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Access to Business Travel Account Statement

1. Click the URL below to access @Work

Log Into @ Work

UseriD ‘ https://atworkhp.americanexpress.com/ATWORK2/?marketCode=010
2

Password

2. Enteryour user ID and password

@ 3. Click “Log in”

4. Click “Business Travel Account Statement” to move to download page

Forgot User 1D or Password?

X If the language is Japanese, please change the language to English
as below

@ Work 7R— A L= JO95 5 - W=l UY—Z 8IS

Statements & Payments
Cj y

JAPAN v I

Business Travel Account

japa, uat
Statement



https://atworkhp.americanexpress.com/ATWORK2/?marketCode=010

Download Business Travel Account Statement 1

Business Travel Account Statement

Remaining Session Time: 29:55

Billing Billing Statement Statements
Account Number Account Name Date PDF XLS History
] [ ] 18 Aug 2023 - = History v
] ] 19 Aug 2023 - - History ¥
Statement Statements
Date PDF XLS History
24 Oct 2023 - History
24 Oct 2023 o™ History
Date PDF XLS
R [ v
24 Sep 2023 = -
24 Aug 2023 " =

About Downloadable File Formats

PDF File: It contains same information as conventional paper statements. Please use it as an online statement.
Excel File: It contains same information as conventional BTA reports. It can be sorted, filtered and otherwise processed to suit your needs.

5.

The list will be screened as this image

Click the “PDF/XLS” button (Red and Green) of
required Report Month to download

Click “History” to download statement files of the
previous month or older ones
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Download Business Travel Account Statement 2

When the Statement Files are available on @ Work

Business Travel Account Statement will be created once a month and by 4 - 6 business days from cut off date. Please note that it may take more time if
it falls on a holiday or national holiday. You will receive an email notification from @ Work when your statement is ready. You can log in to @ Work
from the link in the email.

e.g.) If the enrollment date is August 1t and first cut off date is 18, please download after August 22nd — 26th

If you need to change the registered recipients of Business Travel Account Statement, you are required to register new recipients via @Work. You can
submit your request from below URL.

https://atworkenrollment.americanexpress.com/

For @ Work login and downloading Statement files, or regarding the content of Statement and Business Travel Account product, please contact our
Japan Business Travel Account (BTA) Team.

Japan Business Travel Account (BTA) Team
(9:00 a.m. - 5:00 p.m., Monday through Friday, except holidays)
TEL : 03-6625-9110/ E-mail : japanbta@aexp.com



https://atworkenrollment.americanexpress.com/
mailto:japancast@aexp.com
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Sample of Consolidated Statement 1 (English

AMER!

leazne=s AMERICAN EXPRESS Business Travel Account Statement

Billing Account Name: [N
Billing Account Number: [N

Statement Date: 26/08/2023

Opening Balance Mew Balance Total
Previous Adjustments for New Adjustments for Delinquency Total
Balance (JPY) Payments(JPY) Previous Balance (JPY) Charges (JPY) New Charges (JPY) Charges (JPY) Balance (JPY)
105,327.247 (105,327,247) o 133.821.229 2,000 0 133.823.229

Payment Due Date for New Balance : 19/09/2023

The amounts listed above are as of 26/08/2023

Thank you for using the American Express Business Travel Account. This is your Business Travel Account Statement.

For payment information, please refer “Payment Instructions” page.

AMERICAN EXPRESS INTERMATIONAL, INC.
4-1-1, TORANOMON, MINATO-KU, TOKYO JAPAN 105 - 6920

RRID: 110481 (20231025)
Page 1 of 1217




Sample of Consolidated Statement 2 (English)

AMER|
%’ AMERICAN EXPRESS Business Travel Account Statement

Billing Account Name: [N
Billing Account Number:
Statement Date: 26/08/2023

Billing Date Balance (JPY)
MNew Balance

Payment due date 19/09/2023
Opening Balance
For details, please refer the previous statements

26/08/2023 133823.229

= 0

Account Balance 133,823,229

Page 2 of 1217




Sample of Consolidated Statement 3 (English)

AMERICAN EXPRESS Business Travel Account Statement

Billing Account Name:
Billing Account Number:
Statement Date: 26/08/2023

Reference Number
860218

550234

Description

Amount (JPY)
| 2000
PAYMENT RECEIVED - THANK YOU (105,327,247)

Page 3 of 1217
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Sample of Consolidated Statement 4 (English

Charge Account Name
Charge Account Number

Invoice Number

Invoice Number

Invoice Number

AMERICAN EXPRESS Business Travel Account Statement

Travel A Blin Acoount Naro: I

Billing Account Number:
Statement Date: 26/08/2023

Employes ID
Cost Center

Control Number Invoice Date
Passenger Name Departure Date Description Amount (JPY)
Test
Subtotal 78,560
16/08/2023 (158.710)
31/07/2023
Subtotal (158,710)
Total 133.821.229

Grand Total 133,821,229

Page 1215 of 1217
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Sample of Consolidated Statement 5 (English

AMERICAN EXPRESS Business Travel Account Statement

Billing Accourt Name: [N

Billing Account Number:
Statement Date: 26/08/2023

Payment Instructions

Your payment is due in full.

Please Pay By 19/09/2023

Please refer below for payment instructions:

Bank Transfer

Bank: SUMITOMO MITSUI BANKING CORPORATION
Branch: SHINJUKU NISHIGUCHI ERANCH

Account: AMERICAN EXPRESS INTERNATIONAL
Account Number: SAVING ACCOUNT 2185293

In the space provided for the payer's name on the Remittance Form or Check, please write your Remittance Name as follows: ||

If you have any questions, please contact our CORPORATE SERVICE CENTER.
Phone: 03-6625-9110 (8:00-17:00 Mon-Fri except public holidays)}

AMERICAN EXPRESS INTERNATIONAL. INC. 4-1-1, TORANOMON, MINATO-KU, TOKYQO JAPAN 105 - 6920

Page 1216 of 1217
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Sample of Consolidated Statement 6 (English

AMERICAN

Lrgne=s AMERICAN EXPRESS Business Travel Account Statement

Billing Account Name: [ INNEEEEEEEENN
Billing Account Number: [N

Statement Date: 26/08/2023

ation

Foreign Currency Charges: All foreign currency Charges were converted into Japanese Yen on the date we processed the charge. If the charge was not in U.S. dollars, the exchange of that
other currency was made through U.S. dollars, by converting the charge amount into U.S. dollars and then converting the U.S. dollar amount into Japanese Yen. If
the Charge was in U.S. dollars, it was converted directly into Japanese Yen. Unless a specific exchange rate was used by convention or local custom relevant to
the Charge, or a specific exchange rate was required by applicable law, as per the Terms & Conditions to which the Card Member agreed, American Express
Exposure Management Ltd. (“AEEML") effected the conversion using the American Express Treasury System, owned and managed by AEEML, outside Japan,
using conversion rates based on interbank rates that it selected from customary industry sources on the business day prior to the processing date, increased by
a conversion commission of 2%; if multiple conversions were conducted through U.S. dollars, such conversion commission was added only once. The conversion
commission was earned by American Express Travel Related Services Company, Inc. and/or its affiliate(s). If Charges were converted by third parties prior to
being submitted to American Express any conversions made by those third parties were at rates selected by them and may inolude a commission selected by
them.

Page 1217 of 1217
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Sample Notification Email (English

Subject: Imporzant Information regarding your American Express Business Travel Account

Statement
Click here if this emai does not dsplay propardy

Dear SirMadam,

Your Business Travel Account (BTA) statement” is now available on American Express (@ Work for
you to wiew and download.

View Statement
"Blatemant & :,\c'\-:fmcd with O (zero) balanoe ¥ hare ane no iRnsacions.

If you require assistance with American Express @Work or have any questions regarding your
statement, please contact Corporste Servicing on 03-6825-8110 (9:00 - 17:00 Mon-Fri, closed
Sat'Sun/holidays, press "1" after guidance).

ours sincerely,

American Express Imternational, Inc.

This @mal wits Sen toyoa by Amarnican Express Customar Senvios io proviae imporant information about your sooount andior online products and
serwines for which you ane regishered. ou may recehie cusiomer senioe emalls even B iyou have requesied not o recetve emal markefing offers
o Amarican Express. For defals on our emal pracioes, please vist the Amanioan Express Privacy Statemant

at ; A canerpmes crivacy siatement shim|

Fisacs do mot reply to Bhic meccags. Thic smasl wet cant from a nodNostion only sddrece that canmot aosept Inocening small.

To change your emal addness, please downicad the "Change of Authortzing COficer and Contact Person Fom™ rom barg.

Copyrighll 2022 Amarican Express intemational, nc. All Rights Reserved
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