Details (Payable and Receivable Accounts)

® Cradit Card Details (optional)

Print out the agreement and read it thoroughly. When you’ve read and understand the agreement, tick the
checkbox which states ‘Il have read, understand and agree to be bound by the Client License Agreement’.

Before beginning the registration process, please ensure you have the following information ready:
® Corporate Details (Legal Name, Trading As, ABN, ACN, etc)

Address Details

Relevant Phone and Fax Numbers

Bank Account Details (Payable and Receivable Accounts)

Credit Card Details (optional)

Note that the page asks you to prepare the following information:

e company name and ABN;
e address, phone and fax;
e  bank account details; and

e credit card details.

Fill in the information required in the boxes below then click ‘Next’.

1-Stop | Rail Tagging and Release 10
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* Mandatory Information
I

*

Name: | |

Position: [ |*

Contact Phone: 61 f-| |- " (eg 61-3-99999999)
NOTE: This must be a landline number

4.1.2 Compay registration Question 2

In Question 2, you'll be asked to fill in your company details, as below. Note that the ‘Trading As’ name is
the name that other ComPay members will know you by.

Question 1 * Question 2 = Question 3 * Question 4 » Question 5 Summary

Question 2 - Corporate Details

Primary Business Function: |
Legal Name: | i .
Trading As: | i .
Type of Entity: Company - i

Name of Partnership or Trust: |

ABN: | |*

ACN: [

Complete the boxes, then click ‘Next’.

4.1.3 ComPay registration Question 3

In Question 3, you'll be asked to fill in your address details, as below.

1-Stop | Rail Tagging and Release 11
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Quastion 1 » Quastion 2 » Question 3 = Question 4 » Question 5 Summary

Question 3 - Address Details

Address Line 1: ] | =

Address Line 2: | |

Suburb: | |=
State: - i

Postcode:

Postal Address:

Address Line 1: [ i

Address Line 2: | |

Suburb: [
State: ACT v
Postcode: =

Complete the boxes, then click ‘Next’.

4.1.4 ComPay registration Question 4
In Question 4, you'll be asked to fill in your contact details, as below.

Question 1 » Question 2 » Question 3 » Question 4 » Question 5 Summary

Question 4 - Contact Details

Primary Contact:
Title Ms -
First Name 1 e
Last Name i |«
Position [ e
Prene T —TT
Fax [ F[ (e 61-3-99999995) *
Mobile 17 e — |
Remittance Advice Email | | *
CC Email for Remittance Advice |
dary Contact (O 1)
Title Mr -
First Name | =
Last Name { |
Position | ]
Prons R E— e
e B b F[ Jtepers )
Mobile | ]

Email ] I

Complete the boxes, then click ‘Next’.

4.1.5 ComPay registration Question 5
In Question 5, you'll be asked to fill in details for bank accounts payable and receivable.

1-Stop | Rail Tagging and Release 12
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[ ———

Actount sdun; * addunn Uns 1 Suburhy aceount Rama *

Sk Tnpttution Namei * [rryr¥n s e e -

pr—— icxount fumban * -

|__ s Pavable Accownt |

Credit Card Detads (maxmam of 3) .
|____rddcredncard |

Recesuble Accaunt wott # any payath hare

Hame of Finanal [sthten

Addusn o 1

Addusn o 2

Suburt

state acr =

Busteods

Country susTRALS =l

In the future, ComPay will offer a foreign exchange component. The form also asks you about international
payments for this reason.

Fill in your details then click ‘Next’ (at the bottom of your screen) again.

4.1.6 ComPay registration Summary

Question 1 » Question 2 » Question 3 » Question 4 » Question 5 Summary

Summary

Question 1 - eNett End User Licence Agreement

Name: TEST REGISTRATION
Position: TEST
Contact Phone: 61-2-22222232

When you reach the SuMmMary page, you'll have the opportunity to check that all the information you've
supplied is correct. Once you’ve checked the information, click ‘Complete Registration’. once

registration is complete, you will see a message saying ‘Registration is complete’.
You will receive a confirmation email with the direct debit form attached. You will need to follow the
instructions in the email, to:

e complete the direct debit form;

e faxitback; and

e send the original in the post.

All details for postage and faxing are contained in the email.

1-Stop | Rail Tagging and Release 13
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Dear Applicant
Thank you for completing 1-Stop Connections Pty Ltd (1-Stop) ComPay registration

Please be advised that before you can begin using the system we require that you pnnt
out, complete and sign the attached forms

Once completed please
FAX the form to 1-Stop on (02) 9567 9967
AND

POST the onginal form to
1-Stop Connections Pty Ltd
PO Box 204

ROCKDALE NSW 2216

Upon vecexp! the s;gnea NG compi e1eq torms will be processed and an email will then
be sent to advise you of your Master Admin Login details that will provide you access to
ComPay, the logistics community payment system

Regards

Regards
Customer Service Centre
1-Stop Connections Pty Ltd

At the same time, the 1-Stop Helpdesk will receive an email advising them of your registration.

4.2 Completing the direct debit form

When you complete the direct debit request (DDR) form you will be asked to confirm:

e your business details and identification;

e your accounts payable and receivable — note that if you have registered just to receive payments
as a credit card holder, you only need to fill in account receivable; and

e whether your company requires dual authorisation for payments.

4.2.1 Dual authorisation

You will be asked to choose whether or not you want to have dual authorisation on payments made by your
organisation.

Dual authorisation is similar to having two signatories to a cheque. 1-Stop can activate dual authorisation for
your account once you’ve filled out the required information on the direct debit form.

To opt for dual authorisation on payments above a certain amount, select a minimum dollar amount. For
instance, if you select a minimum amount of $2000, all payments below this will not require dual authorisation
and all payments above will require it. To opt to have dual authorisation for all payments, select a minimum
dollar amount of $0.01.

When you create Administrator accounts (see 8.1.1), you will nominate who can provide first level and second
(final) authority on payments. These permissions will reflect the usual hierarchy of payment authority for
financial transactions in your organisation.

4.3 Proof of ID for new customers

Customers who are new to 1-Stop will need to supply the standard 100 points of identification required by the
Financial Transactions Reports Act 1988 (Cth) in addition to supplying their company information. This means

supplying all of the following:

e  a passport, citizenship certificate or birth certificate;

1-Stop | Rail Tagging and Release 14
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e aletter from your bank, stating you’re a known customer of more than a years’ standing;
e adrivers’ license; and

e 3 utility bill showing your name and address (not a mobile phone bill).

4.4 Test of bank details

When the direct debit form is received by the 1-Stop Helpdesk, the details you’ve provided are passed on to
our ComPay partners, PSP Logistics Pty Ltd, who maintain banking relationships. They complete a bank test of
the accounts ($5 is withdrawn and deposited again to test the validity of each bank account; this normally
takes three working days).

PSP Logistics Pty Ltd notifies the Helpdesk of a successful bank test. Helpdesk will then send your Master Login
details to the primary contact by email, with the:

e Master Admin client number (6 digit code), which is a unique identifier of your business on
CompPay;

e userID; and

e initial password.

You will be prompted to change both user ID and password on first usage.
When you change your user ID and password:

e the user ID must be between 4 and 8 alpha-numeric characters; and

e passwords must be between 6 and 10 alphanumeric characters and are case sensitive.

Any other user IDs for your organisation can be created by the Master Administration later (see section 8,
below).

4.5 Fee schedule

Information about ComPay fees can be found on the 1-Stop website or via the link below:
www.1-stop.biz/Services/Pages/ComPayPricing.aspx

1-Stop | Rail Tagging and Release 15



1Stop

5 GETTING STARTED
2.4 Logging in to ComPay

Access the ComPay site by visiting the 1-Stop website at www.1-stop.biz. Click on the ‘Services’ tab and choose
‘ComPay’ from this list.

Communities Services

1-Stop Gateway
VBS
1-Stop Sérviees

e

1-Stop is Australia’s premiefifiila

offering tailor-made servic qRUES=ISUF L)
Customs Reporting
EIDO

logistics industry. We antid]

community’s needs and ain|
Shipping Line

solution. Every day our co A
a

grows. We initially develop DP World Customer
meet the needs of Australi Bl
major stevedores; now a vast number of

industry participants use our services. When you register for 1-Stop se

On the ComPay services page, click on the ‘ComPay login’. You'll be taken to the log in page, as below.

**Important Security Notice**
Click here to read...

Client 1D : |

User Name :
Passvord : | |

[“IRemember My Login

T =

IMPORTANT! You must be a registered user of ComPay to use this site.

Refer back to your email from Helpdesk. You will need your:

e  Master Administrator client number (6 digit code);

e userlD;and

1-Stop | Rail Tagging and Release 16
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e initial password.

Add them in the boxes of the login screen. It’s useful to click on the box which says ‘Remember my Login’.
You’ll be taken to the default View Invoices page which will display invoices payable and invoices receivable
(if sent via ComPay). The Main Menu (the bar of links on the left of the screen) displays the types of functions
available to you from this page, as below.

As you're currently logged in as the Master Administrator, the Main Menu will look like this:

Invoicing

Reporting

Lower level users (Administrators and ordinary users) will not see exactly the same set of options as this. The
differences in ComPay roles are covered in detail below.

5.1 ComPay roles

5.1.1 Types of users and permissions
There are three types of user access levels in ComPay. These user levels have permission to perform different

functions in ComPay.

e  The Master Administrator has the highest level of permission and is the only user capable of
managing other users in the system and establishing payee details in the Quick Lists.

e  The Administrator has a middle level of permission and may authorise transactions. If your
company needs dual authorisation for payments, this role may be split into first level authorisers
(Admin 1) and second level authorisers (Admin 2).

e The User has the lowest or most limited level of permission. They can create payments, invoices
and reports but cannot authorise their own payments.

The table below describes the tasks each user type is allowed to perform.

LEVEL TASK
MAKE MAKE VIEW ACCESS TO | MANAGE ADD
DEBIT CREDIT REPORTS | AUTHORISE | THE USERS
PAYMENT | CARD PAYMENTS | QUICK
PAYMENT LIST
USER
ADMIN 1 First level
authority

1-Stop | Rail Tagging and Release 17
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ADMIN 2 First and

second level
authori

When the Master Administrator adds other users, he or she may assign them ‘User’ or ‘Administrator’ roles,
according to the tasks they need to perform.

2.4.1 All users

Some menu options are available to all users. They are Reporting, Invoicing and Support.

Reporting

Debit Payments Report
Credit Payments Report
Daily Settlements
Invoice Report

EX Report

Invoicing

Create Invoice

ing Invoices

COMPAY Clue Card
COMPAY Support Manual

Contact 1-stop

Invite Company
Fx Bank Form

All users also see the ‘Payment’ link in the Main Menu; but the menu options will vary according to the
user’s status. See below for more detail.

5.1.2 The standard user

A standard user may:

e create debit payments or credit card payments but not authorise them;

e view invoices;
e view reports; and

1-Stop | Rail Tagging and Release 18
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e access online support.

Any payments created by ordinary users will require authorisation from an Administrator or Master
Administrator. The user sees a limited list of options under ‘Payment’, as below.

Pavments

New Adhoc Payment

Inwoicing

Reporting
Support
Log Off

5.1.3 The Administrator role

An Administrator may:

e authorise payments;

e create debit payments or credit card payments;
e view invoices;

e view reports; and

e access online support.

Both the Administrator and Master Administrator have permission to authorise payments. A first level
Administrator role has first level payment authority — that is, they provide initial sign-off on payments but
another second-level authorisation is required. A second level Administrator has first and second level payment
authority — that is, they may provide initial or final payment authorisation (see 9.1.7).

Note that where dual authorisation applies, every payment will need two different authorisers; that is, an
Administrator who has a second level authority cannot provide the second level authority on payments they
generate themselves.

Unlike a standard user, the Administrator will see the full list of options under ‘Payments’ because they
have permission to authorise payments and use the advance payments functions.

New Adhoc Payment

Authorise Payments

Advance Payments

Inwvoicing

Reporting
Support
Log OFf

5.1.4 The role of the Master Administrator

The Master Administrator role is created at the completion of the registration process. Only one Master
Administrator account exists for each client.
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The Master Administrator role carries a high level of responsibility. It is the only user role capable of creating or
managing other users in the system. You also manage the client Quick Lists. If you're the Master Administrator,
make sure you:

e memorise the password — it’s unwise to keep a written copy;
o keep the password secret; and

e remember to log off after every session and close your browser.

The Master Administrator, will see a list of links to:
e Payments;
e Invoicing;
e Reporting;
e Admin;

e  Support; and

Log off.

Invoicing

Reporting

The ‘Administration’ link is only seen by the Master Administrator. In this screen, he or she may:

e add and manage users;

e manage the client details in the Quick List;

As the Master Administrator is usually the person who sets up the company for ComPay access, he or she will
need to give Administrators and users access to the relevant parts of this guide.

The Master Administrator will see a full list of options under ‘Payments’, as below.
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Payments

Mew Adhoc Payment

Authorise Payments

Advance Payments

6 HOW TO PERFORM THE MASTER
ADMINISTRATOR'S TASKS

6.1 How to set up and manage users

There are a number of tasks that a Master Administrator will need to perform in order to establish ComPay
usage, such as setting up other users and lists of payees. Go to the Administration link (‘Admin’), which
appears fourth on the list of links in the Main Menu on the left of the screen.

6.1.1 Add new users

To add a new user, navigate to the ‘“Admin’ link at the left of the screen.

Payments

Invoicing

Reporting

Admin

Users

ComPay Member Quick List
Pay Anyone Quick List

Charge Codes
Integrations
Unregistered Clients

Customer-Client Codes
Support
Log Off

Click the ‘Users’ link. You'll be taken to the User Management page. Click the ‘Add User’ button.
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TR EETETTE

Fill in the user’s contact details in the spaces provided. The required fields are; First Name, Last Name and
Email Address (see below).

USER DETAILS

Client [ECN] ABC TRADING [201685]

First Name

Last Name

Email

Access Level Administrator v
May Perform 1st Auth m

May Perform 2nd Auth "

Receive New Invoices By w

Email

I” Active

| Expires On 1 v October v 2011 v | Ppermanent
v Inactive

Use the ‘Access Level’ drop-down box to select the desired user level for the person being added (either
Administrator or User). Remember that Administrators may perform first or second level authorisation of
payments. If you choose ‘user’, the boxes for ‘May perform 1°t Auth’ and ‘May perform 2"* Auth’ will be shaded
in grey.

e To grant immediate access: click the ‘Active’ checkbox and the active date will default to
today.

e To grant the access on a future date: using the first row of date boxes, select the date on
which you wish the person to become active.

e To grant permanent access to the system: click the ‘Permanent’ checkbox and the
‘Expires on’ date boxes will grey out.
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e Togranttemporary acCess to the system: click the ‘Expires on’ checkbox and then
configure a future date using the drop down boxes.

e Todeny a user access to the system: click the ‘Inactive’ checkbox.

When satisfied with the data entered, click the ‘Add New’ button and the new name will be added to the
list of users on the User Management page.

If all the information has been entered correctly, a pop-up box will be displayed advising that the user is ready
to be added to the system. It will ask you to confirm that you are sure you wish to continue.

Review the details and click ‘Yes’ to proceed.

An email containing the initial log in details for the new user will then be sent to the email address specified.
Upon first log in, the user will be prompted to set up a new user ID and password.

Your account has been activated.
To use the system please go to: }
Please enter following information when asked for:

Client No:
UserID: =@
Password:

Please Note: You will be asked to change your password when you first login.

Thank You,

ComPay Team

20 30 8 350 8 3k ki i K i R i R R iR IR R R R R RORIOR IR IR iR R ORI R IROR IR IR KoK oK K K K

6.1.2 How to set up dual authorisation

The Master Administrator can set up dual authority. This is achieved by following same process in section
above ‘How to add a new user’.

The Master Administrator can then allocate first or second authorisation permission for anyone with
Administrator access by selecting the box indicated.

Note that if you want dual authorisation to apply, you will need to indicate this during registration when
filling out the direct debit form. Make sure the ‘Dual Authorisation’ box is selected and a limit amount, if
required. If you want to change the authorisation limit, contact the 1-Stop Helpdesk.

2.4.2 Edit existing users

To edit a user, navigate to the ‘Admin’ link at the left of the screen.
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Users

ComPay Member Quick List
Pay Anyone Quick List
Charge Codes

Click the ‘Users’ link. You'll be taken to the User Management page. The list of active users will be displayed.
(In order to view inactive users, tick the ‘Show Inactive Users’ checkbox at the top of the user table. The list
will then be refreshed revealing any inactive users.)

Click on the User ID of the person you wish to edit. This will then display the details of for the User ID selected.
Edit the details using the checkboxes and drop downs as required.

User Details

Client [ECN] ABC TRADING [201685]

First Name |

Last Name

Email

User ID -t

Password EXEEEETEEEE ﬁ
Access Level User -
Perform 1st Auth i

Perform 2nd Auth o

Receive New Invoices By B

Email

IV Active

- Expires On 31 December . 2050 v Permanent
I Inactive

When satisfied with the changes entered, click the ‘Update’ button.
A pop-up box will appear, advising you that the Users’ details have been successfully updated.

6.1.3 Reset user passwords

In order to reset the password for a user account, navigate to the User Details page, following the process
in the example above.
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User Details

Client [ECN]
First Name

Last Name

Email

User ID

Password

Access Level

Perform 1st Auth
Perform 2nd Auth
Receive New Invoices By
Email

v Active

| Expires On

[ Inactive

ABC TRADING [201685]

User

w
ot
4

December

2050

v Permanent

1Stop

Click the ‘Reset’ button next to the ‘hashed out’ password. A pop-up window will then appear for you to
enter and confirm a new password.

& Password Reset - Windows Internet Explo... /=2 0sh
B

lg hitp:// -

Change Password

New Password: ‘I

Confirm New Password: ]

[V]Send email to user

Cancel

& Internet | Protected Mode: On

a v ®100% ~

When satisfied with the changes entered, click the ‘Update’ button. You can choose whether or not to send

an email to notify the user of the changes by ticking the check box labeled ‘send email to user’.
A pop-up box will be displayed advising that the Users’ details have been successfully updated.

Whenever a password is reset, the user will be prompted to enter a new password upon first log in back into

the system.

Note: all passwords are case sensitive.
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2.5 How to set up and manage the Quick Lists
6.1.4 What is a Quick List?

The ComPay Quick Lists give you the option to select from your most common or preferred payees. This
information is stored in the list and automatically populates in the required fields when you choose the payee
from a drop down box in the Payments and Invoicing screens. When used correctly, the Quick Lists provide a
more efficient way of selecting your payee.

Member Quick List

The Member Quick List contains details of the 40 most common ComPay-registered payees for your business.
Pay Anyone Quick List

This is a list of payees who are not registered for ComPay.

A Quick List is made available to each ComPay client but can only be configured and maintained by the Master

Administrator. The Quick List is managed in the ‘Admin’ link but the information appears in the payment and
invoice screens, and is used in the Client Selection fields.

NEW ADHOC PAYMENT

Account Details

Pay From Account Bank Account 1 (083-345-88888888) -

Client Selection Q) Registered User (' Anyone (Direct Debit only)

Quick List YT - show AllClients Search
ECN [ A

Client v »

Remittance Advice CC Email:

Instead of searching for a client or client number every time a payment is made, the client can be selected from
a customised Quick List drop-down list and the information will automatically populate in the required fields.

2.6 How do | add new members to my ComPay Member
Quick List?

To add a new pavyee, click ‘Add new’. You’ll be taken to the ComPay client search screen. Enter the name in
the search field then click ‘GO’. Click on the correct company when it appears, then click ‘Submit’.
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Select eNett Client :

1. Enter the eNett Client you vish to find in the

box below.

2. Click "Go" to search.

3. Highlight the eNett Client from the returned

results and press Submit.

4. Alternatively you can click on the Show All

button to display all clients.

All

|

The company should now appear back on your Quick List.

2.7 Editing the ComPay Member Quick List

1Stop

To edit or remove data from the ComPay Member Quick List, go to the ‘Admin’ link, then click on the

‘ComPay Member Quick List’ link. You'll be taken to the following page.

QUICK LIST MANAGEMENT

Current Quick List *

* Maximum 40 Clients are allowed in the Quick List

CARGOWISE BK AP [201843]

DP WORLD PORT BOTANY [201703]
PAYCORP DEMO 1 [201786]

ABC TRADING [201685]

DEMO CLIENT 1 [201718]

TEST SHIPPING LINE [201710]

ML TRADING [201690]

PATRICKS PORT BOTANY [201697]
MICHELLE FREIGHT [201805]
CARGOWISE BK AR [201844]
TOLL [201804]

CARGOWISE DEMO [201712]
WARWICK TEST [201812)
CARGOWISE_BW_REC_2 [201791]
TEST PSP LOGISTICS [201847]
CARGO TEST REC [201808]
AGILITY LOGISTICS [201858]

GHI TRADING [201705]

In the right hand column, you'll see options to:
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Add New

Move Up

Move Down
Remove

Remove All

Save
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e Add new;

e  Move up;

e Move down;

e Remove;

e Remove all; and

e Save.

These options allow you to alter the information on the list and the order in which is appears. Put your most-
used payers at the top of the list.

2.8L|_-|?’\;V do I add new members to my Pay Anyone Quick
Ist”

Clickon ‘Pay Anyone Quick List’ under the ‘“Admin’ link in the Main Menu. To add new members
here, click on the small ‘“Add New’ link in the bottom right of the screen.

PAY ANYONE QUICK LIST MANAGEMENT

| Current Quick List | International Quick List |

No Records.

You’ll be taken to the screen below. Add the details required into the screen.

PAY ANYONE QUICK LIST MANAGEMENT

Current Quick List .fl International Quick Lis?|

Account Name:

Account Number:

|

Bse: | | - | "
|
|

Email(s):

The information will now appear when you go to the New Ad Hoc Payment screen and click on the
‘Pay Anyone’ option and then click ‘Search’.
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6.2 How to use the charge code functions: ComPay
integration

Please note: this section applies only to customers that are using an integrated version of ComPay (for
example, using third party software or proprietary systems).

A generic list of charge codes is built into the ComPay system.
Third party systems can facilitate the mapping of ComPay charge codes to their own charge codes so that

transactions sent to you via ComPay can be imported into your software with minimal intervention. The
mapping of charge codes is used for both the sending and receiving of invoices.

MANAGE CHARGE CODES

| Add New Code | Manage Existir_ng Codes

Custom Code

Custom
Description

Code Client ID _
Generic Code <SELECT> v

Generic
Description

MANAGE CHARGE CODES

Add New Code | Manage Existing Codes

Generic Code ‘Generic Description Client Code ID Custom Code Custom Description
: AWBFEE Airvay Bill Fes AWB AIRWAY TEST BILL m

Customn Code

Custom
Description

Code Client ID |
Genaric Code <SELECT> -

Genaric
Description

2.8.1 How to use integration functions: ComPay integration

Please note: this section applies only to customers that are using an integrated
version of ComPay (for example, using third party software or proprietary
systems).
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Integrator Authorisation Code Asr)3KFmw

Client [ECN] Integration Name Client 1D Delete
TOLL[201804] TOLL ] Delete
Add New Supplier Relationship Salect Supplier To Add -

2.9 How to manage unregistered clients: ComPay
integration

Please note: this section applies only to customers that are using an integrated

version of ComPay (for example, using third party software or proprietary
systems).

MANAGE UNREGISTERED CLIENTS

Add New Client | Manage Existing Clients |

Cliant ID

Company Name

Contact Name

Contact Email

6.3 How to add customer client codes: ComPay integration

Please note: this section applies only to customers that are using an integrated version of ComPay (for
example, using third party software or proprietary systems).

MANAGE CLIENT-CUSTOMER CODES

Agd ﬁeyinggr‘ g isting Client-Ci Codes | Bulk Upload |

Customer Code L B

Customer Name [

ECN <SELECT>

Company Name | |

Add
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MANAGE UNREGISTERED CLIENTS

Add New Client | Manage Existing Clients

Client 1D Company Name Contact Name Contact Email

Client 1D
Company Name
Contact Name

Contact Email

/ HOW TO USE THE PAYMENT
FUNCTIONS

7.1 How to make credit card payments

Unregistered or registered users can make payments to registered users via credit card using ComPay. Any fees
associated with this payment are paid by the payer.

To make an ad hoc credit card payment, navigate to the ComPay login screen (at compay.1-stop.biz). Click on
the link at the bottom of the screen marked ‘Click here to make a credit card payment without registering’.

CLICK HERE TO MAKE A CREDIT CARD PAYMENT WITHOUT REGISTERING

Enter the relevant details of the payment. For guidance on how to enter the payment detail, see the Line Items
section within this document located in section 9.2.5.

Enter the payment details, and click the ‘Submit’ button.

A confirmation screen will be displayed with details of the payment. Check the details are correct and click the
‘Submit’ button.

Notes to remember

The credit card details are validated in real time. If there is a problem with the card a message will be displayed
immediately.

To alter details of the payment or card, simply click on the ‘Back’ button and update the details.

You cannot amend a payment once it has been authorised.

ComPay clients can also request a link to their website to allow a ‘Pay Now’ feature on their website for
receiving credit card payments. Please contact sales@1-stop.biz for more details.

7.2 How to create a new ad hoc payment to a ComPay
member

Make payments in the Payments screens. To get to this screen, click on ‘New Adhoc Payment’
located under ‘Payments’ in the Main Menu. You'll be taken to the screen below.
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NEW ADHOC PAYMENT

Account Details

Pay From Account

Client Selection 9 Registered User
Quick List Select Client

ECN

Client

Remittance Advice Email Payment Authoriser

Remittance Advice CC Email:
Transaction Details

You must add at least one line item

Ad + Ooti

Payment Date 05 v October v 2010 -
[ Sobme

Bank Account 1 (083-345-88888888) hd

1Stop

Anyone (Direct Debit only)

v Show All Clients Search

-

*

2.10 Account details:

Pay From account

The screen will ask you to choose a ‘Pay From’ account.

You can use the drop-down list to pay directly from a bank account or use a credit card. From the drop-down
list, select the account you wish to make the payment from. The first account will be the automatic ‘Pay From’
default account. If you select a valid credit card account, it will use the expiry date stored in the system without
showing on the drop down list. An organisation can have up to five payable accounts and up to five credit

cards registered.

2.11 Client selection:

payee details for a registered user

The screen will ask you to choose a payee in ‘Client Selection’.
If you’re paying another ComPay member, you have three options for selecting them.

e Select the payee from your Quick List — ensure the link beside the field says ‘Show Quick List’.
Click on it to change the list. Once you have clicked on the payee from the Quick List, the system
will automatically fill out the CN and Client Name details.

e Select the payee from all clients — ensure the link beside the field says ‘Show All Clients’. Click on
it to change the list. All available ComPay members will now appear in the list.

e Search for the payee via the ‘Search’ link — click on ‘Search’ on the right of the payee details. This
opens a new screen and gives you options to search by client name within client type.
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SELECT EXISTING CLIENT :

1. Enter the client you wish to find in the box below.

2. Click "Go" to search.

3. Highlight the client from the returned results and press Submit

4. Alternatively you can leave the box empty and click "Go" to display all clients

Client Type: All -

Client Name: [

["]Add to the Quick List

To search, select the client type from the drop down box (most people leave this set at ‘All’). Type the starting
letters of the ComPay client’s name or leave blank to select all. Click on ‘Go’.

Tick the ‘Add to Quick List’ box if you want to add them to the ComPay Member Quick List
permanently. Double click the client to select them as the payee.

2.12 Remittance advice email

The ComPay system is set up to automatically send remittance advice to the person who authorises the
payment. A payment notification is also emailed to the payee upon payment authorisation.

NEW ADHOC PAYMENT

Account Details

Pay From Account Bank Account 1 (083-345-28888888) -

Client Selection 9 Registered User (| Anyone (Direct Debit only)

Quick: List Salect Cliant - All n Search
ECN -

Client :_ _: *

Remittance Advice Email Paymant Authoriser

Remittance Advice CC Email:

You must add at least one line item

Advance Payment Options

Payment Date o5 » October - 2010 =

1-Stop | Rail Tagging and Release 33



1Stop

2.13 Remittance advice ‘CC’ email

The ‘Remittance Advice CC Email’ field allows you to send remittance advice emails to other parties. Anyone
named in this box will receive a notification once payment has been authorised.

2.14 Transaction details

Each payment must have at least one line item and can have a combination of the three different styles of line
items. Those line items are: Invoice, Del Order (delivery order) or Storage. Each line item is dealt with
differently.

Under ‘Transaction Details’ you can choose from the dropdown menu from ‘Invoice’, ‘Delivery Order’ or
‘Storage’.

Invoice line items

Select INVOICE from the drop down box (it is the default selection) and click on the ‘Add Line Item’ box.

Transaction Details

Document Type  Invoice 2 Secondary Ref Currency Amount Comments
INVOICE AUD Delete

The form will ask you for:

e Invoice number — the invoice that you are paying;
e Secondary Ref — any internal or alternate reference you wish to make;
e Amount — the amount to be paid toward this invoice; and

e Comment — you have up to 50 characters available to make comments for this line item.

Only the Invoice Number and Amount are required fields for this line item.

You are also able to delete the line item, should you need to. Click on ‘Delete’ at the right of the line item and it
will be removed. Once you have completed your line item, you can add another or select "Submit’ to validate
the entries and move to the confirmation screen.

Delivery Order line items

Select DEL ORDER from the drop down box and click on the ‘Add Line Item’ box.

Electronic
Document Type  Bill Of Lading # Secondary Ref Delivery Order Electronic Deliver Order EMail Currency Amount Comments
Req?
DO AUD Delete

You can add information, as follows.

e  Bill of Lading Number (#) — the Bill of Lading Number on the Import Delivery Order which you
are paying to release freight.
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e Secondary Ref — any internal or alternate reference you wish to make.

e  Electronic Delivery Order Req — tick this box if you require an Electronic Delivery Order (also
known to 1-Stop clients as an EIDO) sent. These are only able to be sent from shipping
organisations that have been set up to do so. The box will be greyed out if the shipping
organisation selected is unable to send one.

e  Electronic Delivery Order email — the email address you want the Electronic Delivery Order (or
EIDO) sent to.

e Amount — the amount to be paid for the Import Delivery Order.

e Comment — you have up to 50 characters available to make comments for this line item.

Only the Bill of Lading number and Amount are required fields for this line item, unless you have selected to
receive an Electronic Delivery Order. If that is the case, then the Electronic Delivery Order email address is also
required.

You can delete the line item if you need to. Click on ‘Delete’ at the right of the line item and it will be

removed. Once you have completed your line item, you can add another or select ‘Submit’ to validate the
entries and move to the confirmation screen.

Storage line items

Select STORAGE from the drop down box and click on the ‘Add Line Item’ box. Note that if you haven’t selected
a valid terminal, a warning box will appear, notifying you that storage payments can only be made to terminals.

Message from webpage @

! A Storage payments can only be made to registered Terminals

Once you’ve entered the required payee details (that is, the terminal you wish to pay storage to) the storage
line item screen will appear.
Time of

Document Type Container # Date Of Pickup Pickup C C

STORAGE 05/10/2010 - Caleulate Cost AUD Delete

stomace -

You will be asked for the following information.

e Container number — this refers to the container that you are paying for. Note that this number
gets validated against the details in the Terminal Operating System (TOS) to be sure it is a valid
combination.
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e Date of Pickup — this refers to the date the container will be collected (as per your booked time
slot). Note the date is in a dd/mm/yyyy format and you need to type the /' between the
numbers. There is also a calendar box available now.

e Amount — to calculate the amount for the Storage line item, enter the container number and the
pick-up date, and then click on ‘Calculate Cost’. The amount will be automatically entered and
cannot be manually altered.

. Time of
Date Of Pickup Pickup
05/10/2010 B + [TshotsreToT

e Comment — you have up to 50 characters available to make comments for this line item.

A valid container number, date of pickup and the amount are required fields for this line item.
You can also delete the line item if you need to. Click on ‘Delete’ at the right of the line item and it will be

removed. Once you have completed your line item, you can add another or select ‘Submit’ to validate the
entries and move to the confirmation screen.

2.15 Advance payment options

The default payment date on any transaction will be the current date. To accept the current date as date of

processing, simply click ‘Submit’ to proceed.
You can set the date of a payment to a future date. This is most often done for transactions when the
authorising person will be away or as a strategy to best manage cash flow. It is as simple as using the drop

down box to set the date of the payment and then clicking on the ‘Submit’ button.

Advance Payment Options

Payment Date 05 v October v 2010 w '

S | coree |

Note that ALL advanced payments must be authorised prior to the date, otherwise they will not be processed
to the bank.

ComPay will not permit you to make storage payments with an advance payment greater than the total
established by the pick-up date. Storage payments for containers must be authorised before the container is
physically picked up otherwise the terminal will not release the container.

If the ‘Advanced Payment Date’ is incorrect then delete the transaction and create a new one.

2.16 Submitting payment and going to the confirmation
screen

Once you have entered the payment details and clicked ‘Submit’ you will be taken to the Confirmation screen.
If you’ve failed to add any mandatory details, an error screen will now tell you what you need to add.

Once all details are correct, you'll arrive at the Confirmation screen. The details of the payment you are making
will be displayed here as well as any Transaction Fee or Merchant Service Fee payable.
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Review the details and if you need to make changes, click on the ‘Back’ button to return to the previous
screen and alter any details.

NEW PAYMENT - SUBMISSION

Please Confirm...

You are about to make a Direct Debit Payment of 101.65 AUD

Payment Details :

Pay From Account Bank Account 1 (083-345-88888888)
Payment Date 5/10/2010

Pay To [Client Number] ML TRADING [201650]

Remittance Advice Email Payment Authoriser

Remittance Advice CC Email

Transaction Fee: INVOICE (inc tax) 1.65 AUD

Total Amount Payable (inc tax) 101.65 AUD

D t Type Invoice # S daryRef A Comments

INVOICE 1234 100.00 AUD

Authorise Payment: |

Please enter your passford to proceed:

T L ——— p

Then click the ‘Submit’ button again to return to this screen.

If you’re an Administrator or the Master Administrator, you will be able to authorise payments at this stage by
clicking on the ‘Authorise Payment’ box. Now simply enter your password and click ‘Submit’. (if
you're a standard user, the payment will remain in a Pending status to be authorised later.)

Got to Payment Authorisation for more information.

7.3 How to create a new ad hoc payment to non-ComPay
user

ComPay allows you to pay anyone (a non-ComPay user) using the ‘Pay Anyone’ feature.

A warning box will appear letting you know that payments made using this feature are not immediate
transactions. These payments incur standard delays associated with withdrawing and depositing money
between accounts.
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NEW ADHOC PAYMENT
Account Details
Pay From Account Bank Account 1 (083-345-88888888) -
Client Selection 5 Registered User @ Anyone (Direct Debit only)
Quick List Select Client v Show All Clients Search
g
ECN Message from webpage [
Client

B ca it met ‘o You have selected to use the ‘Pay Anyone' feature.

Remittance Advice CC Email:
By doing so you accept that the Payee does not immediately receive
funds into their bank account.

Transaction Details Therefore you may experience a delay in the services you have
requested from them.

You must add at least one line ited

<setect> - |NRERR|

Advance Payment Options

If you wish to continue with payment please select OK

Payment Date

Once you've clicked ‘OK’, you can add the details of your payee. If you've already added the payee to the Pay
Anyone Quick List, find them via the ‘Search’ link next to the Account Name field.

Client Selection ) Registered User @ Anyone (Direct Debit only)

Account Name: _ * Search

= -]

Account Number: : | [lAdd to Pay Anyone Quick List

You can add the payee’s details manually if they’re not in your Quick List. If you’re paying a regular payee, you
can add them to the Pay Anyone Quick List by checking the box that states ‘Add to Pay Anyone Quick List’.
You will now need to follow the steps outlined in 9.2.3 10 9.2.11.

Note that if the payee is not registered with ComPay you can use the ‘Invite Company’ feature located under
the Support section. For more information go to 12.4.

7.4 How to authorise a payment

Note that the ‘Authorise Payments’ screens are only visible to Administrators or the Master Administrator.

While anyone with a valid user account can ‘create’ debit payments within ComPay, the status of the payment
must be changed to ‘Authorised’ before it is sent to the bank for processing. ComPay Authorisation is similar to
the signing of a cheque (that is, anyone may write a cheque, but only certain people can authorise or sign prior
to banking).

The Master Administrator and any person with Administrator access can authorise payments for banking and
view the daily cash position for the business via the Authorise Payments screen. For example, for Treasury you
can have a real time cash position of authorised payments for that day.
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The Authorise Payments screen allows you to view a summary showing every transaction for the day. Here you
can change the status of any payments that you have entered into ComPay that are not yet authorised.
To get to this screen, click on ‘Authorise Payments’ located under ‘Payments’ on the Main Menu.

AUTIORISE PATHINTS AUTHORISATION DATE 1 TUESDAY, 13 JUNE 2013

Transaction Ssmece Paxable. Eeceivable Status Change Status Croup Autharise

Deleted

Shew 10 v resuls par gage | Bages 1 4 25 | - Bt Lt

Binty Aushoriaation Summary
TOTAL AMAUNT PAYABLE 123.243.23 AD)
tReeT pEmEy 123,248.23

The screen has two main areas: The ‘Authorise Payment’ table and the ‘Daily Authorisation Summary’.

7.4.1 The ‘Authorise Payment’ table

The Daily Payments Table shows every payable and receivable transaction due to be paid into or out of your
business for the current day.

AUTHORISE PAYMENTS AUTHORISATION DATE : TUESDAY, 5 OCTOBER 2010

Thent
Transaction 1D [Client No / Bank Account] Transaction Source Payable Receivable Status Change Status
View JOINT JESTING COMPAY 1251.55 AUD

[201692]

The following details are displayed.

e ComPay Transaction ID (Trans ID): the Transaction ID is similar to a receipt number and is unique
across the entire ComPay system. The Transaction ID is only shown once a payment has been
Authorised and can be given to the payee as proof that a payment has been authorised.

e ComPay Client and CN (ComPay Client [CN]): the second party involved in the transaction. Can be
either sender or recipient.

e Transaction Source: where the transaction was generated from.

e Payable Amount (Payable [AUD]): shows the transaction value being paid out from the logged in
client.

e Receivable Amount (Receivable [AUD]): shows the transaction value being paid in to the logged in
client.

e  Status: shows the status of the payment in real-time to both parties involved in the transaction.
The statuses available within ComPay are Pending, Held, Authorised, Partially Authorised and
Deleted. The status is only available for editing when the amount is payable and has not been
previously Authorised. The status of Receivable payment is displayed in grey and cannot be
edited.
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e Change Status: if it is possible to change the status of a transaction, the words ‘Change Status’ will
be displayed in this column.

2.17 The Daily Authorisation Summary

The Daily Authorisation Summary shows the total amount payable and amount approved for direct debit. It
also shows the amount receivable and due by direct credit. It provides an ‘at-a-glance’ summary of the day’s
processing.

Daily Authorisation Summary :

TOTAL AMOUNT PAYABLE 6,226.96 AUD
AMOUNT APPROVED FOR DIRECT DEBIT 6,226.96 AUD
AMOUNT RECEIVABLE® 2,468.00 AUD
AMOUNT DUE BY DIRECT CREDIT 2,468.00 AUD

*Subject to COMPAY Authorizsation and availability of cleared funds at the COMPAY Clients Financial Institution.

The amount receivable is subject to ComPay authorisation and availability of cleared funds at the ComPay
client’s financial institution.

7.4.2 Payment status

All payments entered into ComPay are assigned a payment status. The payment status signifies what
consideration (if any) has been given to the transaction. Payment status can only be altered by the Master
Administrator or users with Administrator access.

There are five statuses for payments within ComPay, as follows.

Pending: the default status of any new payment that has been created. A ‘Pending’ status, in cheque
terms, simply means that the cheque has been written and is awaiting a signature. If a payment is left ‘Pending’
at the end of the day it will be carried forward to the next day with the same status.

Authorised: this indicates the payment has been verified and ready to process. This payment will be
included in the banking for the current day. In terms of traditional payment methods, ComPay authorisation is
akin to the signing and posting of bank cheques.

PartiaIIIy authorised: this applies where dual authorisation has been set up; the payment has been
authorised by the first administrator but not by a second administrator.

Held: payments with ‘Held’ status are similar to pending except the payment has been reviewed and
physically delayed by the Master Administrator or an Administrator. At the end of the day, any payments
displaying the ‘Held’ status will be carried forward to the next day.

Deleted: any payment that is deleted will be displayed with a ‘Deleted’ status on the day of deletion and will
be removed from the Authorisation list once settlement has been completed.

2.18 Edit a payment

ComPay provides the ability to edit the value of a payment prior to Authorisation without the need to re-enter
a transaction. This is valuable when a simple clerical error has occurred and the incorrect amount has been
entered. You are limited in the amount of detail to change. In some circumstances you may find that you have
to delete the transaction and re-enter it.

Follow the same process of navigation as below to reach the Payment Details screen.

7.4.3 Authorise, hold or delete a payment

Note that the option to change the status of a payment is only available to the Master Administrator or
those with Administrator access.
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To change the status of a payment click the ‘Authorise Payments’ link (located under ‘Payments’ on the Main
Menu, located on the left hand side of the ComPay screen).

A list of transactions for the day is displayed at the top and the daily summary underneath shows the
Authorised total Receivable and Payable amounts for the day.

Select the payment you wish to work with by clicking ‘Change Status’ in the Change Status column next to the
payment.

2 E‘;‘.'{ ?51221“51' ' COMPAY 9600.00 AUD Held

JKL TRADING

View [201708] COMPAY 2000.00 AUD Partially Authorise

A Payment Details screen will open displaying the transaction details. Below are a list of available actions.
You can:

e authorise the payment;
e place a payment on hold;

e remove the hold; or

delete the payment.

Action:

(_) REMOVE THE HOLD

(") DELETE THIS PAYMENT

PLEASE NOTE
-Payments Authorised after 3:30pfn AEDST vill be processed the next Business Day.

Please enter your password: ?

T

2.19 Payment authorisation without dual authority set

Follow the steps above in 9.4.2 and click the ‘Authorise’ button in the Payment Details screen.
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Action:

@) AUTHORISE THIS PAYMENT

T HOLD THIS PAYMENT

DELETE THIS PAYMENT

Once you have authorised a payment, click ‘Submit’ and it will be submitted for processing and a remittance
advice will be sent. After you have submitted a payment, a final window will be shown with all of the payment
details and the ComPay transaction ID. To print these details, click on the ‘Print’ button.

A confirmation email with tax invoices will be sent to the payer once the payment has been authorised.

2.20 Payment authorisation with dual authority set

When a client has set up dual authorisation and one user authorised the payment it will display in the New

Payment Receipt screen as ‘Partially Authorised’. The partial payment can also be viewed within the
‘Authorise Payment’ screen. To fully authorise the payment, a second user with appropriate authorisation
permission must authorise the partially authorised payment.

7.4.4 Group Authorise

AUTHORISE BAYMENTS AUTHORISATION DATE | TUESDAY, 12 SUNE 2013

Irasaaiteon Sourcs Eacable Excntrable St Change Stasis Crove Autharne

comMpaY 23.00 . Chanss States
CompaY 10.12 AU Deletad

comMpaY 382,69 AUD. Shanzs Stabes
compay 10.00 MG Chanas Sate
compay 100,00 MG Changs Stabus
compay 10,00 auo Chanze Seps

coMpaY 1.65 o

coMpAY 1.65 MU0

The purpose of the Group Authorise screen is that the ComPay user is able to authorise payments as a bulk
function. This saves the user time and they do not have to authorise each payment one-by-one.

When the user wants to authorise payments, they just need to tick the check box in the Group Authorise
column [highlighted] against the relevant payments and then click the ‘Group Authorise’ button.

The user will then see a confirmation payment screen which lists all the payments that have been selected for
authorization. The user enters in their administrator password and then clicks the ‘Submit’ button.

If the user presses the 'Cancel’ button then it directs the user back to the authorize payment screen.

The next confirmation screen will appear and list the payments that have been authorized. If the user presses
the ‘Done’ button then it directs the user back to the authorize payment screen, where they will see the
updated status of their payments.

7.4.5 Payment timetable

Remember: the cut off time for authorised payments to be included with ‘today's’ banking is 3:30 pm
Australian Eastern Standard Time.

Storage payments must be authorised at least 15 minutes prior to the container being picked up from a
terminal to allow for processing times.
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7.4.6 Payment errors

Remember: once a payment has been authorised, it cannot be edited by users of ComPay. In the event of an
over or under payment or sending a payment to the wrong payee, the two parties need to adjust the payment
independently.

7.4.7 Refunds
Credit card payments

With the receiver’s permission, ComPay can reverse a payment made via credit card within 90 days. A written
notification is required by the receiver of the credit payment advising permission to refund the payment.

Direct debit payments

No refunds can be issued by ComPay for direct debit payments. You will need to contact the receiver of the
payment to seek a refund.
Note any direct debit payment through ComPay may be stopped subject to the following conditions.

e  Payment can be stopped if the 'Payment Time' has not passed. 'Payment Time' refers to 3:30 pm
Eastern Standard Time (EST), after the payment was authorised.

e Both the payer and the payee must send 1-Stop Helpdesk an email stating they do not wish to pay
or receive the funds BEFORE the payment time lapses.

o If both emails have been sent to the Helpdesk and a response has not been received by 3:00 pm
EST, please contact us by phone to confirm that your request has been actioned.

1-Stop will send then advise the ComPay support team to stop the payment from going through.

Note that if the Payment Time has passed, then the payment cannot be stopped, and the two parties will
need to organise the reversal of funds between themselves.

8 HOW TO USE THE INVOICE
FUNCTIONS

ComPay allows you to view and manage existing invoices and create new ones. Invoices can be created and
sent to ComPay registered and non-ComPay parties.

When an invoice is sent to a party for payment, an email is generated to the recipient. This email has a link to
ComPay which will require normal login for registered users. Non-registered users will be taken to a credit card
payment screen.

The ‘Invoicing’ link is available in the Main Menu on the left of the screen.
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Remember that all users land on the View INVOiCEeS page immediately after log in.

8.1 How to view outstanding invoices

To view outstanding invoices, log in to ComPay — or, if you’re already logged in, choose ‘Outstanding

Invoices’ under the INVOiCES link. You'll land on a page like the one below.
You will notice that there is an option to search for specific payable invoices by date, Payee and Payer.

VIEW INVOICE(S)

1Stop

| MOTE: You have outstanding invoices - to provide suto reconciliation for the nveice presenter, please pay using the ‘Pay” buttons below,

|Isswad Yo
£-5TOP CORNECTIONS BTY LTD (300418
1-5TOR CORNECTIONS PTY LTD [200418)

1-5TOP CORNECTIONS BTY LTD [250419]

£-5TOP CONECTIONS BTY LTD [200419]
2+5TOP CORNECTIONS. PTY LTD [350419]

1-5TOP PTY LTD [200418]

1-5TOP CORNECTIONS PTY LTD [200419]

Payable [mvsices

From Dater

Iasued By

| i0imvekens lsued iy

[ B ) BLUBFREIGHT TV LTD [200448]
B | e 1o Lowe (202048
| rav | BLUEFREEONT BT LTO [200444]
=2 BLUEFRELGHT BT LTD [2004%5]
= |BLLEFREGHT FT LTO [200488]
e BT oy ]
| vav | | Cri20a Tesmamiima  |1-5TC# COMMCTIONS BT 4TD [200438]
e B [ Ty
[ BT 1-57CF COMMICTIONS PTY LTD [200419]
T | ctios[ren oy ]

Shom| 15 v revtn pur page | Pagen

Bacamable avaices

0 voice o
Cliialuanz
i1133[uary
crssaels
CITER
crualy
1313933343
tee
Crasrleneara
ctagalwasry
crime/us

[awed T
AGELITY U

[lan Ban
CARGORORT [201308]

ALLIED PECKFORDS - VEC [20263

2-5T0R BTY LTD [200418)

2-5TOP CORNECTIONS BTY LTD [250419)

3.0f 2 | First Previous - e Last

OGISTICS BTY LTD WA

AR SCUTHWELL €O BTY LTD {200716]
|ACA swTeRRATEONAL PTY LTD [200210)
[TCAL GLOBAL FORWARDING VICTORIA [201318]

15 [gsatito i-son.bez]

|s-s7e0 BT LTD [200418]

[oarsar201
[eavazrzoan
16/22/2000

|Leovaice Cate

23132010

oa/1z/2010

o220

oa/132010

ar1za00

28/12/2010

2062011
27/06/2011

r0/oB/2011

|aunaaony

s Gate.

22s02011

oa/12/2010

30/1272010

oa/13/2010

11010

29/12/2010

221062011

27/08/2011

10/o8/2011

211872011

To Duter

imoic Amourt: 3]
rasting 48 cocC 93813300 U0 2711 AL $38,123.89 AUT e
30.00 Mo 46.30 ALD) .30 a0 vam
88,00 0 9,00 AuD 78,00 AU/ Viam
100,00 AU/ 3744 AT 62.56 MU0 s
resT 100.00 Aup| 0.00 ALD 100.00 AuD) s
1,100,000.00 MU0 20.00 AuD 1,99,980.00 AU0 v
300.000.00 4D 0.00 AuD 360.000.00 AUD v
300.000.00 AUC 0,00 AU 300,000.00 AU, i
tast cnly 100.00 #up| 0.00 auD 100.00 #UD| .
116,00 A 0.00 AU 110,60 AuE) viem
| | L 1

1.50 M0 9.00 A0 e | gancel

4.031.09 Auo| 9.00 A0/ | iew | Cancel

100.00 AuD| 250w | e | ganel

300.00 AU ©.60 AUB| | view | gancel

130.00 Aup| 200 auo| | e | Cancel

500,00 AU .00 AD| | own | Ganeel

130,00 AU 9.00 auo| | e | Cancel

200.00 AUD| .00 8D | | cacel

100.00 AUt 960 | | s | Cancel
1.00 AUD .00 MG ion | Cancel

Shom[ 15 [+ ressita par page | Pagen

2of 3| First Previous - Nt Laat

To see more detail about the invoice listed, go to the ‘View’ link at the right end of the column. You'll be
taken to a detailed summary of the invoice, which contains the Invoice Details, Invoice Header, Invoice Line

Items, Associated Payments and options for going ‘Back’, ‘Pay’ and ‘Print’.

TAX INVOICE

Invoice Details:

ComPay Invoice ID CI2316

Issedilo ABN: 123456789
TOLL [201804]

TemuschBy ABN: 12345678

Total Amount (inc tax) 1,322.00 AUD

Amount({s) Paid (inc tax) 0.00

Amount Outstanding (inc tax)

1,322.00 AUD
Status s
Created By
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123456 \Invoice Date 02/03/2010
Inveice Term |Frem Date of Invoice Due Date 02/03/2010
Invoice Term Days |30 Currency AUD

oica g Herie)] |

Charge Code AW Job#/Reference 'HSD12345 Job Type {Shi t
Tocal Amount 1,200.00 AUD Local Tax Amount  10.00 AUD Tax Code |EXEMPT
e | Tax |
ity NA ATk NA Origin Port Code !SYD
Master Bill No HSDU867876876 House Bill No ETA 102/03/2010
Dest Port Code AUK - leTo |02/03/2010
D i Ocean Freight to kland
Charge Code AWBFEE Job#/Reference Job Type | Shij
Local Amount 100.00'AUD |Local Tax Amount _ |0.00 AUD Tax Code ExempT
International International Tax S ]
\Amount WA Amount WA Osigin.Post Code =D
Master Bill No _HSDUB67876876 House Bill No o — ETA 102/03/2010
Dest Port Code ‘auk ETD 02/03/2010
o |
Charge Code HANDL. (5407) Job#/Reference | _____ Job Type {Other,
Local Amount 22.00 AUD Local Tax Amount  0.00 AUD Tax Code EXEMPT
(International | Tax .
Amount N/A | Adsint NA Origin Port Code
= =
Associated Payments
| _There 2r¢ 00 25scciated Jayments with this invoice

If you want to pay an invoice from the View INVOIiCES screen (above), click on ‘Pay’. You’ll see a detailed
version of the payment screens, like those below. In the top part of the screen you can alter the ‘From Account’
field, the Remittance CC email address and the payment Amount.
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PAY INVOICE

Account Details @ pay from Account () Assign existing payment [ Mark as Jfﬂine payment
Pay From Account Bank Account 1 (083-345-88888888) -

ComPay Invoice ID CI2316

Email for Remittance Advice Payment Authoriser

Remittance Advice CC Email: [

Issued From : TOLL [201804]

Invoice Amount (inc tax) 1322.00

Amount Outstanding (inc tax) 1322.00

Amount (1322.00 | =
—Comments i_

2.21 Account details: Pay from Account, Assign existing
payment; Mark as offline payment

PAY INVOICE

Account Details

Pay From Account

Bank Account 1 (083-345-88888888) v .

Pay From Account
You can choose ‘Pay from Account’ for a straightforward payment.
Assign existing payment

In the event that you have already released payment or part payment to the invoice creator, you can assign an
existing payment to this invoice by selecting the ‘Assign existing payment’ feature.

Mark as offline payment

The invoice may have been paid via cheque, cash, EFT; this option allows the information to be stored against
the invoice.

2.21.1 Remittance advice CC emalil

This section can be filled in to send the payment remittance advice to a third party.

8.2.1 Amount

This is a compulsory field. An invoice can be part paid but not overpaid.
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In the event that part payments have been made against the invoice an updated ‘amount outstanding’ will
appear below the Invoice Amount displayed.

Advance payment option can be selected.

8.2.2 Submit payment

At the bottom of the screen, you'll find options to ‘Submit’ or ‘Cancel’. If you submit this payment, you’ll be
asked to enter your password before continuing. Remember that only Administrators and Master
Administrators have payment authorisation. If you are a normal user, the payment will be ‘Pending’ until
authorised.

More information on authorisation, payment statuses and confirmation of payments is available in section 9.

wescnpuon

Advance Payment Options

Payment Date os w» October v 2010 w

Associated Payments

There are no associated payments with this invoice

8.3 How to create a new invoice

Invoices can be created and sent to ComPay registered and non-registered parties.

Client Selection 9 Registered User Adhoc

Quick: List Select Client ~ Show All Clients Search

ECN *

Client *

Invoice Header

Customner Invoice Number * Invoice Date 05/10/2010 | *
Invoice Term Cash On Delivery i Due Date 05/10/2010 |+
Invoice Term Days Currency AUD -

Description

You must add at least one line item

Go to ‘Invoicing’ in the Main Menu. Click on the ‘Create Invoice’ link.

8.3.1 Client selection

Select the invoice recipient. To send an invoice to a ComPay registered party, select the invoice recipient from
the Quick List, Show All Clients or Client Search section displayed. To create an invoice for a non-registered
user, select the ‘“Adhoc’ button.
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Note that ad hoc invoice recipients can only pay the invoice via credit card. ComPay registered invoice
recipients can pay the invoice via direct debit or credit card.

NEW INVOICE

Client Selection 9 Registered User (' Adhoc

Quick List Select Client v Show All Clients Search |
o R T e SRR

The ECN and the client will automatically populate when you select a registered user. If you select ‘Ad Hoc’,
you’ll need to enter the client name and number.

8.3.2 Invoice information

The Create Invoice screen has the following sections.

e Customer Invoice Number: this is a required field.

e Invoice Date: this defaults to the current day’s date but the date can be adjusted depending on
your requirements.

e Invoice Term: this drop down list offers a range of options. Select the appropriate invoice term.
e Due Date: is the date the invoice is due to be paid.

e Invoice term days: this allows you to manually enter the term days.

e Currency: the currency displayed is Australian dollars.

e Description: allows up to 1000 characters in free text.

NOTE: The maximum amount for an invoice to be created is $500K.

8.3.3 Add line item

The invoice creation process requires the invoice creator to ‘Add Line ltems’.

You must add at least one line item
Add Line Item '

Click on ‘“Add Line Item’ then choose the item you wish to raise an invoice for.

There is no limit to the number of line items that can be added.

Select a charge code. A generic list of charge codes is displayed in a drop-down list. This list can be adjusted for
your own organisation. This can be managed in the Admin section under ‘Charge Code
management’.
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Enter the Job number or Reference. Select Console or Job Type. Input the invoice total amount, including tax.
The description field allows for free text.

8.3.4 Submit the invoice

Select ‘Submit’ to authorise the invoice generation.
A confirmation screen will appear.

CONFIRM INVOICE

;YOI.I are about to create a new invoice

|NOTE: There is a fee of AUD0.30 associated with this action, which will be billed to you at the end of the month

Invoice Details:

1ssued To

|ABC TRADING [201685]

Total Amount (inc tax)
\Amount(s) Paid (inc tax)
|Amount Qutstanding (inc tax)

Invoice Header

|110.00 AUD

lo.00
|0.00 AUD

|Customner Invoice Number |555

|Cash On Delivery
\Invoice Term Days o

[Desciption |

|Attachment

| Invoice Term

\Invoice Date
|Due Date

T
|Currency

|05/10/2010
|05/10/2010
AUD

Invoice Line temn(s)

|Charge Code
|Local Amount.
International
|Amount
|Description

|AIRWAY TEST BILL
|110.00

\Job#/Reference
{Local TwxiAmourt
iInlcm ational Tax
[Amaount

|
|10.00

1Job Type
|Tax Code

|Origin Port Code

\Other
lesT

Select ‘Submit’ again. An invoice receipt will be generated.

INVOICE RECEIPT

J Your invoice has been successfully created

fasedlo;
Client [ECN)
Invoice ID

|ABC TRADING [201685]
12877

Invoice Header

Customer Invoice Number 555

Invoice Term |Cash On Delivery
Invoice Term Days o

Description

Attachment

Invoice Line item(s)

|Invoice Date
|Due Date
|Currency

|05/10/2010
|05/10/2010
AUD

\Job=/Reference

Job Type

|Other

Charge Code  AIRWAY TEST BILL
Lecal Amount |110.00
International |
Amount

Description

International Tax
Amount

T T

10.00

[Tax Code
|Origin Port Code
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CI2677 555 ABC TRADING [201685] 05/10/2010|05/10/2010 | 110.00 AUD| 0.00 AUD 110.00 AUD HNew | Yiew

An email will be sent to the invoice recipient confirming a new invoice has been received.

8.4 How to cancel an invoice

Note that only the Master Administrator or the Administrator can cancel an
invoice.

To cancel an invoice click on ‘Invoicing’ then ‘Outstanding Invoices’. The screen will display
Payable Invoices (invoices you have been sent to pay) and Receivable Invoices (invoices you have sent to other
parties for payment).

You can only cancel an invoice that has been generated by your organisation.

To cancel an invoice, select ‘Cancel’.

Amount

Outstanding i
900.00 AUD|  .°"! viey| Cancel
205.66 AUD Paid Vievl Cancel

305.33 AUD| ° ' |View Cancel

A note must be entered to explain the reason for the invoice cancellation.

Notes

An email will be generated and sent to the invoice recipient informing them that the invoice has been
cancelled.
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9 HOW TO USE COMPAY REPORTING
FUNCTIONS

9.1 How to generate a debit payments report

DETAILED DEBIT PAYMENTS REPORT

HOW <Hiter By> -
Q) Last 7 days All Transactions Available
Last 14 days Today's Transactions
! Last 30 days Yesterday's Transactions
Select Date Range
29/09/2010 - |06/10/2010
FILTER BY
ECN
Client K
Trans ID
Document Type <ALL> v
Reference 1
Reference 2
Reference 3
Payables/Receivables <ALL> -
From/To Amount X
By User <ALL> v

View Report

The Debit Payments Report enables you to review all transactions which have been debited from a bank
account (not a credit card), based on a set of selection criteria that you enter. The report displays the
Transaction ID, Date Created, Created By, Date Authorised, 1%t and 2" Authoriser, Date Settled, ComPay Client,
Payment Status and Amount Payable.

To see further detail on each transaction, click on the Transaction ID or the word ‘View’ in the Transaction ID
column for the relevant transaction. To access this report, click on ‘Debit Payments Report’ located under
Reports from the Main Menu on the left hand side of the ComPay screen.

9.1.1 Show filter

For the debits payment report, you have two filter options. You can filter according to dates, as well as by
transaction details.

9.1.2 Date filter

The dates filter enables you to select one of the following options.

e Paymentsin the last 7 days.
e Paymentsin the last 14 days.

e Paymentsin the last 30 Days.
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All transactions.
Today’s transactions.
Yesterday's transactions.

Select a date range using the calendar buttons.

Select the relevant Date Filter by clicking on the button next to the appropriate filter, and if you want the date
range, specify the two dates for the start and end of the report period.

9.1.3 Transaction filter

The transaction detail filter enables you to filter by the following fields.

ComPay Client: enter the ComPay Client Number or click on the magnifying glass to search the
client list.

o If you click on the magnifying glass, a pop-up window will open, which gives you options to
search by client name within client type.

o Select the client type from the drop-down box (most people leave this set at ‘All’).
o Type the starting letters of the ComPay client’s name or leave blank to select all.

o Clickon ‘Go’.

o Double click the client or highlight then and click on ‘Submit’ to select them as the payee.
ComPay Trans ID: enter a specific Transaction ID.

Document Type: you can select ‘All’, ‘Invoice’, ‘Delivery Order’ or ‘Storage’ to return only that
specific document type.

Primary Reference: enter the primary reference of the transaction to be returned. This will be the
‘Invoice Number’, ‘Del Order Number’ or ‘Container Number’.

Secondary Reference: enter the secondary reference of the transaction to be returned Payable or
Receivable. You can select ‘All’, ‘Payable’ or ‘Receivable’ to return only that specific payment type.

A transaction amount: you can enter a payment range to return only transactions that fit within
that range.

By user: you can select the transactions created by that specific user or select ‘All’ to get all users
transactions.

You can use a combination of these filters to ensure you only have returned the particular transactions you are

interested in.
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9.2 How to generate a credit payments report

1Stop

St Ol ast 7 days All Transactions Available
Last 14 days Today's Transactions
Last 20 days Yesterday's Transactions
== Repcrt 1 Select Date Range
_J 30/09/2010 - |07/10/2010
INCLUDE CARD TYPES v American Express Vlice
V| Bank Card /| MasterCard
V| Diners club v visa
FILTER BY
ECN
eNett Client -
eNett Trans ID
Reference 1
Reference 2
Reference 2
Credit Card Number (Last 4 digits)
Name of Card Holder
From/To Amount
Currency ALL -
Transaction Type ALL -
Processed By User <ALL> -
[~ Show Transaction Line Details
[~ Show Successful Transaction Only

The Credit Payments Report enables you to review all credit card transactions made based on your chosen
criteria. The report displays the Transaction ID, Date Created, Created By, ComPay Client, Card Type, Amount
Payable and Payment Status.

To see further detail on each transaction, click on the Transaction ID or ‘View’ in the Transaction ID column for
the relevant transaction. To access this report, click on the ‘Credit Payments Report’ located under ‘Reporting’
from the Main Menu on the left hand side of the ComPay application.

User the filters in the same way as described above in 11.1.

9.3 How to generate a daily settlement report

The Daily Settlements report reviews all payable and receivable transactions generated for the business on a
particular day or date range. When combined with your company's bank statement, the daily settlement report
provides the ideal tool for reconciling the trading activities of the business for that day.

To run a Daily Settlements report do the following.

Go to ‘Reports’ from the Main Menu on the left hand side of the ComPay screen. Click on ‘Daily Settlements’.
Enter the dates directly or use the calendar buttons to enter the date or date range you wish to view and click
the ‘View Report’ button.

Once the search criteria have been submitted, an aggregated summary of the amount due by direct credit and
the amount paid out via direct debit is presented for the date(s) entered. A third column shows a net figure
representing the total value of all transactions authorised within ComPay for that day. To view the individual
transaction details for a specific day, click on the hyperlinked date and you will be shown the detailed Report.
The Daily Settlement Report is presented in the same manner as the Authorise Payments screen.
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The Daily Authorisation Summary shows the total value of transactions that have been authorised by your
business for payment (the Payables). The Summary also shows the total value of transactions that have been
authorised by other businesses for payments to your business, (the Receivables). The Receivables summary
also separates out any other amounts of other payments receivable. Each amount will appear separately on
your Bank Statement.

For further information on how to reconcile your bank statements with ComPay payments, see Appendix 4 —
How to reconcile your bank statement with ComPay.

9.4 How to generate an invoice report

INVOICE REPORT

Q) Last 7 days () All Transactions Available
() Last 14 days \_! Today's Transactions
() Last 30 days () Yesterday's Transactions

() select Date Range
{30/09/2010 - |07/10/2010

FILTER BY
Client No

Client Name I R

System Invoice ID
Client Invoice No .
Payable/Receivable <ALL> -

From/To Amount : -

|~ Show Invoice Line Details

View Report

This feature allows users to run reports of invoices created, received and cancelled. User the filters in the same
way as described above.
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10 HOW TO USE COMPAY ONLINE
SUPPORT

Reporting

COMPAY Clue Card

COMPAY Support Manual

Contact 1-stop

Invite Company

There are a number of accessible online supports for using ComPay. You’ll find these in the Main Menu under

‘Support’.
10.1 ComPay Clue Card

ComPay has created a Clue Card which has the answers to many common questions asked regarding the
ComPay system. It has some easy, step-by-step instructions on how to perform the basic tasks.

To access this resource, click on the ‘ComPay Clue Card’ title located under the ‘Support’ menu from the Main
Menu on the left hand side of the ComPay Application. The Clue Card will open up in Adobe Acrobat.

ComPay CLUE CARD

1. Important Information
e Cut off for each ComPay Day is 3.30pm (AEST/AEDST)
o Alist of registered ComPay clients can be located on the Client list on
www. 1stop.biz

2. How to Login
e Go towww.lstop.biz
e Enter, under the ‘Login Section’, your CN (ComPay Client Number), Username
and Password which you received via email. Please note the User ID and
Password will need to be changed upon first login.

10.2 ComPay user guide

1-Stop has created this User Guide to help you use ComPay. It is free to download from our website.

10.3 Contact 1-Stop

If you need support or have any questions regarding this application, you can contact the 1-Stop Helpdesk.
Click on ‘Contact 1-Stop’ located under the ‘Support’ menu from the Main Menu on the left hand side of the
ComPay application. You can then enter a subject and a message. Once you have entered the details, click on
‘Send’ to send this message.

1-Stop | Rail Tagging and Release 55



1Stop

Subject: |

For other sources of help, see 13.

10.4 Invite company
You can invite your business partners to share ComPay’s transaction efficiency and time savings.
Go to the ‘Support’ link in the Main Menu. Choose ‘Invite Company’. A form will appear. Once you've

added the recipient’s email address, written your message and clicked ‘Submit’, an email will be sent to
that person with links to registration and to the 1-Stop sales team.

| INVITE COMPANY !

Enter the details for the contact that you wish to invite and a system generated email will be sent to the contact.
Contact Details

Contact Name

Contact Email

11 WHERE TO GET HELP

Help is available:

e from the FAQs in the ‘Help’ tab of our website http://www.1-stop.biz;
e by email to helpdesk@1-stop.biz; and
e from 1-Stop Helpdesk on 1300 881 055.
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12 GLOSSARY

EIDO — Electronic Import Delivery Order (also referred to here as an Electronic Delivery Order); an electronic
version of a delivery order which is received

directly from the shipping line via 1-Stop to the third party.

‘Real-time’ transactions — refer to the FAQs on the 1-Stop website (www.1-stop.biz) for a full description of
the timing of payments made in ComPay.

Dual authorisation — payments made where dual authorisation has been established need two authorisers.
Only users with Administration permission may authorise payments. The Master Administrator determines
who is a first or second level authoriser.

Quick Lists — convenient lists of your payees’ details.

Master Administrator — the ComPay user with the highest level of permission, who manages other users and
authorises payments.

Administrator — a user with payment authorisation permission.

User — a regular user of ComPay who can create but not authorise payments, as well as send invoices and
generate reports.

Ad hoc payment — a one-off payment.

Payer — the person paying the bill or invoice.

Payee — the person receiving the payment for the bill or invoice.

Bill of Lading Number — a number which identifies the document issued by a carrier to a shipper,
acknowledging that specified goods have been received on board as cargo for conveyance to a named place for
delivery to the consignee.

ComPay Transaction ID — a unique number identifying the ComPay transaction.

ComPay Client Number — a unique number identifying the ComPay member.

EST — Australian Eastern Standard time; Greenwich mean time plus 10 hours or 11 hours during daylight
savings (early October to early April).
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13 APPENDIX 1 — SAMPLE HTML
EMAILS

Email to PAYER for a Storage Payment

The Email Subject =

ComPay Payment CONFIRMATION from PAYER=ABC LOGISTICS PTY LTD for
AMOUNT=51131.65 - ID=10003432

This email is a CONFIRMATION that a payment was made to

PATRICK CORPORATION PTY LTD

by ABC LOGISTICS PTY LTD

at 06/10/2006 06:30:00

Payer Contact Details: abclogistics@logistics.com.au PH: 02-1234 6789

Reference Transaction ID: 10003432

Storage Payment Tax Invoice

Date: 06/10/2006 06:30:00

ABN: 65008660124

PATRICK CORPORATION

PATRICK PORT BOTANY - ASLPB
BOTANY TERMINAL

PO BOX 273

BOTANY NSW 1455

Ph:02 93940385

Fax: 02 93940388

REF ID: 10003432

Container Number PickUpDate Amount Paid
TCKU9431308 5/10/2006 $ 250.00
MORUO0506022 6/10/2006 $ 350.00
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MORU0407842 6/10/2006 $ 300.00

FESU2086183 7/10/2006 $ 100.00

Sub Total $1000.00
GST $100.00

Total (GST Incl) $1100.00

1-Stop Transaction Tax Invoice
Date: 6 06/10/2006 06:30:00
ABN: 58102573544

1-STOP CONNECTIONS PTY LTD
1-STOP CONNECTIONS

LEVEL 7, 376 Bay Street

PO BOX 1234

Brighton Le Sands NSW 2216
Ph:1300 881 005

Fax: 02 9567 9967

Page 33 of 37

TransactionID Amount Paid

10003432 $ 1.50

Sub Total $1.50
GST $0.15

Total (GST Incl) $1.65

MERCHANT SERVICE FEE $30.00
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TOTAL $1131.65
If you have questions regarding this payment advice please contact the PAYER in the first instance.

This email was sent by 1-Stop Connections Pty Ltd www.1-stop.biz and its ComPay system ( helpdesk@1-
stop.biz ) on behalf of the PAYER.

This communication may contain information that is confidential. If you are not the intended recipient of this
communication please delete and destroy all copies and advise the PAYER immediately.

14 APPENDIX 2 — EMAIL TO PAYEE
FOR A STORAGE PAYMENT

The Email Attachment = REMADV_yyyymmddhhmmss.edi

All Payees will get both the REMADV message and the HTML email.

The Email Subject =

ComPay Payment NOTIFICATION from PAYER=ABC LOGISTICS PTY LTD for AMOUNT=$1100 -
ID=10003432

This email is a NOTIFICATION that a payment was made to

PATRICK CORPORATION PTY LTD

by ABC LOGISTICS PTY LTD

at 6 06/10/2006 06:30:00

Payer Contact Details: abclogistics@logistics.com.au PH: 02-1234 6789

Reference Transaction ID: 10003432

Storage Payment NOTIFICATION

Container Number PickUpDate Amount Paid
TCKU9431308 5/10/2006 $ 250.00
MORUO0506022 6/10/2006 $ 350.00
MORUO0407842 6/10/2006 $ 300.00

FESU2086183 7/10/2006 $ 100.00

Sub Total $1000.00
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GST $100.00

Total (GST Incl) $1100.00

TOTAL $1100.00
If you have questions regarding this payment advice please contact the PAYER in the first instance.

This email was sent by 1-Stop Connections Pty Ltd www.1-stop.biz and its ComPay system ( helpdesk@1-
stop.biz ) on behalf of the PAYER.

This communication may contain information that is confidential. If you are not the intended recipient of this
communication please delete and destroy all copies and advise the PAYER immediately.

15 APPENDIX 3 — EMAIL TO THIRD
PARTY FOR A STORAGE PAYMENT

The Email Subject =

ComPay Payment MESSAGE from PAYER=ABC LOGISTICS PTY LTD for AMOUNT=$1100 -
ID=10003432

This email is FOR YOUR INFORMATION that a payment was made to

PATRICK CORPORATION PTY LTD

by ABC LOGISTICS PTY LTD

at 6 06/10/2006 06:30:00

Payer Contact Details: abclogistics@logistics.com.au PH: 02-1234 6789

Reference Transaction ID: 10003432

Storage Payment NOTIFICATION

Container Number PickUpDate Amount Paid
TCKU9431308 5/10/2006 $ 250.00
MORUO0506022 6/10/2006 $ 350.00
MORUO0407842 6/10/2006 $ 300.00

FESU2086183 7/10/2006 $ 100.00
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Sub Total $1000.00
GST $100.00

Total (GST Incl) $1100.00

TOTAL $1100.00
If you have questions regarding this payment advice please contact the PAYER in the first instance.

This email was sent by 1-Stop Connections Pty Ltd www.1-stop.biz and its ComPay system ( helpdesk@1-
stop.biz ) on behalf of the PAYER.

This communication may contain information that is confidential. If you are not the intended recipient of this
communication please delete and destroy all copies and advise the PAYER immediately.

16 APPENDIX 4 — HOW TO
RECONCILE YOUR BANK
STATEMENT WITH COMPAY

ComPay sends an aggregate payment for all Direct Debit payments made to you in any day and an aggregate
payment for all Credit Card payments made to you in any day. Direct Debit payments are received into your
bank account a day before Credit Card payments.

To assist with the reconciliation process we have documented it, as follows. Your bank statement will display
information from ComPay as below.

STATEMENT TYPE DESCRIPTION AMOUNT
DATE
15-Nov-07 TRANSFER JCREDIT-14112007 JTRANSFER FROM COMPAY-DD-200023 | CREDIT-14112007 12,365.32
15-Nov-07 TRANSFER JCREDIT-15112007 JTRANSFER FROM COMPAY-DD-200023 | CREDIT-15112007 8,656.36
16-Nov-07 TRANSFER JCREDIT-15112007 JTRANSFER FROM COMPAY-CC-200023 CREDIT-15112007 10,365.25
20-Nov-07 TRANSFER JCREDIT-19112007 JTRANSFER FROM COMPAY-DD-200023 | CREDIT-19112007 2,447.32
20-Nov-07 TRANSFER JCREDIT-18112007 JTRANSFER FROM COMPAY-DD-200023 | CREDIT-18112007 854.52
20-Nov-07 TRANSFER JCREDIT-17112007 JTRANSFER FROM COMPAY-DD-200023 | CREDIT-17112007 3,256.23
21-Nov-07 TRANSFER JCREDIT-20112007 JTRANSFER FROM COMPAY-DD-200023 | CREDIT-20112007 9,403.11

‘Credit’: the date the payment is authorised by the ComPay payer. This is the date that will match the Daily
Settlement report sent to you).

‘Transfer from ComPay’: this will be DD for Direct Debit payments or CC for Credit Card Payments, followed by
your ComPay client number.
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17 APPENDIX 5 — ERROR
MESSAGES AND WHAT THEY MEAN

Ragistersd Usar @ adhoe
samas Tasty MeTast

Emals Testi2d Invasid Email

Custamer Invoice Numbar Tast

a/0a/2011
Ervaice Tarm Cash On Dalieary -

Meszage from webpa 18082018
tnvoice Term Days 30 AUD -
Pe— A, it

leeice Lise ers)
Chasge Code Customs Disbursement: Charges

Total Amount
[ine: tax)

e )

10b Tyoe Gther b

et 1090 caup  [Tax Code G5T -

200.00 - a0

= | Calate
Daseription

When creating an invoice and an invalid email address is entered in the ‘Email’ field an error message ‘Invalid
Email’ will appear to the user and they will not be able to proceed until a valid email address is entered.

Chent Sebection B egiatered User Adhor
Guiek List -5TOP COMECTIONS PTY LTD [200419] +  ShewAllChests Searsh
L= 200419 -
Chant 14700 ComacTions eTY LTD
voice Header
Custeemar Evoicn umbsar ot . Meziage from webpage i wwenzon
Inwoice Term Cash On Calivary | 01/08/2011
I_\ Dot Diate can't B earker than lervoace Date. AT
T | = H
Charge Cod: Customs Inspection Job Type Othaer
Tawat e 100,00 e —" o 050 wo ad G5T -
Laleie
Dascripnion

This error message means that the user cannot select a date in the ‘Due Date’ field that is before the date of
the ‘Invoice Date’.
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WEW INVOILCE
Clent Selection # Ragistarad Usar [ Adhac
Quick List 1-5TOR CONNECTICNS. BTY LTD [200419] ~  Show ANChents Ssarch
on 200419
- £-5TOP COMMECTIONS #TY LTD
Customar Inveicn Humber Test . Meisage from webpage =] inona011
[—r—— Cash On Dulerery . ouonI0L
Invaics Tem Cars D -
[I—
Imvsice Line emis)
Chasgs Code Cugtoms Inspection o8 Type Other bl s
Total Amount 30000 . . o Gt .
e auo A0 [Tax Cod 65T
Salane
Descripticn

This error message means that the user has inputted spaces; before, after or inbetween the characters in the
‘Customer Invoice Number’ field.

DAILY SETTLEMENT REPORT

From Date [o1/01/1500 |
To Date 23/08/2011

Message from webpage

zjﬁ Invalid From Date. Date should not be earlier than 01,/01/2005.

If the user runs this report with the ‘From Date’ earlier than 01/01/2005 then the error message “Invalid From
Date. Date should not be earlier than 01/01/2005” will appear.

Contact 1-Stop

Message:

.
Message from webpage w

~| y i& Please enter Subject and Message
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If the Subject and Message fields are not populated and the ‘Send’ button is pressed, then the above error
message appears.
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