AMERICAN
EXPRESS

SWEDEN CORPORATE PAYMENT GUIDE:
HOW TO PAY YOUR COMPANY'S
CORPORATE CARD STATEMENTS

Welcome to the American Express® Corporate Payment Guide

This guide outlines how to view statements and pay bills to help avoid processing errors and
Account delinquencies. We look forward to making your payment process as
straightforward and efficient as possible.



YOUR
PROGRAM

Your Corporate Card Program

Please save this guide for future reference

Before starting your American Express

Corporate Card program, you and your

Accounts Payable team should be familiar with:

e Your Corporate Card program billing/
payment methods:

Individual Bill/Individual Pay Individual Bill/
Central Pay Central Bill/Central Pay

e The full 15-digit Corporate Card number
starting 37.. (if making payment to an
individual Account).

e 15-digit Basic Control account number
(Company Account Number) (if making full
payment for a Basic Control Account).

¢ Payment Terms and when payment is due.

e How the bill will be paid - by transferring
payment to American Express.

Paying on time and providing all the necessary
information to American Express enables us to
process the payment correctly and reduces the
risk of any of your employee Card members
being inconvenienced.

You will be assigned an Account Development
or Implementation Manager who will work with
you to design the reconciliation and payment
process most suitable for your Company's
needs.

Additional Considerations

Please ensure the contact details for your
Accounts Payable representative(s) (email and
business contact number) are regularly
updated. Ensure that you have your Customized
@ Work® Reporting switched on by contacting
Corporate Customer Service team at
corporatecardsweden@aexp.com for
assistance.

American Express has separate bank accounts
designated for particular countries and
products. Your statement will display the
account to which your payment should be made.
Please do not combine payments for different
Card products or currencies you may have with
American Express.

Payment Channels with green tick icon are
considered Preferred Channels and have

the following benefits:

* Faster payment processing

» Decreased chance of delinquency and charge
disruption

» Little to no manual keying and processing

* Decreased chance of miskeying/processing
errors

Please pay attention to the country in which the
account is set up when paying your Corporate
Card statements, American Express has
separate bank accounts designated for each
country. Each statement will display which
account payments should be made to.

If you have Accounts in multiple Countries (e.g.
Netherlands, France & Germany), you must pay
each Account separately. American Express
cannot accept combined payment across
countries and currencies.
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BILLING &
REMITTANCE:
INDIVIDUAL PAY

Viewing Your Statement

Cardmembers may review their Account to confirm the
amount due on their statement and/or access their
statement by logging into:
americanexpress.com/sv-se/account

- - American Express® Green Corporate Card
2 @ XXX-17006
O oA
S aance

SAMPLE ONLY

NOTE: For any help with billing and payments. please
call the Customer Service number on the back of the
Card.

€0.00

Please make sure your Accounts Payable team has all
the details they need to make payment to the correct
American Express bank account otherwise you may
experience unnecessary delays or disruption to your
experience.

Your Corporate Card Account must be paid separately.
Please do not combine payments for other products
that you may have with American Express.

Payment Channels (Individual Pay)

The following payment channels are the preferred
payment submission options for companies whose
employees are responsible for managing their

own payments.

By E-invoice

You can make an e-invoice contract in your online
bank. As the payee, select the option that corresponds
to the first four digits of your Card number.

* Your Online bank notifies you every month,
according to your choice, by email or text message
when your e-invoice has arrived.

* You must approve each invoice in your
Online bank. If you wish, you can also set
automatic payment, whereby the balance of
the invoice is automatically debited from your
bank account on the due date.

« If you change your Amex Card product (for
example, from Gold Card to Platinum), you do
not need to make any changes to your e-
invoicing agreement.

Bank Transfer/Internet Banking

Bank transfer/Internet Banking is a feature
available to those Cardholders who are
making individual payments by submitting
them via their bank and adding American
Express as a payee.
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BILLING &
REMITTANCE:
CENTRAL PAY

Viewing Your Statement (Central Billing):

Please refer to the Cardmember Activity Report or BCA Level Statement based on your billing period in the

American Express @Work® Reporting Platform. (Please note that recent transactions may take up to 72
hours to appear on this report due to processing times incurred by the Merchant’s bank provider for

pending transactions.)

There are several options available for you to submit your payment (under the Cardmember Payment
Channels section). The process of making payment for Corporate card, Corporate meeting card,
Corporate purchasing card & BTA is same.

For any help with your @Work® reporting, please contact the Sweden Corporate Customer Service team
by phone or email corporatecardsweden@aexp.com.

CORPORATE PAYMENTS.

Cardmember Activity
RENPORT

SAMPLE ONLY
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Use of American Express @ Work® is restricted to employees, contractors and/or agents that the
Company and its representatives designate for the sole purpose of performing online account queries
and maintenance, including accessing and/or creating reports relating to the Company’s American
Express® Corporate Card programs. @ Work is available to all companies with an American Express

Corporate Card program
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BILLING &
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Payment Channels (Central Pay)

The following payment channel is the preferred option
for submitting payments for companies who've elected
to consolidate their American Express® payments.

Electronic Payment Allocation Files (EPA) &
Global Remittance Files (GRU)

Electronic Payment Allocation Files and Global
remittance files can be sent via American Express
Secure File Transfer. To ensure the payment can be
processed correctly, please follow below guidelines:

» The Allocation File must follow the format as
indicated in the EPA User Guide & GRU Guide.

» The payment reference must quote your company
entity name.

» The Secure File Transfer (SFT) should be completed
at least 24 hours before submission of payment.

* The payment amount must exactly match the
amount in the Allocation File.

* Do not include any foreign Accounts & any zero
balance amounts within the Allocation File.

Important Considerations

Payments received without an Allocation File
will be subject to processing delays. In some
cases, they may be impossible to process at all,
which could affect the availability of credit to
your Account. This could also result in charge
disruption for Cardmembers as well as
delinquency fees.

If you experience any problems with your EPA
files, please contact:
AmericanExpressEPASupport@aexp.com & for
GRU files please contact:
AmericanExpressGRSupport@aexp.com.

NOTE: If you are unable to electronically send
an allocation file, you must send the allocation

file via e-mail to:
AmericanExpressPaymentServicesSweden@aexp.com

E Click here to know more about EPA

Click here to know more about GRU



Electronic Payment Allocation

AMERICAN EXPRESS CORPORATE PAYMENT SOLUTION
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APPENDIX

= About EPA

= Product Summary & Benefits

= |Implementation Overview & Implementation Process
= EPA File Specifics

= Remittance Validation Process

= File formatting

= Secure File Transfer (SFT)

= Ongoing File Processing

= File Maintenance
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About EPA - Electronic Payment Allocation
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= Payment remittance solution for corporate clients.

= Efficient way to pay multiple cards at one time.

= Unlimited frequency of payments per card per month.

= 100% allocation accuracy.

= Efficient process to meet payment requirements.

= EPA s for all Europe, the Middle East and Africa (EMEA) markets.

= EPA Automated Files uploaded via Secure File Transfer (SFT) to American Express.
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Product Summary & Benetits
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= American Express ‘Electronic Payment Allocation’ (EPA) is an advanced payment
solution that gives our clients flexibility to create electronic remittance advices from
their Expense Management Tool and submit these to American Express.

= EPA provides clients with a fast and accurate method to pay American Express. This
removes the need for paper or fax advices eliminating unidentified payments and
benefiting the client with accurate and timely reconciliation.

SFT
(Secure File
Efficient Transmission)
remittance
support

Utilising credit
balances

Multiple \ Standardised
payments file format

Removes
manual paper
& fax

Rejected file
support
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Implementation:
Overview & Process
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Implementation:
Overview & Process

: Testing of Email notification
Submission of ExArrgsglzaelgds connectivity sent to client to
completed P : between client confirm set up
Shilicuecntidls and American and go Live
Express status

application

to client

= Onreturn of EPA documentation from the client, EPA set up request is raised by
their MAD (Manager Account Development).

= Amex technical support team (Corporate File Exchange team) provides SFT
credential to client for connectivity test.

= Client uploads the EPA test file with an unique six character delivery file name per
country starting IBC, provided by CFE team within the test credentials. The same file
name and format to be use for Test and Production .

= EPA Implementation verifies file format and approves in the test environment, CFE
change status from test to production and notifies the client.

AMERICAN
EXPRESS
This material contains information that is proprietary and confidential to American Express. It cannot be shared with third parties without
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Implementation:
Overview & Process

= Client uploads first live file along with corresponding payment; CID should always be
included in payment reference.

= EPA Implementation review auto allocation process to ensure successful.

= Total value of EPA file must always be positive however credits can be claimed within
the file.

= Penny test is optional, if the client decides to proceed then the EPA file should be
submitted against the penny test.

= Client has an option of sending the EPA file via email at first to have it validated
before submitting via SFT for testing.

= The EPA file should always be submitted at least 24hours prior to the funds being
received.
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EPA File Specifics

ANIERICAEEXPRE:






A file will be created to our specification - for compliance reasons the test file will not

include any live data

Each file starts with FILE HEADER followed by REMITTANCE DETAILS and will end with a

SUMMARY TRAILER

It is the clients responsibility to remove ‘TT’ test indicator from the file once testing is

complete.

Currency and Country codes must be ISO regulated

The EPA file must be always created in Notepad document format and sent via SFT

American Express must receive files prior to payment submissions, ensuring enough time

to balance the payment to the support and process accordingly

'AMERICAN
EXPRESS
This material contains information that is proprietary and confidential to American Express. It cannot be shared with third parties without
American Express’ written consent. AMERICAN EXPRESS PROPRIETARY & CONFIDENTIAL. DO NOT COPY. DO NOT DISTRIBUTE.
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Remittance Validation Process
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CORPORATE

PAYMENT

N

AMEX BANK ACCOUNT

BANK CONSOLIDATOR

CLIENT
2
FILE
SECURE FILE TRANSFER (SFT)
FILEFACTORY VALIDATION1
l. MCA number from known source
II. Correct Currency and Country Code
lll.  Valuein Summary Trailer = sum of content (Debits & Credits)
IV.  Totalrecordsin Summary Trailer = file contents (Debits & Credits)
V. Mod10 Check
VI.  EPAfile does not contain mixed currencies
AMERICAN EXPRESS
PRODUCTION SERVER
VALIDATION 2
a) Paymentreceived butno File
b) Fileand Payment value differ
c) MultipleFiles for single Payment
d) File contain one or more invalid 15 digit card number
\
REMITTANCE PROCESSING
APPLICATION

This material contains information that is proprietary and confidential to American Express. It cannot be shared with third parties without
American Express’ written consent. AMERICAN EXPRESS PROPRIETARY & CONFIDENTIAL. DO NOT COPY. DO NOT DISTRIBUTE.
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File Formatting
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The EPA file is made up of 3 sections: File Header, Remittance details and File
Summary Trailer.

1) File Header - the first line of the file that contains 43 numeric and alphabetic

positions.

Digit Position Format Name Description
1&2 Numeric Record Type A fixed value of “00" to represent Transmittal
Header
3-12 Numeric Filler (zeroes) Fixed numeric format filled with zeroes
13-20 Numeric Creation Date The date the file was submitted in the format
yyyymmdd
21-26 Numeric The corporation Identifier (CID) Unlqug §|x-d|g|t. number that s corporation
Identifier- assigned by American Express
27-32 Numeric Filler (zeroes) Fixed numeric format filled with zeroes
33834 Alpha Numeric Test File Indicator TT' indicates a te_st f_|Ie when a value_ of two space
characters indicates a production file
A separate File Sequence Number series must be
maintained for each MC. The first file for MC will
. : have sequence number 01 until 99 being the last
35436 Numeric File Sequence Number available number. The hundredth file will again start
with O1.
Please do not use 00 as the file will fail
37 Alpha Numeric Filler (spaces) Not used. Fill with spaces
Three character ISO alpha-currency code to
38-40 Alpha Numeric Currency Code represent the currency of the following remittance
detail records
Three character ISO alpha-country code to
41-43 Alpha Numeric Country Code represent the country in which the American
Express cards were issued

AMERICAN
EXPRESS
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2) Remittance Details — could be multiple lines depending on number of cards that the
payment has to be allocated to, contains 30 numeric positions.

Position Format Name Description

1&2 Numeric Record Type A fixed value of “10” that represents Remittance Detail

A “—“value indicates the transaction should reduce the
balance on a Cardmember’s account and is a

3 Alpha Numeric Credit or Debit Indicator remittance. A “+” value indicates the transaction
should increase the balance on a Cardmember’s
account and is a Debit Adjustment

This is easier to perform after the next instruction. Use
zeros to fill out including the value digits.

4-15 Numeric Filler Zeros & Remittance Amount
The amount of the transaction , two implied decimal
places without a comma or dot.
. The corporate card number to which the remittance
16-30 Alpha Numeric Corporate Card Number P

refers (dummy card numbers for test files)

This material contains information that is proprietary and confidential to American Express. It cannot be shared with third parties without
American Express’ written consent. AMERICAN EXPRESS PROPRIETARY & CONFIDENTIAL. DO NOT COPY. DO NOT DISTRIBUTE. 16






3) Summary Trailer — the last, bottom line that contains 40 numeric positions.

Position Format Name Description
1&2 Numeric Record Type A fixed value of “99” that represents Remittance Detail
3 Numeric Filler (spaces) Not used. Fill with space
This is easier to perform after the next instruction. Use
Filler zeros & Total Remittance zeros to fill out including the value digits.
4-15 Numeric A
mount The amount of the total of EPA file, two implied decimal
places without comma or dot.
16-21 Numeric Total Remittance Record Count Numbe.r of rgcords in the file with filler zeros in front to
make six digits.
22 Numeric Filler (spaces) Not used. Fill with spaces
23-40 Numeric Filler zeroes Not used. Fill with zeroes

Mj EPA File Format.png - Notepad |. O | B |l

File Edit Format View Help

D0000000000020150601101010000000 01 EURAUT = Transmittal Header
10-00000004500037 %% ###%%#%1003 4 . .
10-00000000111037 %= === %*%%%1005 Remittance Detail
99 000000046110000002 000000000000000000 « Summary Trailer

This material contains information that is proprietary and confidential to American Express. It cannot be shared with third parties without
American Express’ written consent. AMERICAN EXPRESS PROPRIETARY & CONFIDENTIAL. DO NOT COPY. DO NOT DISTRIBUTE.






Correct Currency and Country Codes for Europe:

Correct Currency and Country Codes for the Middle East:

Country

Currency Country

Code

Code

Currency

Country Currency Country Currency
Code Code
Austria EUR AUT Euro
Belgium EUR BEL Euro
Czech Republic | CZK CZE Koruna
Denmark DKK DNK Danish Krone
Finland EUR FIN Euro
France EUR FRA Euro
Germany EUR DEU Euro
Hungary HUF HUN Forint
[taly EUR ITA Euro
Netherlands EUR NLD Euro
Norway NOK NOR Norwegian Krone
Poland PLN POL Zloty
Spain EUR ESP Euro
Sweden SEK SWE Swedish Krona
Switzerland CHF CHE Swiss Franc
United Kingdom| GBP GBR Pound Sterling

Correct Currency and Country Codes for USD and IEC:

Bahrain USD BHR US Dollar
United Arab _ usD ARE US Dollar
Emirates/ Dubai
Egypt usD EGY US Dollar
Kuwait usD KWT US Dollar
Qatar uUsD QAT US Dollar
Oman usD OMN US Dollar
Lebanon usD LBN US Dollar
Jordan usD JOR US Dollar
Yemen usD YEM US Dollar
Syria uUsD SYR US Dollar
Iraq uSDh IRQ US Dollar
Sudan usD SDN US Dollar
Morocco usD MAR US Dollar
Tunisia uUsD TUN US Dollar
Libya usD LBY US Dollar
Algeria uSDh DZA US Dollar
Somalia usD SOM US Dollar
Mauritania usD MRT US Dollar
Saudi Arabia usD SAU US Dollar

Country Currency Country Code Currency
Code
International ($45) usD INT US Dollar
International (€43) EUR INT Euro

AMERICAN
EXPRESS
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Secure File Transfer (SF'T)

ANIERICAEEXPRE:





Establishing the File Link

(SFT) whichis a method of sending files to American Express via the Internet.

The SFT software is sent to Clients via e-mail. It consists of two main components:
a) URL
b) User ID and Password

To ensure files are sent and received securely American Express supports Secure File Transfer

File Rejection Process:

If the file fails any of the validation checks, the customer
will be required to resubmit the file. The invalid file will be
deleted.

American Express will advise the customer if a file has
rejected via automated e-mail for our European Countries.
This will provide the details of file errors and request to
resubmit an amended file.

This is part of the terms & conditions when signing the
EPA Customer Enrolment Agreement.

AMERICAN
EXPRESS
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Ongoing File Processing
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Ongoing File Processing

= American Express accepts files based on any « |If submitting monthly, American

frequency. Express must receive the

= The timely submission of the file is critical. remittance files three days prior to
American Express must receive the file prior to the billing date (Monday - Friday).
the corresponding payment; this will enable the As some billing dates fall on a

auto allocation process to work successfully on : :
day one when the payment is received with no weekend and remittance files are
delay. not processed on Saturdays,
Sundays, and Public Holidays,

= |fthere is a problem with the file, American American Express should receive

Express will contact the client as per the file

rejection process. If there is a file issue, the the payment no later than
client must correct the error and submit a new Wednesday to meet a statement
file via SFT. cycle cut.

= The processing of the Remittance file(s) is * EPA F.iles should be alwa)_/s
contingent upon the receipt of the payment submitted at least 1 working day
amount in full (1 EPA File=1 Payment). Failure prior to the corresponding
to submit a remittance file either on time or in payments to enable the automated

:E_he appropriate format may cause delays in :che allocation process to work
imely posting of payments to Cardmember’s

accounts, possibly resulting in Cardmembers successfully on day 1 of the funds
incurring late payment charges and/ or cards being received.

being suspended.

AMERICAN
EXBRESS : ) ) ! ) ! — ) — -
This material contains information that is proprietary and confidential to American Express. It cannot be shared with third parties without
American Express’ written consent. AMERICAN EXPRESS PROPRIETARY & CONFIDENTIAL. DO NOT COPY. DO NOT DISTRIBUTE. 22





Ongoing File Processing

= No ‘O’ entries in records to be included within EPA File submissions as otherwise the file
will be rejected when received at American Express.

= No mixed cards to be included in any EPA File submission as otherwise the file will be
rejected.

= Please check that all records contain valid 15-digit card numbers, as otherwise the file will
be rejected. American Express will contact the client as per the file rejection process; the
client must correct the error and submit a new file via SFT. Failure to submit corrected or
updated remittance file on time may cause delays in the timely posting of payments to
Cardmembers’ accounts, possibly resulting in Cardmembers incurring late payment
charges and/or Cards being suspended.

AMERICAN
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File Maintenance
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File Maintenance

Back Up Files:
= Clients should create two files:
a) One file will be sent to American Express
b) One file will serve as a backup copy and will be retained by the client

= When afile is sent to American Express and proves to be unreadable or lost in transit, a
new file will be required.

File Retention:
= The client’s retention time for each backup file should be a minimum of 35 days.

= American Express will retain a customer’s valid file for 7 years for compliance and taxation
purposes.

Corporate Debit Adjustment:

= A debit adjustment refers to the practice of utilizing credit balances as part of a net
balance payment.

® This reimbursement transaction will show on the Cardmember’s individual statement with
the following text ‘Credit transferred to company’ to show it has been used as part of a
reconciliation procedure.
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File Maintenance

= American Express cannot manipulate the remittance file.

® Files should be received three days prior to the billing date (Monday — Friday) Remittance
files are not processed on weekends and public holidays. Please take this into
consideration when submitting files.

= Files received by American Express will be available for allocation between the hours of
8.00am and 2.30 pm GMT. If a file is received after 2.30 pm GMT it will be allocated the
following working day if a corresponding payment has been received.

= |f avalid file is received but no corresponding payment is received, American Express will
store the file data for 30 working days and remove this file with no communication to the
client.

= |f a payment is received but no corresponding file, American Express will transfer the funds
to an unidentified suspense ledger and advise the client via email within a 3 day SLA. The
funds will remain unallocated and card payments will not be processed until the
corresponding file has been received.

AMERICAN
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Thank you

Please contact your assigned Manager Account Development
for any EPA issues or concerns.

Please contact American Express EPA Implementation team for
Assistance with your EPA Set Up process
americanexpressepaimplementation@aexp.com

Please contact American Express EPA Support team for assistance
with ongoing file processing and payment submission

americanexpressepasupport@aexp.com

Please contact Corporate File Exchange team for any
SFT connectivity & transmission issues

corporatefileexchange@aexp.com

% DON'T (V¢ lbf0 WITHOUT IT"
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Global Remittance
from American Express®

Multiple countries, one file
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GLOBAL REMITTANCE

FEE PROCESS FLOW FILE PROCESSING FILE CONFIGURATION FAQS

Overview

American Express® Global Remittance provides a fast and accurate process to allocate payments from customer expense
management or accounts payable systems to American Express Commercial Card accounts. Upon receipt of the Global
Remittance file, American Express systems analyse the transactions by region, country and currency, create the regional remittance
files and send them for regional processing.

—»  COUNTRY1

—»  COUNTRY 2

=1 COUNTRY 3

ELECTRONIC
REMITTANCE AMERICAN COUNTRY 4
FILE EXPRESS

—»  COUNTRY 5
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GLOBAL REMITTANCE

WHAT IS GLOBAL REMITTANCE

Overview

0 What Global Remittance is ° What Global Remittance is not

« Allows you to create files in a standard format « Global remittance is not a single-
instead of using different formats for different payment solution.
regions (in countries where American Express can
accept payment files). * Global remittance does not mean one financial

payment — just one remittance data file.
This means that you can submit a single _ _
remittance file containing allocation instructions * You must still make payments to local banks in

for multiple countries and currencies. the required currencies.

« Alternatively, you can choose to send multiple
remittance files containing data only related to a
single payment and currency.

AMERICAN
EXPRESS
®






GLOBAL REMITTANCE

BENEFITS

Benefits

Global Remittance makes remittance processing streamlined and easier

o v

Flexible Secure Convenient
One file for all, or separate Transmit file securely with Additional countries
files with a consistent format Secure File Transfer (SFT). can be added quickly
for different countries Option to use Card and easily

Number Disguising

y X
P, 101

Fully Automated Transparent
Automated processing with no manual Files are automatically checked and an
intervention eliminates errors alert email will be sent if it fails validation

'I-\.leRlCAN!
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GLOBAL REMITTANCE

Process Flow

_ . Customer input
Clients must send the Global

Remittance file at least 24 hours

Customer transmits

Global Remittance File . American Express processing

before sending the payment for

each country.

A4

American Express
processes and splits
file

File sent to Mexico

A

File sentto US

Local payment and
file are matched and
allocated

A

File sentto Canada

4

A

Local payment and
file are matched and
allocated

A

Country level files for
EMEA region are sent
for processing

y

Customer sends
payment to Mexican
bank account

A

Local payment and
file are matched and
allocated

4

Country level files for
JAPA region are sent
for processing

Customer sends
payment to US bank
account

A

Local payment and
file are matched and
allocated

4

Customer sends
payment to Canadian
bank account

A

Local payment and
file are matched and
allocated

Customer sends
payment to local bank
account

A

Customer sends
payment to local bank

account
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GLOBAL REMITTANCE

FILE PROCESSING

File Processing

The Global Remittance file must be received before the payment so that they can be matched for processing.

— If we receive the payments before the file, we will be unable to understand how to allocate the payments and
will need to contact you for further information.

We recommend that you submit the Global Remittance file at least 24 hours in advance of payments to allow
us to allocate funds in a timely manner.

— Delays could result in Card Member accounts going overdue.

Once the Global Remittance file is split and sent to the relevant countries, further processing is contingent upon
the receipt of the payment in that country.

- If the payment does not match the country total in the remittance file, we will contact you and ask you to
correct and resubmit the file.

We recommend that controls are in place to ensure payments match the country total in the Global Remittance file.

'/-\MERICAN!
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GLOBAL REMITTANCE

WHAT IS GLOBAL REMITTANCE BENEFITS PROCESS FLOW FILE PROCESSING FILE CONFIGURATION FAQS

File Configuration Process

1k

GOING LIVE

The final step in the process is to
update our systems so they are ready

CREATING AND TESTING to accept your Global Remittance file.
THE REMITTANCE FILE
We will support you with creating a

UNDERSTANDING remittance file in the required format.

YOUR NEEDS We will then support you with testing the

file and connectivity (inbound SFT) to

We will k with t derstand
© WIT work with you to Uinderstan ensure that it has transmitted correctly.

how you would like to configure the
Global Remittance file. We will test that the content and format

are correct and pass validation checks.

AMIERICAN P7
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GLOBAL REMITTANCE

Frequently Asked Questions - General

(
A. ltis the process by which data is moved from one system to another

Q. What is an electronic transmission? through electronic means. All Global Remittance files are transmitted
through electronic transmission — no other type of submission is available.

N
-

J

A. No, only companies who pay American Express centrally can use
Global Remittance from American Express. Companies cannot use
this process if the Card Member pays American Express directly or the
company pays by direct debit.

Q. Can any company use Global Remittance?

J
4 )
Q. Can we send files for all countries where we have A. Currently this file format is available in most but not all countries. Please

American Express accounts? check with your American Express representative for further information.
. J
4 )

A. You can submit a remittance file daily, weekly, monthly or periodically, as
required but the file will only be processed if there is a corresponding payment.

Q. How many files can we submit each month?

4 )
A. Yes, you can submit one Global Remittance file for multiple countries

and currencies, but payment is required separately for each country.
- J

P.8
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GLOBAL REMITTANCE

Frequently Asked Questions - File Transmission

(
Q. I would like to send my Global Remittance file via e-mail.
Is this possible?

Q. Is it safe to be sending Card numbers and balances over
the Internet via secure file transmission?

~
A. No, American Express cannot automatically process Global Remittance
files that are emailed. You will need to send the file to us via SFT protocols.
J
)
A. Yes, American Express utilizes US government standard encryption
standards which means that all data transmitted by SFT is secure. )
~

Q. How do we know if the Global Remittance file is accepted by
American Express?

. If arejection notification has not been received after 24 hours,
acceptance should be assumed. For JAPA and EMEA, an additional email
notification is provided once the local country files have been received for
matching to the local payment. )

Q. What should we do if there are errors in the file?

. We will provide an email notification with details of the errors. You will
need to correct your version of the file and resend it to us.

Q. If we have errors in the file, are you able to process the correct
records and just send the rejected records back to us for
correction?

AN

. No, if any records are incorrect, the whole file is rejected and we will
provide an email notification with details of the errors. You will need
to correct your version of the file and send it to us. We cannot edit or
manipulate the file as it is a legal record. We are obliged to delete the
incorrect file.

AN

.As itis alegal record, American Express is obliged to delete all rejected
files. We strongly recommend that you retain a backup copy for
a minimum of 35 days so that you can correct any file if you need to.

J
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GLOBAL REMITTANCE
WHAT IS GLOBAL REMITTANCE BENEFITS PROCESS FLOW FILE PROCESSING FILE CONFIGURATION PROCESS

Frequently Asked Questions - Payment

4 )
Q. If my remittance file includes more than one region or country, A. No, payments must be made locally for each country included in the
can | send the payment to one bank? Global Remittance file.
. J
4 _ )
. . . A. No, each payment must match the country total in the Global
Q. Can one payment cover multiple remittance files? . .
Remittance file.
- J
4 )
A. No, if certain countries make payments from more than one bank, then
Q. In some countries we have different companies working with we require a separate Global Remittance file for each payment. The
different banks. Can we send one file for that country? payment being made to the bank must match the country total in the
Global Remittance file.
J
)
A. Payment terms can vary from country to country. Please check with
your American Express representative for further information.
. J
4 A. The Global Remittance file contains the payment allocation instruction. A
Funds are allocated to Card Member accounts within 24 to 48 hours
after both the payment and Global Remittance file have been received
\_ and matched. )
A. Yes, the Global Remittance file can handle credits and debits between
Card Member accounts within the same legal entity. However this can only
N be done at the same time as a payment is being made. )
= -






GLOBAL REMITTANCE

FAQS

Frequently Asked Questions - Card Number Disguising

4 )
A. This optional feature helps keep your data safe by replacing each real

Card number with a 15 digit disguised number in the files sent between
American Express and yourself. The disguised Card number is generated
by secure encryption technology.

Q. What is Card Number Disguising?

A. Once enrolled, you will receive disguised numbers instead of real Card
numbers in your GL data files. You will need to use the disguised

Q. How does it work? numbers in the Global Remittance file. On receipt, American Express

will convert the disguised numbers back to the real Card numbers for

downstream processing.

- J
, )
A. It means that you do not need to store real Card numbers in your
S systems which is safer. The disguised number cannot be used at point
?
Q. Why would | choose Card Number Disguising? of sale which makes your data effectively useless should it
be compromised. )

:-....ERICAN!
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BILLING &
REMITTANCE:
CENTRAL PAY

Payment Instructions for Business Travel Account

In order to correctly allocate your BTA payments as
soon as possible, we need each Account to be settled
as an individual transfer, which corresponds to the full
balance due on your statement. Please ensure the
correct full 15-digit BTA card number is quoted as a
payment reference with each payment (starting with
37...) along with the invoice reference number.

Please ensure that a remittance advice is sent via email
prior to/with the payment to:
AmericanExpressPaymentServicesSweden@aexp.com.

Please include the following information in your
remittance advice:

« The company name

« Each 15-digit card number starting with 37 and the
amount to be credited onto them

« For BTA, if you are only making a partial payment to
settle the Account, then in addition to the above we
need a list of each billing or invoice that is included in
your remittance sent to: btasweden@aexp.com Tel:
0771-29 53 80

« Ifyou are unable to recognise a charge on a
statement, this must be raised to us immediately
and not left out of the payment

NOTE: For further guidelines on how to send your
remittance advice, please refer to the instructions on
page 7.

It is recommended that you make your
payment to the above bank Account no
later than two business days prior to your billing
period or prior to the date you want the payment
posted.

Guidelines for Settling your vPayment Account

Please note, your vPayment program must be
settled separately to any other products which you
may have with American Express. In order to
correctly and efficiently allocate your payments,
we request that you submit one payment per
vPayment company Account. If this is not possible,
then in addition to the collective transfer, we
request that you send a remittance advice to our
payments processing team via email.

How to Pay

By Electronic Remittance

e |f you are submitting a payment to settle a
single vPayment Account, please ensure that
your 15-digit Card number is quoted as a
payment reference with each payment.

e Always send a remittance advice by email with
each electronic funds transfer. See How to
send electronic remittance advice via email on
the following page.

e Please send your payment five days in
advance of the payment due date to avoid any
delays, disruption or penalties.

e If you are submitting a payment to settle
multiple vPayment Accounts, please send a
remittance advice via email listing the 15-digit
vPayment Card numbers and the amounts to
be credited onto each Account to:
AmericanExpressPaymentServicesSweden@a
exp.com.


mailto:AmericanExpressPaymentServicesSweden@aexp.com
mailto:btasweden@aexp.com
mailto:AmericanExpressPaymentServicesSweden@aexp.com

How to send electronic remittance advice
via email

At the same time as you make the payment, we
also ask you to email an electronic remittance

advice to:
AmericanExpressPaymentServicesSweden@aexp.com.

Please quote the following information
in the email subject line:

e Company Name

¢ Amount Paid

e Date of Payment
Example: SEK50,451.99, Company Name,

7
REMITTANCE
ADVICE VIA
EMAIL

The electronic remittance advice must be
password protected in Excel format and
include the following:

e 2columns.

e Corporate Card number in Column A. This must
include full 15 digit Card number.

e Amount in Column B with decimal points removed

e.g. SEK5,00 will be 500, SEK500,00 will be 50000.

Remove any Column headers.
The total in Column B must equal the payment
amount made.

e Please send your password separately but with the
same email subject line to:
AmericanExpressPaymentServicesSweden@a

exp. com.
25/04/2023
Electronic Remittance Advice Example
Ensure the correct full 15-digit Card Number Amount Remove headers before sending
Card number is quoted £70.0.0.0.9.0.0.0.0.0.0.9.0.¢ 1.99
K10,0.0.9.9.0.0.0.0.0.0.0.0.4 450.00
£70,0.0.0.9.0.0.0.0.0.0.0.0.¢ 50000.00

Card numbers must be for the
same Country and Currency

Total 50451.99

The total amount should match
the total payment amount

Payments received without a remittance advice will be subject to processing delays. In some cases,
it may be impossible to process at all, which could affect the availability of credit to your Account
and your employee Cardmembers may be inconvenienced.

Your Account will be subject to non-refundable penalty fees in the event of a late or partial non-
payment of your Account. All transactions (including penalty fees) are considered to be legitimate
until disputed with the Customer Service team.

Please ensure that payment is received by American Express (American Express Europe
S.A.) on OR before the payment due date. When making an electronic payment please allow three
business days for payment to be received.

Please note that the Internet can be unsecure. You must use a secure encryption method when
documentation to us via email to safeguard your personal data.


mailto:AmericanExpressPaymentServicesSweden@aexp.com
mailto:AmericanExpressPaymentServicesSweden@aexp.com

8
BANK
DETAILS

Our Bank Details

Below are the Account details for the Sweden BTA card Program:

Bank: Skandinaviska Enskilda Banken AB

Giro Account: 5117-1049

Account Name: American Express Europe (Sweden branch) S.A., filial
Account Number: 55651110682

BIC / SWIFT: ESSESESS

IBAN: SE82 5000 0000 0556 5111 0682

Below are the Account details for the Sweden Corporate Card Program:
Corporate cards starting with 3757

Bank: Skandinaviska Enskilda Banken AB

Giro Account: 730-8596

Account Name: American Express Europe (Sweden branch) S.A., filial
Account Number: 55651110682

BIC / SWIFT: ESSESESS

IBAN: SE82 5000 0000 0556 5111 0682

Corporate cards starting with 3776

Bank: Skandinaviska Enskilda Banken AB

Giro Account: 5235-5294

Account Name: American Express Europe (Sweden branch) S.A., filial
Account Number: 55651110682

BIC / SWIFT: ESSESESS

IBAN: SE82 5000 0000 0556 5111 0682

Please state your full American Express Company Account Number (15-digit) as a reference.



APPENDIX

Important Contact Information

CorporateCardSweden@aexp.com

We help you with general Corporate card inquiries. We are open weekdays Swedish time from 08-17.
Tel: +46 (0) 771-29 53 30

BTASweden@aexp.com

We can help with any BTA related queries/BTA related service issues. We are open weekdays Swedish
time from 08:00-17:00. Tel:- 0771-29 53 80

AmericanExpressPaymentServicesSweden@aexp.com
Please send all payment allocation advice to this email address, our payments processing team.

vPayment.Servicing.Europe@aexp.com
We can help with any vPayment product related queries. Tel: +44 (0) 203 027 3227

AmericanExpressEPASupport@aexp.com
Helpdeskfor EPA enquiries.

AmericanExpressGRSupport@aexp.com
Helpdesk for GRU enquiries.

American Express Europe (Sweden branch) S.A., filial, org. nr. 516411-3911 (Bolagsverkets filialregister), Tegeluddsvagen 21, 115 41 9
Stockholm, under tillsyn av Finansinspektionen i Sverige samt registrerat i Finansinspektionens féretagsregister (reg. nr. 82862). Filial till
American Express Europe S.A., sate Avenida Partendén 12-14, 28042, Madrid, Spanien. Ett aktiebolag bildat i Spanien vars org. nr. ar

A-82628041 (registrerat i Registro Mercantil Central), med tillstand fran Banco de Espafia i Spanien for tillhandahallande av betaltjanster
(reg. nr. 6837).
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APPENDIX

Quick Reference Guide for Electronic Remittances

This is a guide to ensure successful submission of payment and Allocation Files. Below you
will find outlined the top items that cause delays in the processing of payments.

1. When making an electronic fund transfer to pay an
individual Account, there is no need to submit a
remittance advice to American Express Payment Services,
as long as the full 15-digit American Express Account
number is quoted within the bank payment reference.

The file will reject, if the valid American Express
Card numbers/ Basic Control Account number are not
inserted correctly in the file or a Card/Control Account
2. When making an electronic fund transfer to pay multiple number is missing. This will result in posting delays.

Card Accounts you must always provide us with a
remittance advice 24 hours before issuing your payment
to American Express. You will need to quote your 15-
digit Basic Control Account Number within the bank
payment reference.

Payments will not be posted until full payment is

Payment amount on Allocation File and funding received and matches exactly to the payment amount

must match exactly.

on the file.
The Payment Allocation File has to be received Payments received prior to receipt of the Allocation
by American Express at least 24 hours prior to File will not be processed until the file is received,
American Express receiving the Payment. which may result in delinquency to the Account.

Recommendations Consequences if not met

Invalid Account number(s) in the file will result in:
Conduct check to ensure the Account numbers passed in . Rejection of the entire file.

the file are valid American Express Account numbers. +  Contact from American Express.
. Need for resubmission of file.

Ensure funding and files are sent five business Depending on the method used to send the information,
days (Mon.-Fri.) prior to the end of billing period there can be a longer transit time before it reaches
or contractual due date. American Express, which may result in payment processing

delays.



@Work®: American Express @Work® isa.
business-to-business suite of online solutions that

provides Program Administrators with the ability
to conduct business transactions, along with a
variety of tasks related to the administration and
maintenance of Corporate products.

AllocationFile: Payments being made for multiple
Card Accounts require an Allocation File to
indicate the portion of the payment that is applied
to each Account. Central or Company payments
require an Allocation File via COPA, EREM, GRU, or
Secure File Transfer (SFT) in order to process the
payment.

ControlAccountNumber/CorporatelD:
Account number that identifies a hierarchy of
individual Cards.

BankTransfer/InternetBanking:Clients who
send payments from their bank's bill pay feature
for an individual Corporate Card using the 15-digit
Card number as a payment reference.

Secure Email: Email sent using encryption
technology, so as to alter the content into a form
that is understandable only to the authorised
recipients.

Secure File Transfer: Secure File Transfer is an
American Express enterprise solution which
enables payment allocation files to be exchanged
securely between your company and American
Express.

APPENDIX

Central/Company Pay: The Corporate
Card payments are handled by the
corporation/company for all Employee
Cards.

Individual Pay: Setup for Corporate Cards
in which the employees are responsible for
submitting payments for their charges to
American Express.
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