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1. Request to Enroll
a. From client email with enrollment link or landing page with an embedded enrollment link.

1 Enter Payee ID and select Campaign.
1Payee ID is not mandatory and can be left blank.
1 Campaign selection is only needed if there are more than one. /f needed client will supply.

GlobalPay

ENTER YOUR PAYEE ID

Payee ID:
Campaign MName: * | Convera Campaign w

b. From email address payeemanageradmin@convera.com

1 Click the button Enroll Today.
1 If you do not see any images within the email you may need to right-click on the image and download them.

Convera GlobalPay Payee Manager - Campaign Enrollment
PayeeManager Admin <PayeeManagerAdmin@convera.com:

tion Policy 13 Month Delete (1 year, 1 month)

(i) Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of s¢

ﬂ Right-chek or tap
and hold here to
downlosd pictures. - .
To help probect your EI ’.t’ght.‘:k.k“ _W mi hFH. hmtm .
privacy, Cubiook
prevented autoratc

[x] Right-click or tap and hold here to downlcad pictures. To help protect vour privacy. Outicok prevented automatic

1] Raghit-chek or g and
hold hars o downlcad

TIP: Please note that campaign pages will differ slightly depending on the client's needs.
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mailto:payeemanageradmin@convera.com

« Enter your email address then click Next.

GlobalPay

PLEASE ENTER EMAIL ADDRESS
Email: - m
Campaign Name: Corvera Campaign

2. Enter the recipient information under the Payee Contact Information heading. Required fields are indicated by an
asterisk (*). Click Next.
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BEMEFICIARY EMROLLMENT
k
Please provide contact information for the business. or individual nepresented in this ennaliment.
Beneficiary Contact information
Paryes I0:
Compary o indbadual Nams: & u
Address Line 1: *
Agddress Ling 2
City: -
Country: - T
SabeProvinoe &
Postal Cooe: -
Phane Mumber: -
T Ik L]
* Reguingd Information

TIP: Please note that campaign pages will differ slightly depending on the client's needs.
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3. Enter the remaining recipient information under the Enrollee Contact Information heading and click Next.
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Please provide congact information for the person completing this enroliment

Enrollee Contact information

First Mame: L

Lingt Marme *

Title:

E-mai &

Confrm E-mail -

PG MM & =2

* Regquired Informasion

4. Select a username and password under the Login Information heading. These login credentials will be used for
accessing your information once the enroliment is activated. There are two options, you can create new login
credentials or if you are an existing Payee Manager user, you can create a Single Sign On by entering your
existing username and password.

1 This step may be excluded from some registrations.

a. To create new user credentials

1 Enter your Unique ID as your Username, this needs to be 6-50 alpha-numeric characters.

| Enter a Password, this needs to be 8-20 characters in length with at least 1 uppercase, 1
lowercase, 1 number, and 1 special character.

1Select a question from the Challenge Question dropdown list.
i Provide an answer in the Challenge Answer field. Click Next.

TIP: Please note that campaign pages will differ slightly depending on the client's needs.
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Please create a unique username and password for accessing Payee Manager.

Login information
() pxisting User
® New Liser
e - ﬂ ] (6-50 characters)
Password: - 1 uppercaze, 1
ﬂ + Spegial Charact
Confirm Passaord - = ]
Challenge Chaaition L w
Challenge Answer: - ] CJisrscer

* Reguired Information

b. To link to an existing user

i Enter your Username.

i Enter your Password.
i If a match is found when you click next, your banking details will pre-populate.
i If not an exact match, you will need to try again or enroll as a new user.
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Fleaie creabe & Urique wiername 4nd paiiword for sotesding Fayee Manager.

Lagin information
- Existing User
Usermame: # '
Fassword: b ﬂ
Forgot Passwond?
) Mew User

* Reguined Information

TIP: Please note that campaign pages will differ slightly depending on the client's needs.
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5. Enter your banking information under the Bank Account Information heading and click Find-A-Bank.

convera

(= 3

Hid

BEMEFICIARY ENROLLMENT

HB-8-8-0

| Please provide your Bank indtrusctions and remittance option for receipt af payment

Bank Account information I
Bank Acoosunt Koincheding IBAMN, Clabe, etc) w
Mame on Bank Account *
Bank Courary: w b
Cumency: w W

Pleaze use Find & Bank io pre-pogudate pour bank sccount dedails.

| Enter Bank Manually Details (%)

a. If you do not wish to use the Find-A-Bank feature, you can manually enter your bank account
information under the Enter Bank Manually heading. Complete all fields as applicable.

Enter Bank Manually Details (%)

Bank Name: -

Bank Accountt Type [ Cracking v
Blank SWET Address: [

Bank Sireet Address

Bank City:

Bank ProvinceState:

Bank PostaliTip Code:

SWIFT Branch Detals

6. Otherwise, enter the required information under the Search Using Bank Details or IBAN heading, including IBAN
OR Routing Code/SWIFT and click Search.

FIND A BANK

Courdry: ¢ tat e
Routing Code:

SPNET;

Bank Name:

Oy
Address

SasnPrevinge:

FWTFTReS Data brese

cl O D AN N S0

TIP: Please note that campaign pages will differ slightly depending on the client's needs.
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Select your bank from the list provided and click the Save button.

8. If available, select to receive your payment by Fastest Electronic Payment (Wire) or Least Cost Electronic
Payment (ACH).

1Provide the Bank Routing Code or Local Bank Routing Code.

| Bank Routing Number is the ABA# for US Banks only. It must be 9 digits and identifies the bank which
holds your account.

i Least Cost Electronic Payment (ACH) is only used for the following local currencies channels AUD, CAD,
EUR, GBP, HKD, NZD, NOK, USD, and SGD. All other currencies will be sent using the Fastest Electronic
Payment (Wire) option.

Fastest Electronk Payment Enatied Preferred form of payment

Interrriediany Bank Enabled Details (&)

Least Cost E

ronic Payment [ Enabled % preferred form of payment

Loseal Banik Routing Code

9. Identify whether an Intermediary Bank should be enabled and provide bank details.

& An Intermediary bank is a bank that acts on behalf of the recipient’s bank. Payment will reach
the intermediary bank before being credited to the recipient. We highly recommend you contact
your financial institution to determine whether an intermediary bank is needed to receive funds
from the United States. Failure to do so may result in payment being returned unprocessed.

Intermediany Bank Enabled Details (%)

10. Enter the required information under the Notification of Electronic Payment Initiation heading.

Notification of Ebectronic Payrment Initistion

* | English

<

11. Enter the required information under the Remittance Options (if available) heading and click Next.

TIP: Please note that campaign pages will differ slightly depending on the client's needs.
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Remittance Options

' Dalivery Opticen Ersal e
Cuelivary Formae * Readable Forrmar (Porraig) -
Bt Alterion *

Fieenit E-muadl Address *

¥ Raspuired infurrrasion

12. Read the Service Agreement, select the checkbox to agree to the terms and conditions and click Submit
Enroliment Request.
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B-B8-8-0-0
. cmx

Pledis indicate your B0eptinds of the Comerd Sarvios ARreerment, oF Sownlisd for ather feview
Senvice Agresment
You must sccept the tenms of this agreement before sending the enroliment request.

Download Agresment

L) 1 agres to the Service Agreement and have reviewsd the Onling Privacy Statement.

TIP: Please note that campaign pages will differ slightly depending on the client's needs.
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13. Review the enrollment details and click Confirm.
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TIP: Please note that campaign pages will differ slightly depending on the client's needs.
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14. The enroliment is now complete.

convera

[=""_ ¢
Lege
2]

Confirmation of Enrollment Request

BENEFICIARY ENROLLMENT - Reference No. ENRO421485
BT Corparate - Test Account Campaign Payee Manager Prograem: Enrollment Complete

Congratulations! You have sueceschilly snralled in the BTT Corporate - Tem Ascount Campaign Payee Managsr Program.

Your user name and password will be activated after your enroliment has been approved by BTT Conporate - Test Account
Wpan appreval, you wil receive an e-mad that your acoount has been sivated

Cormatra will Send yowar payment infarmation on benall of BTT Corporate = Test Account. Please update your spam filber to
SCOERT TRATE MATIRRED

Far further information about the Incemationsl Payment Service, induding assistance with the application process please
contact BTT Corporate - Test Acoount

TIP: Please note that campaign pages will differ slightly depending on the client's needs.
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For more information

convera.com

convera i @

2023©Convera Holdings, LLC. All rights reserved. Convera is a global leader in providing foreign exchange and payment solutions. For a full list of
Convera operating countries and entities, licensing information and relevant country information please click here. This User Guide has been
prepared solely for informational purposes and does not in any way create any binding obligations on either party. Relations between you and

Convera shall be governed by the applicable terms and conditions. No representations, warranties or conditions of any kind, express or implied, are
made in this User Guide.
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