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BEFORE YOU BEGIN INITIATING A CARD APPLICATION APPROVE A CARD APPLICATION TRACK A CARD APPLICATION CARD APPLICANT EXPERIENCE FAQs
Checklist (x) DECIDE WHO SHOULD HAVE ACCESS TO GAFC
> Decidewho should have
accessto GAFC & Individuals with access to Global Apply for Card (GAFC) willbe responsible forensuringthe

correct journeyis created within @ Work to suittheir individualbusiness needsin relation
to Card Applications. They may not necessarily haveto approve Card applications, but
know who the Authorising Signatories are fortheir Company and assign applications to

> Defineyour Application process

> Decidehow Employees will them.
accesstheapplication form
@ Itis possible to customise the journeyfrominitiating the Card Application through to
> Whatis an Access Key? L. s .
how the applications are approved before submittingto American Express. See
> CreateAccess Keys Selecting the right process journey for further details.

> Transitioning your

organisation to the AT .
njv digital system @ We do recommend that you have more than one individual with access to GAFC and
the same Control Accounts. This enables Access Keys and
> Howto enrol tracking of Card Applications easier as everyone will have the same ability to manage

theseinthe system.
> Navigatingcriticalfunctions

+
& Having multiple people with the same access also allows for the process to continue
even when the Authorised Signatory(s) are out of the office for an extended period of
time.

@ See How to Enrol for further details.
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BEFORE YOU BEGIN

Checklist

>

Decide who should have
accessto GAFC

Defineyour Application process

Decide how Employees will
accesstheapplication form

Whatis an Access Key?

Create Access Keys
Transitioning your
organisation to the
new digital system

How to enrol

Navigating criticalfunctions

INITIATING A CARDAPPLICATION APPROVE A CARD APPLICATION TRACK A CARD APPLICATION CARD APPLICANT EXPERIENCE FAQs

@ DEFINE YOUR APPLICATION PROCESS

@ Do yourequire approval fora Card Application before orafterit has been completed
by an Applicant?

& How many individuals needsto be involvedinthe end to end application process?

@ i) Do youwant Card Applicantsto initiate theirown applicationsand you simply
approve themonce complete? Access Keys will suityou.
ii) Do youwant to initiate applications each time withoutthe needto set up an Access
Key? Quick Send mightsuit you.

@ How many pre-approvers are required? Do you wantto select them orallow the Applicantto
nominate during the form process? See What is an Access Key?

@

See the sections on Access Keys flows which can helpyou setup a process with
low touch-points but still meet your minimum company approval regulations.

Ensure you have two individuals with access to the online systemin case of unplanned
absences etc.

sl
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Checklist (X) DECIDE HOW EMPLOYEES WILL ACCESS
> Decidewhoshould have THE APPLICATION FORM
accessto GAFC

There are two optionsforhow a Card Applicant (Employee)canaccess application
forms:

> Defineyour Application process

> Decidehow Employees will 1. You can initiate it via @ Work either by settingup an Access Key or

accesstheapplication form Quick Send features.

> Whatis an Access Key? 2. Employees can initiate theirown application and the system will follow the processyou
have established forapprovals. See ourtips on how this can be done.See Resource
> CreateAccess Keys
Centre.
> Transitioning your . . . .
organisation to the See which experience suits your business needs.

new digital system L o ) ) ) )
For Employee initiated Applications you need to decide how to communicate this, either:

> Howto enrol

> Navigating critical functions & Provide the Access Keyvia their Manager, their Authorized Officer, or Contact Person.
T Publishthe Access Keyinternallye.g.ona Company intranetorin an on-boarding

guide*.

* Pre or Post approval set up recommended if Access Key to be easily accessible

GLOBAL APPLY FORCARD/ 2020 5
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BEFORE YOU BEGIN

Checklist

> Decidewhoshould have
accessto GAFC

> Defineyour Application process

> Decidehow Employees will
accesstheapplication form

> Whatis an Access Key?

> CreateAccess Keys
> Transitioningyour
organisation to the
new digital system

> Howtoenrol

> Navigatingcriticalfunctions

INITIATING A CARD APPLICATION

APPROVE A CARD APPLICATION

WHAT IS AN ACCESS KEY?

TRACK A CARD APPLICATION

CARD APPLICANT EXPERIENCE FAQs

The Access Key defines fields and the process your Card Applications for a specific
BCA will follow with no limit to the number of variations these Keys may have.

THE ACCESS KEY CAN BE CREATED TO
DETERMINE IF:

e Whatapprovals are required when and by
whom e.g. Team Leader to approvethe
applicationbeforethe Employeereceives the
formand you need to approveitin @ Work
once complete beforeitgoes to American
Express.

¢ There arespecificindividualsinvolved with the
approval process where you can nominate
their email addressto ensuretheapplication
does not proceed further in the journey until
thatperson hasapproved.

¢ Mandatory information must be captured on
the application form, such as Employee ID or
CostCentreand how many characters must be
captured to be correct.

©

BENEFITS OF AN ACCESS KEY:

e Multiple can becreated for thesame
BCA allowing different options such as application
fields and process preferences.

* You can quickly initiate multiple Applications with
the same

® You can publishthe and Application
Site URL for your organisation on your Company’s
Intranet. See our suggestions to facilitate this set-
up. See

¢ Tighter controls to manage Cardapplications with
reduced manual administration.

* You can easily view all Applications and theirstatus

under specific for tracking.

GLOBAL APPLY FORCARD / 2020 6
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BEFORE YOU BEGIN INITIATING A CARD APPLICATION APPROVE A CARD APPLICATION TRACK A CARD APPLICATION CARD APPLICANT EXPERIENCE FAQs
Checklist (X) CREATE ACCESS KEYS
> Decidewhoshould have
accessto GAFC @ This is a one time setup and identifies which application form, fields and approval

process the Employee will complete before the applicationis sent to American Express.

> Defineyour Applicationprocess . .
Y PP P For more details see What is an Access Key?

, , See the process optionsavailable for Access Keys.
> Decidehow Employees will

access theapplication form @ Do you need an Access Keyfora whole Department or for each Team Leader? For

> Whatis an Access Key? example: One access key forthe Sales Team and another for Procurementas they have
different approversorCard products.

> CreateAccess Keys

— Be sure toname the Access Keyso it is easily identifiable for which Department

> Transitioning your or Team Leadertheyare linked to.
organisation to the
new digital system

> Howto enrol Review steps on Creating an Access Key.

> Navigatingcritical functions

GLOBAL APPLY FORCARD / 2020 7
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BEFORE YOU BEGIN

Checklist

>

Decide who should have
accessto GAFC

Defineyour Application process

Decide how Employees will
accesstheapplication form

Whatis an Access Key?

Create Access Keys
Transitioning your
organisation to the
new digital system

How to enrol

Navigating criticalfunctions

INITIATING A CARDAPPLICATION APPROVE A CARD APPLICATION TRACK A CARD APPLICATION CARD APPLICANT EXPERIENCE FAQs

@ TRANSITIONING YOUR ORGANISATION TO
THE NEW DIGITAL SYSTEM

You may wish to leverage the communication and Intranet notification documents on our @
Work Resource Centre that have been created to help advise your Organisation of the new
digital Card application process.

E Ensure Approvers understand that the automated emails from American Express are
from a trusted source and ensure Company firewalls accept them withoutissue.

GLOBAL APPLY FORCARD / 2020 8
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BEFORE YOU BEGIN

Checklist

>

Decide who should have
accessto GAFC

Defineyour Application process

Decide how Employees will
accesstheapplication form

Whatis an Access Key?

Create Access Keys
Transitioning your
organisation to the
new digital system

How to enrol

Navigating critical functions

INITIATING A CARDAPPLICATION APPROVE A CARD APPLICATION TRACK A CARD APPLICATION CARD APPLICANT EXPERIENCE FAQs

HOW TO ENROL

Q Complete the @ Work digital enrolment form www.enroltoatwork.com
select ‘Digital Card Applications’ and follow the prompts.

% Call our Corporate Services Centre and request to be enrolled to ‘Global Apply for Card’:

Japan: 03-6625-9110
Operating hours: 9:00am - 5:00pm Monday - Friday (except holidays)

] or email: japancast@aexp.com

& We also have Client Trainers who are ready to discuss with you how to get the most
out of GAFC for your Organisation. There is no fee for this service which is available
for all @ Work enrolled Customers. Contact your Account Manager or call Corporate
Services Centre to arrange a convenient time with one of our Trainers.

GLOBAL APPLY FORCARD / 2020 9
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BEFORE YOU BEGIN INITIATING A CARD APPLICATION APPROVE A CARD APPLICATION TRACK A CARD APPLICATION CARD APPLICANT EXPERIENCE FAQs

GAFC Journey Quick Send > GAFC Journey Pre-Approval Access Key > GAFC Journey Post Approval Access Key

Global Apply for Card Journeys

The Quick Send link can befoundin the ‘To Do’ section. By using the Quick Send functionyou do not need to createany Access Keys.
The applicationformonce completed by the Card Applicant will need to be approved in @ Work beforeitis submitted to American Express.

QUICK SEND

[ O J28 g 5 =

Card sent to

) ) Systemgenerated Applicant System generated Company American .

Click on ‘Quick . . Applicant’s
) Email sent toCard completes Email sent to Company Approver Express ' delive
send’ link and TN > Applicant advising digital Card ~ EEEES > Approver advising reviews reviews ---0--- addreg
complete applicant next steps to Application Form — Application Pending Application Application
details complete their selects ‘Submit’ approval
application form
online

AO = Authorized Officer
CP =Contact Person
CA = Card Applicant
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BEFORE YOU BEGIN INITIATING A CARDAPPLICATION APPROVE A CARD APPLICATION TRACK A CARD APPLICATION CARD APPLICANT EXPERIENCE FAQs

GAFC Journey Quick Send > GAFC Journey Pre-Approval Access Key > GAFC Journey Post Approval Access Key

Global Apply for Card Journeys

There aretwo options when creating or editing Access Key(s) when pre-approvalrequired before the Employee begins completing the application. An AO/CP can
nominate who approves the applicationor canenable the Card Applicants to nominate the appropriate pre-Approver(s). These Approvers do not need to be enrolled
to @ Work.

PRE-APPROVAL ACCESS KEY

= 9, o B c E =

.

‘

‘

‘

‘

‘

1
If Application System generated Applicant System generated Iy American a‘

=

Card sent to

AO/CP creates Applicant’s
A / o , generated by the Email sent to Card completes Email sent to Approver Express dp:,
i o lelivel
ccess Key(s) AO/CP nominates | AO/CP then a system Applcant  advising dgital Card Company AO/CP TEVIEWS 1 address
wi AT > s s @ e [ > i = e O
' '
)

pre-approval in Access Key sent to the Pre- complete  their selects Pre-Approver(s) |
options asa one I Approver(s) ¢ application  form “Submit’ Pending approval °
time setup requesting approval online

I
|
I
I
I
|
)

. - H
CAreceives notification [ e CAreceivesnotifiction  eEEEEEEEEEEEEEE T

~/ ~/ ~/ Card sent to
Applicant  accesses System generated System generated Applicant System generated Camba American Applicant’
Access Keycan be [ AN , 0 e Email sent to Pre- Email sent to Card completes Email sent to Approver ETE d::,:a :
stored on | CA nominates  Pre- | nominates Pre- Approver requesting Applicant  advising digital  Card Company Approver reviews reviews addre:
Company Approver(s) i”> Approver(s) email ”””’> approval for Card ””0”> next steps to ”’> Application ”’> advising Application””> Application ”°> Application -~ 2
Intranet OR in Access Key | address Application ] complete  their Form - selects Pending approval !

initiated by the
AO/CP in @ Work

° application  form ‘Submit’
online

CAreceives notification < ””””

AO = Authorized Officer
CP =Contact Person
CA = Card Applicant
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BEFORE YOU BEGIN INITIATING A CARDAPPLICATION APPROVE A CARD APPLICATION TRACK A CARD APPLICATION CARD APPLICANT EXPERIENCE FAQs

GAFC Journey Quick Send > GAFC Journey Pre-Approval Access Key > GAFC Journey Post Approval Access Key

Global Apply for Card Journeys

Access Keys can beset up with either theability to pre-approve applications before the Employee completes them or to occurafter the application has been
completed. Belowisa sample of the steps in a post-Approval set up.

POST APPROVAL ACCESS KEY

-

AO/CP creates
Access Key(s) with
post approval as
a one time setup

O =5 =

Card tt
If Application Applicant System Company American ard sentto

1
i
i generated bythe completes generated Approver Express :plg?llcant’s
1 AO/CP then asystem digital Card Email sentto reviews reviews -_°_ elivery
> [posTarerovaL accesiey |- generated email is - >Nl e - Company Application Application address
sent to CA advising Form Approver

next steps —selects advising
‘Submit’ Application
Pending approval

i
|
i
|
v/

Access Keycan be
stored on
Company -

Intranet OR
initiated by the
AO/CPin @ Work

AO = Authorized Officer
CP =Contact Person
CA = Card Applicant
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BEFORE YOU BEGIN

INITIATING A CARDAPPLICATION

DON'T 0{0 bugi,n&% WITHOUT IT"

APPROVE A CARD APPLICATION

TRACK A CARD APPLICATION

Which experience suits your business needs?

Card Applicants can self-initiate Card applications by using the URLand Access Key provided by the Authorized Officer/Contact Person. Notethat any Card
Applicants generated with this process will still require an Approver to validate and submit the applicationto AmericanExpress. An Access Key can also be
customised to suit your Company’s policy for Card Application approvals.

@ D Access
the URL

SELF INITIATE providedand

(Access Key on enter Acces§
Key and Email

Intranet) Address

N
|

-

AO/CP decides
how to
initiate a

Card
Application

EMAIL System generated
NOTIFICATION - Email received

advising nextsteps to
complete the
Application Form

(AO/CP initiated)

AO = Authorized Officer
CP =Contact Person
CA = Card Applicant

AN
Applicant

completes digital
Card Application
Form —selects
‘Submit’

Applicant
completes digital
Card Application
Form —selects
‘Submit’

Q

System generated Email
sentto Company
Approver advising

Application Pending
approval

Q

System generated Email
sent to Company
Approver advising

Application Pending
approval

Company
Approver
reviews
Application

reviews
Application

American

SN \PPROVED? Bd exoress
i
|

American
BEN APPROVED? | Brness
i

reviews

Company
Approver
reviews
Application

B3, APPROVED? -°-> sentto

Application

CARD APPLICANT EXPERIENCE FAQs

O E

Card

Applicant’s
delivery
address

H Card
3, APPROVED? °-> sentto

Applicant’s
delivery

address
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BEFORE YOU BEGIN INITIATING A CARD APPLICATION
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APPROVE A CARD APPLICATION

TRACK A CARD APPLICATION

Navigating critical functions > Creating an Access Key > Initiating a Card Application

Navigating critical functions

Navigateto therelevantscreens to initiate the mostcritical tasks quicklyand easily.

@ EASILY ACCESSIBLE

Click onthe action on the @ Work Homepage to link
directly tothe related screen.

COMPANY PA

Search @ Work v Q
oavanced search | status tracking
FILTERS MCA | TEST ACCOUNT | 0000-000123-00000
Spend Analysis Fecent Chrges:
¥o EXPOSURE BALANCE
o
Payment Status i OUTSTANDING BALANCE
)
Recert
Payments & =
Py Gument Statement Baiance: VO
Yo
Batances may bo inaccurste durng the cycie cut process.
e —— -
. Program Management | Help
i APPLICATIONS i STATUS TRACKING Aasource Centor
T Apply for Card ® T Advanced Status Tracking Feady Response
1 Initiste, Track & 1 Search
L Status Tracking Overview

PSP N

Program Management
APPLICATIONS

Apply for Card ®
Initiate, Track & Approve Applications

@ CREATE ACCESS KEYS

Within the Send Applications tab,
select Create New (o start creating the
process for all your Applications*.

@ INITIATE APPLICATION

In the Send Applications tab, you may
choose the link to Quick Send or select
aspecific Access Key then Send to
Applicant.

@ APPROVE APPLICATION To
Do List tablists all your Applications
including Priority ones for you to quickly

approve, re-route back to Applicant
or cancel

TRACK APPLICATION

Selecting the Track Applications tab
enables youto view all Card Applications
and their status in the process.

CARD APPLICANT EXPERIENCE FAQs

77777 send Applications
Send Aopicatans S l _—

'
|
1
|
|
|

ABC1234567 0000001230001 Sopoiss
e Create New Access Key

Sard Ao &mmo- | Send Applcatons
i

]

1
*************************************** To Do List
Applications Ready for Review Rush Card Applications

13 0

) 20200811 Teo TesT todGcompany.com  Corporate Green Card  Standard

2020.05-13 —» 2020-08-11 X
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BEFORE YOU BEGIN INITIATING A CARD APPLICATION APPROVE A CARD APPLICATION TRACK A CARD APPLICATION CARD APPLICANT EXPERIENCE FAQs

Navigating critical functions > Creating an Access Key > Initiating a CardApplication

Creating an Access Key

An Access Key will enableyou to mandatefields, selectfield length andset other constraints on all Card Applications initiated using this Key.

@ SELECT BASICCONTROL ACCOUNT Enter ‘Create Access Key' Details
Within the Create New Access Key screen, start typing
for suggested results or select from the drop down the
BCA youwish to use.

BASIC CONTROL ACCOUNT

Select v

@ CUSTOMISE ACCESS KEY @ * @EVIEW & CONFIRM

Type aunique Access KeyName for and select the constraints youwish to have Ensure all details are correct and select Submit then Confirm. Your Access Key
appear for all Applications associated with the Key. is now ready to use.

Customize Approvals

Enter ‘Create Access Key' Details How should approvals work for this Access Key?
BCA Number MCA Name Country
00000012300000 TEST ACCOUNT JAPAN o
()
Basic Control Account Liability Type Billing Option
TEST ACCOUNT CORPORATE INDIVIDUAL

No problem! You can ediit your selection any time in the Access Key. Additionally, when sending an application, you can
assign Approvers or allow the Card Applicant to submit this information.

.
g
1
)
/
i

Card and Statement Delivered To WOULD YOU OR ANOTHER PROGRAM ADMINISTRATOR REVIEW THESE APPLICATIONS FOR FINAL APPROVAL BEFORE SUBMISSION TO

INDIVIDUAL AMERICAN EXPRESS? (D
A .
. DETALLS
Post Approver is required in the IEC and Japan markets.
ACCESS KEY NAME CARDTYPE

TOKYO SALES TEAM Corporate Green Card v
L.
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BEFORE YOU BEGIN INITIATING A CARD APPLICATION

APPROVE A CARD APPLICATION

TRACK A CARD APPLICATION

Navigating critical functions > Creating an Access Key > Initiating a CardApplication

Initiating a Card Application

Selecteither Quick Send or click on the Access Key you wish to initiate the Application form.

@ FLEXIBLE INITIATION PROCESS

Select a quick initiation of Application or select an Access
Key then click on Send to Applicant button.

To Do List Send Appications

e —
- |
..---_.--.-.--.-1':, Send to Applicant Create New A Key
atei ]
L — ¥
ACCESS KEY NAME cARDTYPE COUNTRY

IACCESS KEY NUMBER BCA NUMBER
1

i Corporate Green
Card Japan

]
1

]

i ]
] 1
ABC1234567 00000012300001
1

Initiate via an Access Key

Aeoecs Heys are set up with your
prreferences for rewse, Qoaick
Send will send the application
with default preferences, which
HIEans No approvers. o Sost
Centre Infarmation or Emplkayes
IC are required.,

close

@ ENTER EMPLOYEE

DETAILS

Enter the BCA number (if Quick Send)
and/or relevant Employee contact
details including email address.

@ REVIEW & SUBMIT

Ensure all details are correct before
clicking Submit.

@ REVIEW & CONFIRM
The system will confirm the Application

ID and automatically send an email
tothe Applicant sothey can complete
the form.

CARD APPLICANT EXPERIENCE FAQs

Enter ‘Send To Applicant’ Details

APPLIGANT EDITABLE FELDS

8 empioyee 0 B costcontre
oeTALS
FIRST NAME LAST NawE AL
TED TEST TTEST@COMPANY.COM
EuPLOYEE D cosT cenTRE
1234567891 1234567891
Review ‘Send To Applicant’ Details
ACCESS KEY DETALS
Access Key Name Basic Control Account Card Type
SALES TEAM Test CORPORATE GREEN CARD
TED TEST Eq
APPLICANT EDITABLE FIELDS
Emy C
oemLs
First Name Last Name Email
e Test TTESTOCOMPANY.COM
Employee 10 Cost Centre
122567801
Thank You!
Plesse review below regarding your reguest
Nave EMAIL ADDRESS APPLICATION 10 sTATUS
TED TEST TTESTECOMPANY.COM JP-0000001234 Success

GLOBAL APPLY FORCARD/ 2020 16
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BEFORE YOU BEGIN INITIATING A CARD APPLICATION APPROVE A CARD APPLICATION TRACK A CARD APPLICATION CARD APPLICANT EXPERIENCE FAQs

Approvea Card Application

Oncereviewing a summary of the Application, you can choose to approve, re-route it back to the Card Applicant for further details or cancel (decline)to proceed with
the Application. Please note that Rush Card Applications are notavailable at this time.

@ CHOOSE YOUR ACTION

@ REVIEW APPLICATION

Select the Arrow onleft of the Application to see summary. Select from one ofthe actions to the right of the Application summary.

Youmay also view the Applicant’s attachments.

At the top the number of Applications Ready for Review and Rush Card
(urgent) Applications will appear.

H v/ Approve
Applications Ready for Review Rush Card Applications -

[

i |
3 " B | © omes

[ /  Edit

Route To Applicant

.
g
1
)
/
i

DATE INITIATED APPLICANT NAME APPLICANT EMAIL CARD TYPE DELIVERY SPEED
v/ 2020-08-11 TED TEST com [ Green Card Standard @
APPLICATION ID RESIDENTIAL ACCESS KEY NAME EMPLOYEE ID H 1 3 1 1 1 1
i Approve Apop up will ask you to confirm your selection. This change tothe Application
IN-0000000001 ADDRESS JPN SALES TEAM 12345678 P ) ) .
address line | ® ‘cancst will be reflected in the Tracking Status screens.
NAME ON CARD line 1 BCA NUMBER COST CENTRE ' e ’é N P S
FM last JAPAN 000000000123 1234568 V7 Edit 1
. ]
{ ]
1 i X
MOBILE PHONE BILLING ADDRESS BCA NAME DATE OF BIRTH i Route To Applicant Approve Apgiications
0123456789 adamesioe TEST COMPANY 1999-10-10 o
tine 1 File Attachments Would you Wk S0 spprove the foBowing card application?
. EMAIL ADDRESS INDIA MCA NUMBER BILLING &
TEDGCOMPANY.COM 0000000000123 STATEMENT T -
. CARD DELIVERY DELIVERY TED TEST TTESTECOMPANY.COM JP-0000001234
NATIONALITY ADDRESS MCA NAME Residential Address Form 60
JAPAN address line ONLINE On behalf of the Company, | confirm that the information given in this application is to the best of the Company's knowledge true and correct, and hereby approve the applicant's application
line 1 APPLICATIONS DEMO Blank2.pdf
JAPAN
=x
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BEFORE YOU BEGIN INITIATING A CARD APPLICATION APPROVE A CARD APPLICATION

TRACK A CARD APPLICATION

CARD APPLICANT EXPERIENCE FAQs

Track a Card Application > Track a Card Application(cont.)

Track a Card Application

The listdisplays all Card Applications so you can view where the Application isinthe process.

@ VIEW APPLICATION LIST
In Track Applications tab youcan view all Applications at a glance and their Current Status.

By selecting the relevant check box(s)you can also resend the notification email to the Applicants.
If necessary, you can also amend multiple Applicants’ email address(s) before resending.

To Do List Send Applications Track Applications

Search Applicant name, Employee ID, Email Address, or Application IDete  Q

Application Status v Country v Date Range Vv

2020-05-13 — 2020-08-11 X

[ Approve [ Resend ][ Cancel ]

DATE INITIATED APPLICATION ID APPLICANT NAME APPLICANT EMAIL CURRENT STATUS

> 2020-08-11 JP-000000001 TEST TED ttest@company.com | Sent to Employee i

i Pending Authorizing i
| Officer Review

> 2020-08-11 IN-0000000001 FIRST LAST first@company.com

@ VIEW STATUS OF APPLICATION
Multiple statuses for Applications are available

to help youidentify where there might be delays
occurring and who you could follow up with to
move along the process.

Application Status A 5

Application Expired

Authorizing Officer
Declined

. Pending Amex
- Approval

Pending Authorizing
. Officer Review 5

Pending Pre-Approver

. Pre-Approver ,
. Cancelled |

Sent to Employee

GLOBAL APPLY FORCARD / 2020 18
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INITIATING A CARD APPLICATION
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Track a Card Application (cont.)

If you nominated Pre-Approver(s) in the Access Key,you can tracktheir approval status.

@ VIEW APPLICATION LIST

APPROVE A CARD APPLICATION

TRACK A CARD APPLICATION

CARD APPLICANT EXPERIENCE FAQs

Track a Card Application >Track a Card Application(cont.)

All Pre-Approvers must complete their approvals before the Applicant will be able to complete the form. You can resend emails to these Pre-Approvers as required.

Track Applications

FILTERBY Application Status v Date Range

Application Status

Al DATEINITIATED &

N 04/03/2020

BCA Number

76546778653445

Rush Delivery

No

V' 04/03/2020

BCA Number
76546778653445
Rush Delivery

No

APPLICANT ID &

US-1000000001

US-1000000002

Country v/

APPLICATION NAME $

Abigail June

Card Type

Corporate Green Card

Status Tracking Number

12389865

Adam Smith

Card Type
Corporate Green Card
Status Tracking Number

12389865

APPLICANT EMAIL &

Abigail.June@company.com

Employee ID

24

Pro-Approval Status

 Carlos@business.com
Apr 3, 2020

© Meera@business.com
Apr 3, 2020

Adam.Smith@company.com

Employee ID

24

Pre-Approval Status

~ Joy@business.com
Apr 3, 2020

© Erin@business.com
Apr 3, 2020

CURRENT STATUS &

Pending Pre-Approval

Pre-Approver Rejected

;{.--...-..--_.-_-
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BEFORE YOU BEGIN INITIATING A CARD APPLICATION APPROVE A CARD APPLICATION TRACK A CARD APPLICATION CARD APPLICANT EXPERIENCE FAQs

Card Applicant Experience > Card Applicant Experience (cont.)

Card Applicant Experience

Upon receipt ofemails from American Express, Applicants simply log inusing the linkand Application 1D provided. Applicants mayalso use the URL and Access Key posted on
their Company’s intranet and go straight to Step 2 asemailswon’tbe triggered from @ Work by the Program Administrator.

@ LOGIN TOAPPLY

@ APPLICANT EMAILS

Once the application has been initiated, two emails are generated by American
Express tothe Applicant containing an Application ID and link to URL.

Applicants enter their email address, Application ID or Access Key to
access the application

Card Member Application (Oorp:or;t:
Card)
AMERICAN AMERICAN Sty ot i o
EXPRESS EXPRESS i

@ NOMINATING APPROVERS MAYBE REQUIRED

How to Start Your Corporate Card Application If the Program Administrator has opted for Applicants to enter Card application
approvers this screen will appear. Applicants enter email address(s) of
individuals who must approve before the form can be completed.

Your Corporate Card Application ID

Let’s get to work together Let’s get to work together

Welcome to Your Card Application

.
g
1
)
/
i

Hello TED TEST, Hello TED TEST,
To begin,
Good news! Your company has authorised you to apply for an American Express® Corporate  Now that your company has authorised you to apply for an American Express® Corporate o
Card. Card, please use the link below to access and complete your Card application:
‘ 8 "
Soon, you'll receive an email with a link to start your application. In the meantime, here's your ! Access your secure application s
Application ID, which you will need to complete the application process: Tl e e e Vi
e e m e m P To start your application, please have your APPLICATION ID on-hand, which we sent you il
',_‘] \* Application ID: JP-0000001234 e in a separate email. Input Text Input Text
Al g b gupei g .
L’ If you no longer wish to apply for a Corporate Card, please contact your company's
L If you no longer wish to apply for a Corporate Card, please contact your company's to cancel your
‘ Programme Adminitstrator to cancel your application. Enter Approver's Information
] it TR R
We look forward to serving you, not »
We look forward to serving you,
American Express Global Commercial Services prosoTE——— PRIV AR AN

American Express Global Commercial Services
Input Text Input Text

Roquired Roquired

DON'T 0{0 bu:mr}c: WITHOUT IT | DON'T 0{» bu:mr}’,f WITHOUT IT
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DON'T 0{0 bugi,n%g WITHOUT IT"

BEFORE YOU BEGIN INITIATING A CARD APPLICATION APPROVE A CARD APPLICATION TRACK A CARD APPLICATION

Card Applicant Experience (cont.)

CARD APPLICANT EXPERIENCE FAQs

Card Applicant Experience > Card Applicant Experience (cont.)

Applicant completes all fields, uploads mandatory identification documentation, accepts terms and conditions before submitting the final version.

@ BEFORE YOU BEGIN MESSAGE @ COMPLETE THE APPLICATION
Applicants to carefully review this message to Complete the fields required - ALL ARE
ensure all supporting documentation is correctly MANDATORY.

supplied before starting the application process.

Compuny: ONLINEAPPLICATIONTEST

Welcome to your American Express - —
Corporate Platinum Card Application! T =

Card Applicant

Befote Completing the Application Form below, pl ticati and to limit

processing delays

> How to provide a valid copy of 1D

> How o certify your Documents

5 Mot sbout the Verifylng Officer and Certifled Signatory roles for Identity Verification.

@ TRACKING ID

Retain this unique reference number for

your records.

© 0 ©
vy m =l
pmy

Confirmation

©

Thank you! Your digital spplication has been submitted. Your Application ID
s: AU-0000000692 We may need

| supporting documents.
from you and will contact you if we
do.

Important Information

Lo e about the Accepted documeass.
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BEFORE YOU BEGIN INITIATING A CARD APPLICATION APPROVE A CARD APPLICATION TRACK A CARD APPLICATION CARD APPLICANT EXPERIENCE FAQs

Overview > How Card Applicants receive Applications to Apply > Access Keys > Access Keys (cont.) > How Approval Routings work >
How Approval Routings work (cont) > Application Tracking > Application Review and Approval > Card Application/Card Delivery

Frequently Asked Questions

American Express @ Work® Global Applyfor Card

@ OVERVIEW

1. How do applicants access their Card Application? 2. What Card products are available in Global Apply for Card for Customers

— ?
Therearetwo ways to accessa Cardapplication: touse:

A. Access Keyanda URL Link Traveland Entertainment Cards: Platinum, Gold, Green Cards and Co-Brand

i. Your company may provide youwith a linkto the application siteand areavailable.

an Access Key.
. . 5
ii. Your Access Keys may be posted onyour Company’s internal 3. Is GAFCmobile or tablet friendly?
intranetsite. GAFCwillrespond to and function on smaller screen resolutions like tablet

and mobile, however, we don’t have a separate mobile only application.
B. Email Invitation

i. Applicants will receive two emails from American Express, initiated

by their Program Administrator (Authorised User) via @ Work, 4. Whenthe Embossed Company name is on the Card, where does it
inviting themto applyfora Corporate Card. draw from?

ii. One email will contain a link to the application site, the other an The system pulls the embossed company name on the Card fromyour
Application|D to use as a keyto log onand complete the application. AmericanExpress Control Account details.

Onceonthe Card applicationsite, Card Applicants will be instructed to

enter their corporateemail and Application ID or Access Key andbegin

their journey to complete their Corporate Card application. Intheeventofanyerrors or has additional questions, they can contact
the AmericanExpress Corporate Services Center.

5. Whodol contact if | need assistance?

If a request wasn’t processed successfully, the AO/CP will receive an error
message that states they need to try their request again.

Card Applicants are first directed to AO/CP if they need assistance.

GLOBAL APPLY FORCARD / 2020 22
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BEFORE YOU BEGIN INITIATING A CARD APPLICATION APPROVE A CARD APPLICATION TRACK A CARD APPLICATION CARD APPLICANT EXPERIENCE FAQs

Overview > How Card Applicants receive Applications to Apply > Access Keys > Access Keys (cont.) > How Approval Routings work >
How Approval Routings work (cont) > Application Tracking > Application Review and Approval > Card Application/Card Delivery

Frequently Asked Questions

American Express @ Work® Global Applyfor Card

malll HOW CARD APPLICANTS RECEIVE APPLICATIONS TO APPLY

1. Cana Card Applicant initiate theirown Card Applications? 3. Once sent tothe employee, how long do theyhave to

Yes, The Card Applicant needs onlythe Access Keyand URLto initiate the complete an application?

process. Applicants will have 45 days to complete theirapplication prior toitbeing

cancelled by the system.
You canstore the Access Key (unique) and Application URL (common)viayour

internal Intranet or internal process. If the Access Keyrequires a pre-approval,
the Card applicant willenter theircontactinformation to kick-offthe pre-
approval process. The AO/CP will always need to reviewapplications completed
in thisfashion to ensure proper controls foryour Card Program arein place.

4. Arethereany notifications sent to applicants to remind them
to complete online?

The Card applicant willreceive an emailreminderto complete anynon-
started or pending application 3 days after application initiation, then
every 10 days for 6 reminder cycles.

2. How many applications can AO/CP send at a time?

PA's can send up to 10applications at a time by simply entering the
applicants first name, last name, and emailaddress. This willcreatea
unique Application|D foreach applicant that is

automatically delivered tothemviaemailsfrom American Express.
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BEFORE YOU BEGIN INITIATING A CARD APPLICATION APPROVE A CARD APPLICATION TRACK A CARD APPLICATION CARD APPLICANT EXPERIENCE FAQs

Overview > How Card Applicants receive Applications to Apply > Access Keys > Access Keys (cont.) > How Approval Routings work >
How Approval Routings work (cont) > Application Tracking > Application Review and Approval > Card Application/Card Delivery

Frequently Asked Questions

American Express @ Work® Global Applyfor Card

ACCESS KEYS

What is an Access Key?

An Access Keyisa uniquecode, createdin @ Work,andeach oneis
associated with a Basic Control Account (BCA) for your company. The
Access Keycarries informationaboutthe BCA setup such as Product,
Billing, and Liability Type, to the Card application. AO/CP canmandate
Cost Center, Employee ID and even thelength of thefields required.

How do | create an Access Key?
Program Administrators create anAccess Key inthe ‘Send
Applications’ tab with a few simple steps:
Click ‘Create New Access Key’ on ‘Send Applications’ Tab
b. Choosethe BCAforthe Access Key
c. Settheoptionsyou would like associated with the Access Key (see
below)

d. Confirmand Create!

Are there any fields | can mandate in the application?

Yes, if you wantto require thatapplicants enter their Cost Center,
Employee ID on Applications, including the length of thefields required,
check the boxes fortheseitems during the AccessKey set-up process.

Does each AO/CP need to set up theirown Access Keys?

Not atall! All AOs/CPswith permissions for a BCA will have full visibility to
manage and use Access Key’s created for those BCA’s.Youmay only need one
Access Keyfor eachBCA. If a BCAhas both Gold and Green Cardsassociated
toit, youwill need one Access Keyfor Gold and one for Green.

If you prefer youcan create multiple Access Keys fora BCAif thereare
different Department and/or Approver combinations required. These
Access Keys can be leveraged byall AOs/CPs responsible for those
departments andapprovers.

How many Access Keys can an AO/CP create?

Thereis nolimittohow manyAccess Keys can be created for each BCAor by
each AO/CP. Developing consistent naming conventions and internal
workflows will helpyour organization optimize the number of Access Keys
created.

Are Access Keys requiredto initiate applications?
No, notalways. Toinitiate an application withoutan Access Key, the AO/CP
canselectthe ‘Quick Send’ option to send application(s).
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BEFORE YOU BEGIN INITIATING A CARD APPLICATION APPROVE A CARD APPLICATION TRACK A CARD APPLICATION CARD APPLICANT EXPERIENCE FAQs

Overview > How Card Applicants receive Applications to Apply > Access Keys > Access Keys (cont.) > How Approval Routings work >
How Approval Routings work (cont) > Application Tracking > Application Review and Approval > Card Application/Card Delivery

Frequently Asked Questions

American Express @ Work® Global Applyfor Card

— N HOW DO THE APPROVAL ROUTINGS IN THE ACCESS
ACCESS KEYS KEYS WORK?
7. Whendoesan Access Key expire? 1. For Applications including Pre-Approvers, will the Approver receive an
Access Keys don’t expire. However, if the AO/CP whoset up the emailalertinreal time?
company moves to a new role, or leaves the company, we recommend Yes, the Approver will receive an email within 15 minutes, and they can
anactive AO/CPeditthe Access Key to ensure all notifications stay decision whether an employee is eligible to apply directly from the email,
withinthe group. We always recommend atleast 2 AO/CPregister for withoutneedinga @ WorkID.

GAFCtoensureallroles can be completed any time.
2. What Approval options areavailable?
When setting up the Access Key the AO/CP canchoose either:

8. Istherealimit tothe number of applications for each Access « Pre-and Post-Approval, where both a Pre-Approver named by

Key? ) N .
ey AO/CP and aPost-Approver review the applicationbefore being
Thereis no limitto the number of applications issued for any Access submitted to American Express for processing.
Key. * Pre- and Post-Approval, where onlya Pre-Approver named by CA
and a Post-Approver review the application before being submitted
9. If we add new AOs/CPs, will they be able to see existing Access Keys to American Express for processing.
by default?

e Post-Approval, wherethereis no Pre-Approver, and the AO
Yes, provided the new AOs/CPs are set up with permissions atthe same reviews the completed application prior to submission.
BCAlevel, new AOs/CPs can access, use and maintain the Access Keys.
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BEFORE YOU BEGIN INITIATING A CARD APPLICATION APPROVE A CARD APPLICATION TRACK A CARD APPLICATION CARD APPLICANT EXPERIENCE FAQs

Overview > How Card Applicants receive Applications to Apply > Access Keys > Access Keys (cont.) > How Approval Routings work >
How Approval Routings work (cont) > Application Tracking > Application Review and Approval > Card Application/Card Delivery

Frequently Asked Questions

American Express @ Work® Global Applyfor Card

HOW DO THE APPROVAL ROUTINGS IN THE ACCESS KEYS WORK?

3.  Whenwill Pre-Approval applications route to AO/CP for final 6. What is Quick Send and when should luse it to initiate
review? applications?
Applications requiring a Pre-Approval will route to the AO/CP for final Quick Send allows the AO/CP to quicklyinitiate anapplicationto an
review for validation purposes, regardlessif the Access Key does not employeeinthefewest possible steps.
indicate a Post-Approval. a. Simply selecta BCAandenter the employee’s first name, last name, and

email, then review and submit.
4. Do Post-Approval applications go to the AO/CP automatically? What b. NoAccess Key is required.
happens when thereis more than one AO/CP?
Once completed, applications requiring Post-Approval appearin the Use QuickSend when you want to quickly providea Cardtoan employee

To Do Listtab for all AOs/CPs with GAFC permissions under that BCA. withoutthe need foran Access Key.

In addition, the AO/CP who last edited the Access Key willreceivean

email notification that they have anapplication to review. 7. How many Card Applicationscan an AO/CP initiate at one time?

AQ/CP caninitiate upto 10 application requests at one time through Quick

Send or AO/CP Initiate with an Access Key.
5. Arethereanyapplications that never go to the AO/CP forfinal review

and approval?

No, all applications will be required to go to the AO/CP for final
review and approval.
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BEFORE YOU BEGIN INITIATING A CARD APPLICATION APPROVE A CARD APPLICATION TRACK A CARD APPLICATION CARD APPLICANT EXPERIENCE FAQs

Overview > How Card Applicants receive Applications to Apply > Access Keys > Access Keys (cont.) > How Approval Routings work >
How Approval Routings work (cont) > Application Tracking > Application Review and Approval > Card Application/Card Delivery

Frequently Asked Questions

American Express @ Work® Global Applyfor Card

. APPLICATION TRACKING

1. Howcan an AO/CPseewhereaCard Applicationisatin the 3. Canthe AO/CPreview the Pre-Approval status?If so wherecan the
process? AO/CPviewthis before Post Approval?
The AO/CPcan view applications inthe ‘Track Applications’ tab for any Yes, all Application status’ aretracked in the ‘Track Applications’ tab —even
particularindividual in the system. thosethathave been self-initiated by the Card Applicant. If thereisa Pre-
Approver,oncethey approvethe application, the status willmove to ‘Sent
2.  What are the different status’ for applicationsin Apply to Employee’.
For Card?
Apply for CardStatus include: 4. If an AO/CP cancels or rejects an application, will an email generate

to the applicant? Is this real time?
e SenttoEmployee

Yes, the applicant will receive an emailnotificationadvising thatthe

* Pending : . o )
company has declined/cancelled theirapplicationwithin 15 minutes.

e Pre-Approver

e Pre-Approver Cancelled

e Pending Authorizing Officer Review
e Pending American Express Approval
e Authorizing Officer Declined, and

e Application Expired
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BEFORE YOU BEGIN INITIATING A CARD APPLICATION APPROVE A CARD APPLICATION TRACK A CARD APPLICATION CARD APPLICANT EXPERIENCE FAQs

Overview > How Card Applicants receive Applications to Apply > Access Keys > Access Keys (cont.) > How Approval Routings work >
How Approval Routings work (cont) > Application Tracking > Application Review and Approval > Card Application/Card Delivery

Frequently Asked Questions

American Express @ Work® Global Applyfor Card

. APPLICATION REVIEW AND APPROVAL

1. How willan AO/CP know when they have applications to review? 3. What happenswhenan AO/CP re-routes the application back to the

The AO/CPwho setup orlast edited the Access Key will receivean email applicant for edits using Apply for Card?

notificationthatthereis a completed applicationto review. When the AO/CP routes the application back byselecting the link that says,
‘Route back to Applicant’, the AO/CP canenter comments as to why they

When any AO/CP logs onto Apply for Card, they will see applications to areroutingitback andtheapplicant will receive the detailsinanemail.

review and approveintheToDo List.
Theapplicantthenlogsin again using the details in their email, fix the errors,
2.  What kind of actions can an AO/CP make on a Card Application and ressubmit to the AO/CP for review. During this Teroute’ the status in
being reviewed? ‘“Track Applications’ will return to ‘Sent to Employee’ as the Card application

AQ/CP can make the following actions on Card applications pending approval: is pending with the employee.

¢ Changedelivery address from Residential to Business (unless
company issetup on central card delivery).

¢ Editsomeofthenon-Pllinformation on the application such as
Employee D or Cost Center.

¢ Routetheapplicationbackto the applicant to correct
fields with errors and include a note with detailson what the applicant
needs to correct.

¢ ApproveorCancel applicationsoneatatimeorall atthe
sametime.
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BEFORE YOU BEGIN INITIATING A CARD APPLICATION

APPROVE A CARD APPLICATION TRACK A CARD APPLICATION

CARD APPLICANT EXPERIENCE FAQs

Overview > How Card Applicants receive Applications to Apply > Access Keys > Access Keys (cont.) > How Approval Routings work >

How Approval Routings work (cont) > Application Tracking > Application Review and Approval > Card Application/Card Delivery

Frequently Asked Questions

American Express @ Work® Global Applyfor Card

CARD APPLICATION/CARD DELIVERY

Are there mandatory fields on the application and willthe Applicant
know there is an errorwiththeirapplication?

Yes, Applicants will be notified which fields are mandatory while they are
completing the online Application. Ifthere are anyerrors, messages will
appear promptingtheindividual to provide more informationor correct
their entries.

Can different Card delivery address locations be managed by creating
another Access Keyfor the same BCA?

Thereis notan option within AccessKey Details to select Card delivery
options.

If Central Card Delivery is ON, their Card will be delivered to the Business
Address.

If Central Card Delivery is OFF, the applicantis advised that their Card will
be delivered to which ever address they selected as their
Statement/Billing address.

What are the Card delivery address options forapplicants?

Unless yourcompanyhas arranged to distribute Cards centrally, the
applicantcanselect either their Home or Company address for Card
delivery.

Is there any flexibility for AO/CP to select the Card to be
delivered to the Card Applicant if the current arrangement is
configured to Central Card Delivery?

Not currently. Thisis on the Roadmap fora future enhancement sokeep an
eyeout for updates.

How do Applicants submit completed application?

Once Applicants have completed all mandatory fieldsinthe application,
they will reach a reviewand submit screen. There they can review and modify
fieldsif necessary.

Oncefinalized Applicants acceptthe Terms and Conditionsand clickthe
Submitbutton. Ascreen willthen appear confirming that yourapplication
has been submitted.
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